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Parent Handbook 
Employment 
The After School Program is an equal opportunity employer.  No person, based on race, religion, color, or national origin, will be excluded 
from participation in, be denied the benefits of, or otherwise be subjected to discrimination under any program. 

 
The After School Program, ASP, is and will be licensed by the Arkansas Department of Education (ADE). 
 
Our staff meet all of the minimum requirements as set forth by the State of Arkansas to include; criminal record checks, fingerprinting for 
State Police, and child maltreatment.  Professional training and development is obtained yearly.  

 
Enrollment & Communication 

Parents/Guardians must enroll through the Brightwheel childcare software program.  All accounts must be enrolled in autopay through the 
Brightwheel software. Processing fees are fully covered by The After School Program. It is the parent/guardian’s responsibility to login to 
Brightwheel and maintain accurate payment information for their child/children’s account.  

If your child is exempt from immunizations you must provide an exemption letter via Brightwheel message. Immunization records will be 
collected for all children through the WebIZ Arkansas Immunization Information System. 

Parents/Guardians must notify Brightwheel messaging  if their child/children will be in attendance when enrolled on a Drop-In basis. 
Parents/Guardians must notify Brightwheel messaging if their child/children will be absent for any reason when enrolled on a Full-Time 
basis.  The After School Program’s main form of communication is Brightwheel. 
 
In order to meet the special needs of a child, The After School Program has the parent/guardian’s permission to coordinate efforts with the 
School District your child attends. 
 
All children participating in The After School Program must be potty trained and must be able to use the restroom independently, and may 
not exceed thirteen years of age upon enrollment. 

The parent/guardian will be required to proceed to the designated “Sign-Out” location when picking up their child.  For your child’s 
protection, the adult picking up your child each day must digitally “Sign-Out” said child.  Only authorized adults will be allowed to pick up 
your child and we will ID anyone we don’t recognize, please be prepared as we will ask to see it.  
 
All children enrolling in The After School Program must be able to participate to some degree, and substantially benefit from the program, 
without risk to himself/herself, or the other children.  This must be accomplished without fundamentally altering the nature of the program 
or resulting in an undue financial and/or administrative burden. 

This parent agreement is subject to change with a one-week notice. 

 

Operations 
The After School Program fees are as follows: 

-REGISTRATION:  A yearly registration fee of $75.00 per child is due upon enrollment in the program.  This 
non-refundable fee is due upon initial registration and/or at the beginning of the school year. 

-SUPPLY FEE: A yearly supply fee of $50 will be due on December 18th, 2026.​
Weekly tuition rates do not vary based on attendance, i.e., weather, illnesses, vacations, or absences.  

TUITION: Full time (Weekly Rate) -------------------------- $80.00 per week for one child. 
$155.00 per week for two children.  

  $225.00 per week for three children. 
$300.00 per week for four children.  
$375.00 per week for five children.  

 Part time/Drop-In--------------------------------- $30 per week for drop in service (covers 1 day) 
$30.00 per day, per child for additional days. 
​
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The parent/guardian agrees to pay the weekly tuition fee as set by The After School Program.  All tuition fees are due in advance 
and billed on Friday for the upcoming week.  If for any reason the account has not been paid by the close of business on the invoice 
due date, a decline fee of $15 for full time, or $10 for part-time will be assessed.  If the account has not been paid by the next Friday, the 
child will not be permitted to return until the past due account is brought current. If a Brightwheel transaction is returned by the 
bank, The After School Program reserves the right to require all future payments to be made with a card. 

The parent/guardian will not be charged their weekly tuition for school calendar breaks that encompass a full week. Additional charges will 
be assessed only if the child/children attend the all-day programs held during aforementioned breaks. 
 
Drop-in services are  billed every Friday at the rate of $30. This weekly $30 payment covers one day of attendance. If your child does not 
attend one day, there is no price adjustment.  For additional days these charges will be posted every Monday morning for the previous week, 
and accounts are charged accordingly at that time. 
The After School Program will be open from the time school is dismissed until 6:00pm, to provide quality after school care for school age 
children. The parent/guardian agrees to pay a $3 per minute late pick-up fee starting at 6:01pm.  The clock at The After School Program 
location determines the time. 
 
All fees and penalties associated with the collection of past due accounts will be the responsibility of the parents/guardians. 
 
The After School Program will be closed whenever your child(s) school district schools are closed minus Thanksgiving, Christmas, and Spring 
Break.  The After School could operate a full-day program at certain locations.  If school is canceled or closed early due inclement 
weather, The After School Program will not operate .  

 
Although we request your cooperation in not disturbing the program, parents are always welcome to visit our program.  We do ask that you 
notify a member of our office staff, due to safety precautions. 
 
The parent/guardian agrees to notify The After School Program through a Brightwheel message, one week in advance of the 
removal of their child from the program, or for changes in account status.  Parents/guardians will be responsible for the week’s 
tuition if advanced notification is not given. After May 1st, due to staffing commitments, parents/guardians are responsible for the 
payment of tuition for the remainder of the semester regardless of enrollment changes.  

 
Schedule/Curriculum 
The After School Program offers a daily minimum of thirty minutes of physical activity, either outside or indoor, if the weather does not 
permit for outdoor play. Children are offered adequate water breaks during physical activity to ensure proper hydration. All staff participate 
in annual physical activity training.   
 
The After School Program will provide a daily nutritious snack,  including one-hundred percent juice, on a daily basis. All children are 
encouraged to participate in the healthy snack option offered to them. All staff participate in annual nutrition training.  
 
Children will participate in curriculum activities that enrich their learning experience from the school day, these activities include STEAM 
enrichment: science, technology, engineering, art, and mathematics.  

 
Behavior Management Policy 

Positive reinforcement is our primary method of maintaining discipline in The After School Program. We have the following expectations 
posted:                                          

●​ Be safe by keeping your hands, feet, and objects to yourself 
●​ Be respectful and kind to others 
●​ Be responsible for yourself and your play area 
●​ Be a good listener, especially to your teacher 

Severe behavior will be addressed by the appropriate individual following the chain of command:  

Floor Manager -> Site Lead/Site Supervisor -> Assistant Director/Director  
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The following are guidelines used when disciplinary action becomes necessary due to unacceptable behavior: 
 

1.​ Positive redirection 
2.​ Verbal warning for specific unacceptable behavior. 
3.​ Separation from the group with a warning of future consequences for repeated behavior. 
4.​ Separation from the group with a warning and write-up for repeated behavior. 
5.​ Separation from group with a call to parent or guardian and write-up. 
6.​ Parent/Guardian conference to discuss corrective action and consequences for future incidents. 
7.​ Suspension - 1 to 2 days from the program and/or remainder of the day. 
8.​ Repeated aggressive/inappropriate behavior with 1-3 suspensions will result in removal from the program with approval from 

administration.  
 
Children may be released from The After School Program for parent/guardian/authorized pickup behavior.  
 

What Not To Bring 
The After School Program will not be responsible for any articles brought to the program.  Students will have a designated place to put their 
personal belongings.   The After School Program follows Arkansas Law (Act 122) which states: personal electronic devices are not permitted 
for use or possession while on school property.   We will ask students to put their devices away on the first infraction, upon the second 
infraction the device will be kept on site with a staff member, and further infractions will result in the device being taken to The After School 
Program office and will be given back to a parent or guardian.  
 

Health 
The After School Program will not administer medication without first obtaining written approval from the parent/guardian.  If the child’s 
temperature reaches 100.4 degrees, or the child appears to be ill, the parent will be called to immediately pick up the child. 

 
In the event of an emergency, The After School Program has the permission of the parent/guardian to administer first aid or obtain 
emergency medical treatment, if necessary, for the child’s welfare. 

All children with allergies that require medication must submit an action plan from their family physician and medication must be in the 
original packaging with the child's name and dosage.  
Safety 
Any behavior deemed an immediate safety/health hazard, is grounds for immediate dismissal from the program.  This includes but is not 
limited to physical violence to a staff member, or other student, running from the program, or staff member, threats to a staff member, or 
other student, or any behavior that requires one, or more, staff members to maintain the children and staff’s safety/health, on a one-on-one 
basis.   

“Facility Information, Visits, & Complaints: According to the minimum licensing handbook, all of the facility’s licensing 
compliance forms (DCC_521) shall be available at the facility for three (3) years. The facility shall advise parents in 

writing that the compliance forms are available for review upon request. All information regarding the facility, 
compliance visits and complaints are public record and can be found online.” 

They are available at the following link:  
https://ardhslicensing.my.site.com/elicensing/s/search-provider/find-providers?tab=CC&language=en_US 

 
The staff at The After School Program are trained mandated reporters.  Staff will report any signs of abuse or neglect per the Department of 
Human Services guidelines due to being a mandated reporter through the State of Arkansas.   

“It is understood by the parent/guardian that children in the care of The After School Program may be subjected to 
interviewing by Child Care Licensing, DCFS Special Investigations and/or law enforcement for investigative purposes 

and/or for determining our compliance with Arkansas Licensing Requirements.” 

 (Arkansas ADE Minimum Licensing Requirements: DCCECE/Child Care Licensing Unit:  200.201.4) 
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Release of Liability 
The parent/guardian agrees in taking advantage of child care services provided by Jason Coates Enterprises, LLC, DBA: The After School 
Program, a company under the laws of the State of Arkansas.  In consideration of the services provided I hereby agree as follows: 

●​ To waive any and all claims that I, my family, or any relative may have against The After School Program, its officers, directors, and 
employees arising out of any act or omission that may constitute negligence or any other tort. 

●​ To release The After School Program, its officers, directors, and employees from any and all liability from any loss, damage, injury, 
expense, illness, or death (including but not limited to Covid, Flu, RSV infections or any other current viral infections or futuristic 
and/or related illnesses) that I, my family and relatives, or my child may suffer as a result of enrollment while under the care of The 
After School Program.  

●​ If a medical emergency arises, The After School Program staff will first attempt to contact the parent/guardian. If the 
parent/guardian cannot be reached, the staff will contact the listed emergency contact. If the emergency is such that immediate 
hospital attention is necessary, an ambulance or emergency vehicle may take my child to the hospital. 

●​ This Release of Liability shall be effective and fully binding upon my heirs, next of kin, executors, administrators and assigns. I have 
read and fully understand the Release of Liability Agreement and am aware that I am waiving certain legal rights which I or my 
heirs, next of kin, executors, and administrators may have against The After School Program. 

 
 

Handbook Acknowledgement 
The parent or guardian acknowledges that this handbook has been read and understood by way of electronic signature through the 
Brightwheel application.  
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