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Uniting children as people of God 
ASAP PHILOSOPHY

We believe that providing a safe Christian environment full of dedication and love is necessary for fun.  Children will be challenged daily by choosing from self-guided interest centers, academic assistance, large and small group activities.  The afternoon is promised to be packed full!  Our goal, along with the parents is to unite children as people of God and to provide a safe atmosphere for the extension of their school day.

ORGANIZATION OF THE PROGRAM
A. Pastor

The pastor is the spiritual leader of Assumption Parish.  By virtue of his position, he is responsible for those matters within the program, which affect worship, the ministry of the Lord, and the spiritual welfare of the students.  The Pastor is the chief administrator.  

B. Director of Childcare Services
The Director of Childcare Services is responsible to the pastor and to the community for all center matters.  The Director of Childcare Services oversees the AELC and ASAP programs and implements all the program policies.
C. ASAP Coordinator
The ASAP Coordinator is responsible to the Director of Childcare Services.  The ASAP Coordinator is present daily at the ASAP program and implements the day to day policies.
D. Teachers

All teachers are responsible to the ASAP Coordinator. 
COMMUNICATION

To register for ASAP you will find all of the necessary documentation at the Assumption Early Learning Center office, the Parish School office or you can go to our website at www.assumptionstl.org/aelc and click on the After School Activity Program link.  Once the paperwork is completed, your child is enrolled and may participate in the program immediately. 

Each family will have a file that will contain newsletters, payment statements and any other pertinent information regarding your child.  Families are encouraged to check their file daily. 

Ongoing communication is encouraged.  Please do not hesitate to contact the ASAP Coordinator whenever you have a question or concern, or need information. 

ARRIVAL & DISMISSAL

The after school activity program hours begin at 2:45PM and end at 6:00PM.  ASAP attendance will be taken everyday at 2:45PM.  For pick-up, parents must enter the building through the secured door and sign-out their child every day. Children must be picked up by 6:00PM.  Children remaining after 6:00PM will be charged an additional $1.00 per minute for each minute after 6:00PM that they are picked-up late (after one warning).  Emergencies will be handled on a case-by-case basis, and a phone call is required in these cases.

On early dismissal days parents can sign their child up to attend from 12:30PM to 6:00PM for an additional fee of $10 per child.  Kindergarten age children are also welcome on early dismissal days even though they do not attend school that day (arrival should be at 12:30PM and the additional fee applies).  Please note:  if less than 10 children register we will not offer this service.
ATTENDANCE

If your child is attending school, but will not be attending ASAP, please call and leave a message.  If your child is absent from school we are provided an absentee list from the school office every day so there is no need to call the ASAP program directly.  Attendance will be taken daily at 2:45PM.  If your child is to be in attendance for the day, and is not in attendance at 2:45PM, an ASAP coordinator will contact the office, the classroom teacher or parent to locate the whereabouts of the child.

Arrangements can be made with the ASAP Coordinator to shuttle children to after school activities at Assumption.
Please Note:  the after care service is not set up as a "drop in when we need it" arrangement with no communication to our staff.   If this happens we will assess a $10.00 service fee for that day, per child.  
We understand that schedules change and last minute things happen. In those cases we insist that you call or email our after care coordinator via fast direct with this information.  
We also need to be notified in situtuations where schedules change during the course of the day and your children who are registered to attend ASAP do not attend.  
Our goal is to keep your children safe and we cannot do this without proper communication from you. If you know of changes to your schedule in advance, we ask that you give a one week notice of these changes. If there is a last minute change that day, we ask that you communicate this to our ASAP Coordinator. 

SNACK/LUNCH PROGRAM

All children will receive an afternoon snack every day.  All early dismissal children will receive a lunch and afternoon snack.  All snacks and meals are nutritious and will follow the Missouri Department of Health Nutrition Standards and the Child and Adult Care Food Program.  Be sure to list any food allergies on your child’s registration form.  Snack and lunch menus are posted on the parent board in the cafeteria.    

ACTIVITIES
After a nutritious snack a variety of activities are planned for the children.  Activities include:  interest centers, homework assistance, science, religion, arts & crafts, daily use of the ball fields, playground and the parish center gymnasium.  Early dismissal days will include a lunch and afternoon snack.  Special events will occur monthly as planned by the ASAP Coordinator.    Family events are planned to occur twice per school year.   
DRESS/CLOTHING
No dress code for ASAP.  We suggest that you bring an extra change of clothing to ASAP and encourage your child to change after the school day.  Please send clothing that is appropriate for daily indoor and outdoor activities.  Remember that children are encouraged to participate in all activities (including daily art projects), so please do not dress them in anything that you do not want to get dirty.  In order to be safe, all children are to wear tennis shoes to ASAP; the gym floor can be slippery.  Please remember to dress your child for cold days with coats, hats and gloves.  We will go outside if the weather is between 32-90 degrees.  During the summer, please bring sunscreen and a hat for your child.  

FEES

Families interested in the program will pay a non-refundable registration fee of $40.00 per child or $50.00 per family.  Weekly bills will be given out at the end of each week.  Weekly payments are due each Friday. Payments not made on time will be assessed a fee of $5 per day.  If your child is scheduled to be present and you choose not to attend, but fail to contact us in advance you will be charged for that day.  If your child is not scheduled to attend but you choose to “drop off” without communication to the ASAP Coordinator, your family will be assessed a $10 fee per child per day in addition to the regular daily rate.  Children with tuition over 2 weeks late will lose their place in the program without a refund.  The deadline to register for ASAP is July 1.  Those who register late will be charged an additional $10 per child.  Credits or refunds are not given for missed class days; only for parish school scheduled days off.  
The payment box is located on the wall behind the parent area in the cafeteria.  Receipts will be given upon request or every January for taxes.  Payments can be accepted and mailed from your bank on-line.  Please contact the ASAP Coordinator for more information.  

If you chose to remove your child from our program, please provide a note to the Coordinator with a date you will be leaving the program.  

All questions regarding tuition need to go directly to the ASAP Coordinator.
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INCLEMENT WEATHER
If the parish school is closed, ASAP will be closed.

LOST & FOUND

A lost and found box is placed near the parent table in the cafeteria.  We will keep items for one month and all unclaimed articles are then sent to St. Vincent DePaul for donation.  It is highly recommended that all articles be marked with your child’s name. 
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HEALTH CARE

All children will be required to have their current immunizations on file.  Children will not be allowed to stay in the program unless the file is complete.  If your child becomes ill or contracts a contagious illness while at ASAP, the ASAP Coordinator will notify you immediately.  We will provide a quiet area for your child to rest until you can arrive.  We will also inform you of any possible exposure to any communicable diseases.  

If your child is ill, they must be Tylenol-free & fever-free (fever being 100 degrees or more when taken under the arm) for at least 24 hours before they return to ASAP.  If your child has more than one episode of diarrhea, he or she will be sent home and may not return until the condition has been stabilized.  We reserve the right to send any child home if we feel they are showing signs of illness (glassy eyes, lethargy, complaints of stomach pain, etc.)  There will not be any reduction of weekly fees due to illnesses.
Staff cannot administer any prescription or non-prescription medication without the provided release form signed by the child’s parent.  All prescribed medication needs to be in the original bottle with the child’s name and dosage clearly marked.  All medications administered will be recorded and kept on file.

In the event that a child is injured, an accident report will be filled out and will need to be signed by the child’s parent and kept on file.  If an injury requires further treatment and the child needs to be hospitalized, the parent will be notified immediately.  If the parent cannot be reached, we will attempt to contact someone on the emergency list.  We will take your child to the hospital you requested on your enrollment form or will follow the directive of the Emergency Medical Service Professional.  The ASAP Coordinator or classroom teacher will accompany your child to the hospital.

EMERGENCY PROCEDURES

Assumption Early Learning Center has made preparations to deal effectively with emergency situations that may occur in or around school while the program is operating.  

We will practice our emergency exit procedures and safety plans monthly to ensure that the staff and the children are ready if an emergency should arise.  Records of these drills are kept on file in the ASAP office.

Please be sure to complete the Child Enrollment Form and notify the Coordinator of any changes.

CHILD ABUSE

Assumption Early Learning Center is committed to the prevention of child abuse and assists those who are affected by incidents of child abuse.  Assumption Early Learning Center is also committed to complying with legal requirements for reporting child abuse.  Every teacher is a child abuse advocate and must follow all mandated laws by the State of Missouri.  AELC performs a criminal record check and child abuse neglect screening on all ASAP faculty and volunteers ever year. 
SPECIAL NEEDS

All children exhibiting signs of a possible developmental delay or disabling condition in the areas of speech, language, hearing or vision, cognition, behavior, fine and gross motor will be handled with the utmost sensitivity.  

Children in the program who have special needs will be serviced through an individualized education plan (IEP) or an individualized family service plan (IFSP).  The IEP/IFSP will be developed by a special education provider, director, classroom teacher and the child’s parents in order to make appropriate decisions regarding the services needed.  The IEP/IFSP will be used as a plan of action to meet the needs of the child for the placement in the program.  Open communication between the special education providers, ASAP staff and the parents is encouraged.  Special services designed in the IEP/IFSP will be delivered within the child’s daily routine and administered by the child’s classroom teacher.  A center–based IEP/IFSP may also be used with a child who has not been diagnosed with a disability and may need some modifications to their school environment.  

STANDARD OF BEHAVIOR

Children at ASAP are expected to behave in a Christian and courteous manner treating each other and the staff with respect.  We encourage children to use their words to express their feelings and respect the feelings of others; this in turn will assist in helping children succeed in developing problem-solving skills.  In addition, children are expected to use ASAP materials appropriately and with respect.  If a discipline problem occurs, children will be spoken to by an ASAP staff member about appropriate behaviors.  If the behavior persists, the child will be removed from the area, asked by the classroom teacher to take a break to cool-down and they will discuss the problem afterwards.

Other disciplinary actions may include but are not limited to: teacher-child-coordinator conference, teacher-child-parent-coordinator conference, or teacher-child-parent-coordinator-pastor conference.  If necessary and appropriate, children may be dismissed from the program.  The ASAP Coordinator and the Director of Childcare Services will determine the seriousness of the offense and the corresponding disciplinary action will be taken.    
SUMMER CAMP

A full-day, full-time summer camp program is offered 11 weeks during the summer.  Interested applicants can speak to the ASAP Coordinator or the Director of Child Care Services at the Assumption Early Learning Center.  Each February registration forms are provided via your ASAP file and pony express.  All summer camp registration forms are due by May 1st.  
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We welcome your questions, comments and concerns.

AELC center phone:  314.487.7970 extension 1227

ASAP Emergency cell phone:  314-630-0822

Our goal, along with the parents is to unite children as people of God and to provide a safe atmosphere for the extension of their school day!
