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 ◄◄ Welcome! ►►
Dear Kids Care Families:
Thank you for choosing Camp Fire USA Kids Care as your child’s after school care provider. Camp Fire USA is one of the nation’s leading not-for-profit youth development organizations, serving nearly 1 million participants annually. Camp Fire brings boys and girls together in one organization, where they learn how to play together, work together and appreciate their similarities and differences in a constructive and positive manner. It is our mission to build caring, confident youth and future leaders. 

We are excited to be a part of your extended family.  You can be assured that you are choosing an excellent program with staff that offers the highest quality of care, activities, and supervision for your children.  Our staff is CPR and First Aid certified and exceed the state minimum requirements for training and continuing education.  We offer a range of structured activities for after school children that includes help with homework, art and creative learning, science and math enrichment, as well as opportunities for dramatic play and outside activities.  In addition to Camp Fire USA general policies and procedures, all after school sites and staff will adhere to the following policies and procedures to ensure that your children receive the highest quality of care and learning experiences offered in Waco.  

You will be notified in writing of any changes, additions, or deletions in the policies and procedures.  You are always welcome to direct any questions or concerns to myself or our Executive Director, Ashley McClure, at 254-752-5515. 
**Please take a moment to read through our policies and return the following forms after signing: 

1. Behavior Expectations (p. 8)

2. Policies/Procedures Agreement (p. 9).  
Wohelo (work-health-love),

Paulette Ihrie

Kids Care Program Director
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◄2.

LOCATIONS__________________________________________________________________________________
The Camp Fire USA Kids Care After-School Program headquarters is located at:

321 N. 30th Street

Waco, TX 76710

(254) 752-5515

Program sites are located at:

Bell’s Hill Elementary School

Bosqueville Elementary School

Cedar Ridge Elementary School

Kendrick Elementary School

Kids Care Central
CAMP FIRE MISSION_________________________________________________________________________
Camp Fire’s mission is to build caring, confident youth and future leaders. We offer a variety of programs to give children opportunities to be their best including after school care, clubs programs, Teen Leadership Waco, Gift of Giving mentoring program, as well as a summer resident camp.
 PROGRAM OBJECTIVES_____________________________________________________________________
●
Exceed state minimum standards by following the National After School 

Association (NAA) Standards for Quality.

●
Well trained and competent staff at each site to providing quality care to each.

●
Quality after school care offering a variety of structures activities, traditional Camp Fire Club program, and free-play choices for all children.

●
Parental involvement in after school care with open communication lines between parents and staff.
HOURS OF OPERATION______________________________________________________________________
Kids Care at Waco ISD schools operates at the end of the school day until 5:30 P.M. Monday-Friday during the school year. We observe the same holidays as the schools we serve and will be closed when school is closed. We do provide care on early release days from time of dismissal until 5:30 P.M.  The Kids Care Program is closed on weekends.
REGISTRATION______________________________________________________________________________
Enrollment in the program is open to any child provided the program the program can meet the needs of the child. 

All children must be registered before entering the program. A completed registration packet, non-refundable registration fee, and first weeks tuition must be received before the first day of attendance.

◄3.
Parents may register their children at the after-school site or at the Camp Fire Office located at 321 N. 30th Street, Waco 76710.
Enrollment is on a first come, first serve basis, with priority given to full-time enrollees. Each site may have a different enrollment capacity based on the space designated by the school for our program to use. Once we reach maximum enrollment at a site, children will be placed on a waiting list and called as we have openings.

Drop-in care will be provided on a space available basis. Each child must have on file, an enrollment form, medical emergency form, and fees contract. 
A non-refundable registration fee plus the first week payment  is due at the time of enrollment for the school year. This fee must accompany the enrollment packet for it to be processed.
The child may begin attending the program once the registration fee and weekly tuition is paid and all of the registration forms are completed. We accept CCS and offer a sliding scale fee for families who do not meet the requirements of CCS. 
Registration Fees: PLEASE MAIL TO: 321 N. 30th Street, Waco 76710
$20 annual registration fee per child or $35 for an entire family

Plus first week payment:
$25 per week for the 1st child.

Siblings receive a $5 discount on the weekly fee. 

FEE POLICIES________________________________________________________________________________
The Camp Fire Kids Care Program is administered as a non-profit organization. We intend to provide a high level of quality of care at the lowest cost to parents. 

1. Fees are due weekly, in advance.

2. The weekly fee is due on Monday, or the first operating day of the week. Monthly payment is also acceptable.

3. Fees are based on contracted days of service and are due whether the child is present or absent.
Families behind two weeks in payments will be removed from the program and allowed to re-enter once all fees are up to date and paid in full. (If a family requires assistance or other payment arrangements need to be made, they must contact the Camp Fire office before payment is due.
4. No refunds are given for illness or absence.

5. Fees will only be waved only when the child is absent for an entire Monday through Friday week, however the program must be notified no less than one week prior to the absence.

Parents must continue paying the weekly contracted fee until a new contract has been submitted and processed. 

6. Contract changes must be of one month or more in duration.

7. The program closes at 5:30 P.M. and fees pay for services up to this time. Children remaining past 5:30 will be charged overtime with a charge of $15 for every 15 minutes. These charges must be paid prior to the following school week.

8. The program will be open on early release days and parents will not be charged an extra fee for extended care.
◄4.
9. Parents will be notified at least two weeks in advance of any rate increases.











Methods of Payment:

Each site accepts check or money orders. For the safety of the children and staff, CASH OR CHARGE PAYMENTS ARE ONLY ACCEPTED AT THE CAMP FIRE MAIN OFFICE. Parents will receive a written receipt of payment for their records after completing a payment envelope and signing.
Late Pick Up Fees:

There is a $15 late pick up for every fifteen minutes after closing time.

5:31 – 5:45 P.M. = $15
5:45 – 6:00 P.M. = $30
In the event that a parent is late in picking up their child, the site director must notify the Kids Care Director. If a child is not picked up by 7:00 pm and we have not heard from the parent, we must notify Child Protective Service.

CHANGE OF CONTRACT_____________________________________________________________________
All parents must sign a contract before their child enters the program which 

remains in effect until the parent or program initiates a new contract.

If a contract change is needed parents are to submit a Change of Contract form to the site director at least one week in advance of the requested change.

CURRICULUM ENRICHMENT________________________________________________________________
Kids Care follows the National After School Association’s Standards for Quality School Age Care. These requirements go above and beyond the State Minimum Requirements for after school care. We use a variety of activities to teach the children including areas at the site set up for homework, creative arts, Camp Fire Club, dramatic play, math/science, physical games/sports, quiet games, and social interaction. Each site will follow lesson plans for each week focusing on a theme for the week. All children have the opportunity to participate in all activities and choose what they would like to do. We will encourage children to work on their homework before participating in the other activities. Kids Care strives to provide enrichment opportunities for the children in our program and is not just an extension of the school day.
HEALTH REGULATIONS______________________________________________________________________
The Camp Fire Kids Care Program makes every effort to maintain the health and physical needs of all children. For the protection of all the children in our care, we only accept children who are well. We depend on the parents to help us maintain this policy. If a child has ongoing diarrhea, vomiting, fever over 100.4 degrees, unexplained rash, pinkeye, untreated skin infection, strep throat, or any other communicable illness we will attempt to contact the parents first, then others listed on the emergency contact form.
◄5.

Immunization:

Children must be current on all immunizations and there must be a copy of the immunization record on file with the school.
Medication:

Medication can be administered to your child by the site director only if:

· The prescription has the child’s name, current date, and directions for administration listed on the original bottle.

· We have a signed consent from the parent to administer the medication from the parent or guardian.

· Non prescription (over the counter) medication will only be administered if supplied by the parent and we must have written permission stating the times to administer, dosage, etc.

· Medication that is left with the child (asthma inhalers, insulin, etc.) must still have a consent form from the parent stating dosage amount and frequency.
EMERGENCY PROCEDURES_________________________________________________________
Illness and Injury/Accident:
1. The program must have a current emergency information and a “Medical Treatment     Form” on file for each child.

2. In case of serious or injury, program staff will follow parental instructions on the “Medical Treatment Form” whenever possible. 
3. Efforts will be made to contact parents immediately however, if staff are unable to contact the parents or an emergency contact they will take appropriate action and the child will be transported by ambulance to a designated site and/or physician.

- All children must have a current emergency contact form listing to contact in case of emergency, doctor’s name, number, address, hospital preference, and consent to seek emergency medical treatment. It is the parents responsibility to inform the program of any changes in their child’s emergency, medical, or physical condition.
- All accidents/illnesses will be documented on an incident report form with a copy to the parent and a copy signed by the parent/guardian for Kids Care records.
◄6.
Site Emergency:

Emergency broadcast stations will be monitored for the latest information. The severity of the warning will dictate our response. In order to provide for your children’s health, safety, and well being, the following emergency procedures will be in effect at all sites:

· Children will remain at the site until they can be picked up by the parent or other authorized person.

· In the event of a site evacuation children will be taken to a local emergency center. The location will be posted at the site entrance and efforts will be made to contact parents with this information should an evacuation be necessary.
· Kids Care Staff will remain with the children until they are picked up by the parent or authorized person.

DAILY PROCEDURES_________________________________________________________________________
Arrival:
Upon arrival, children will be signed in by staff member. Absent children will be marked absent for Kids Care records. Parents receiving CCS must follow all attendance rules set up by CCS. Kids Care reports attendance to CCS. If your child will be arriving late due to tutoring or other activities, please notify your site’s staff.

Snack:

A nutritious snack will be provided for your child daily. Please notify staff of any allergies your child may have and list them on the registration form.

Activities:

Children will have a variety of activities to choose from daily including homework, creative arts, Camp Fire Club, dramatic play, math/science, physical games/sports, quiet games, and social interaction. We will go outside daily, weather permitting. We encourage children to participate in the activities they enjoy. Larger groups of children may by split into smaller groups to rotate through each activity so everyone gets a chance to participate. We also offer guest speakers and special events throughout the year.

Sign-In/Sign-Out:

The “Monthly Attendance Sheet” must be kept on all children who attend the program. Each child is to be signed in and out each day by the responsible adult. Children will be dismissed only to those adults whose names appear on the registration form. Adults picking up children may be asked to show proof of identification before the child is released to them. Camp Fire has no legal authority to refuse either parent the right 
to pick up their child unless a court has granted temporary or permanent restraining orders to prevent parental contact. We must have a copy of these documents if your child is not to leave with one or both of their parents. Children must be signed out by the adult picking them up and any incident reports, notes from staff, or notices from Camp Fire will be given to that adult. All children must be picked up by 5:30P.M. to prevent late fees being charged.
◄7.
Expectations for Staff:

· Staff will relate to all children and youth in positive ways.

· Staff will respond appropriately to the individual needs of children and youth.

· Staff will encourage children and youth to make choices and to become more responsible.

· Staff will interact with children and youth to help them learn.

· Staff will use positive techniques to guide the behavior of children and youth.

· Staff and families will interact with each other in positive ways.

· Staff will work well together to meet the needs of children and youth.

PARENTAL ENVOLVEMENT__________________________________________________________________
Camp Fire Kids Care welcomes the involvement of parents and families. Working together we can better accomplish our goal of building caring, confident youth and future leaders. Parents are encouraged to visit the site and observe any time during normal hours of operation. Volunteers are welcome and needed for special events like parties, guest speakers, and other events. All volunteers must provide the information required by the State Standards including a criminal background check before participating with children.

Periodically, Camp Fire will ask parents and children to participate in surveys concerning our program. These surveys are important to help up provide the best program we can for your children and your suggestions are always welcome. The Site Director and Program Director will always available for you to discuss any questions or concerns you may have about the program.

Paulette Ihrie



Kids Care Program Director



Office 254-752-5515 Cell 254-709-1855



321 North 30th Street



Waco, TX 76710



afterschool@campfiretejas.org
If you would like an appointment to discuss something in person, please call and we can arrange a meeting that is convenient for you.
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** (PLEASE SIGN AND RETURN TO STAFF THE FIRST DAY OF AFTER-SCHOOL)

Rules for Behavior

We want EVERY student participating in the Camp Fire After-School Program to have an enjoyable, safe, and fun experience! Therefore, we are asking each student and his/her parent or guardian to read and sign this Rules for Behavior Agreement form.

1. I will show respect for adults and other students at all times.

I will also respect other people’s belongings, including Camp Fire and school equipment and supplies.

2. I will keep my hands and feet to myself. This means I will not hit 


or kick others, even in play. 

3. I will follow all directions and stay in designated activity areas. 

I understand that I can not walk around campus or outside without a staff person going with me.

4. I will stay in Camp Fire until my parent/guardian or designated 

Person arrives to pick me up. Once I leave Camp Fire  I will not be able to come back unless a staff person talks directly with my parent/guardian.

5. If another student or adult breaks any of the above rules for 

behavior, I will let a staff member know. 


In addition to these rules, all School District Student Code of Conduct


Rules are to be followed.


I understand that if I choose not to follow the above Rules for Behavior, 



I will be disciplined. This discipline may come in the form of a warning, 



appropriate time out from an activity, suspension, or expulsion from the 


program. I understand that the discipline will match the severity of my


actions and will be similar to the policy followed by my school. 


My parent/guardian will be notified in writing if I am disciplined.


Student Signature ________________________________________ Date: ___________


Parent/Guardian Signature __________________________________ Date: ___________
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** (PLEASE SIGN AND RETURN TO STAFF THE FIRST DAY OF AFTER-SCHOOL)

POLICIES/PROCEDURES AGREEMENT

I have read and understand the policies and procedures for Camp Fire Kids Care After-School Program.  In addition to these policies and procedures, all school student code of conduct rules are to be followed while in the program.

I will be notified in writing of any changes to the Parent Handbook.

__________________________________

_________________

Parent/Guardian Signature

Date

__________________________________

__________________

Name of Child



Site

** (PLEASE KEEP FOR YOUR RECORDS)

Rules for Behavior

We want EVERY student participating in the Camp Fire After School Program to have an enjoyable, safe, and fun experience! Therefore, we are asking each student and his/her parent or guardian to read and sign this Rules for Behavior Agreement form.

6. I will show respect for adults and other students at all times.

I will also respect other people’s belongings, including Camp Fire and school equipment and supplies.

7. I will keep my hands and feet to myself. This means I will not hit 


or kick others, even in play. 

8. I will follow all directions and stay in designated activity areas. 

I understand that I can not walk around campus or outside without a staff person going with me.

9. I will stay in Camp Fire until my parent/guardian or designated 

Person arrives to pick me up. Once I leave Camp Fire  I will not be able to come back unless a staff person talks directly with my parent/guardian.

10. If another student or adult breaks any of the above rules for 

behavior, I will let a staff member know. 


In addition to these rules, all School District Student Code of Conduct


Rules are to be followed.


I understand that if I choose not to follow the above Rules for Behavior, 



I will be disciplined. This discipline may come in the form of a warning, 



appropriate time out from an activity, suspension, or expulsion from the 


program. I understand that the discipline will match the severity of my


actions and will be similar to the policy followed by my school. 


My parent/guardian will be notified in writing if I am disciplined.


Student Signature ________________________________________ Date: ___________


Parent/Guardian Signature __________________________________ Date: ___________

