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We are excited +o welcome vou to the YKP family. We strive to create an enviroument where children
feel safe, supported, and eager to attewd.

YKP, LLC operates before- and after-school programs, as well as full-day programs when school is ot
in session. All programs comply with the rules and regulations of the Colorado Department of Human
Services and the Jefferson County Schools Code of Conduct. We also follow applicable policies and
procedures established by the host school, All policies and procedures will be enforced consistently and
fairly. T you have any duestions about this handbook or ewrollment, please contact the Program
Director.

Our Mission and Philosophy

Mission

YKP helps children grow mewtally, physically, and emotionally so they can become confident, caring
mewmbers of their communities. We support this by:

Providivg a safe, cleav, and healthy environment;

Teaching responsibility, respect, courtesy, and self-esteem; and

Bwcouragivg children to explore, learn, and recoomize the value of every person.

Thilosophy

we believe every child deserves a safe, clean, and healthy ewvironment where they can grow mentally,
physically, and emotionally. Our program encouranes respovsibility, respect, conrtesy, empowerment,
narturing, self-esteem, and recognition of each person’s value. We also support children as they explore
the world beyond the playground avd classroom, think creatively, and develop the skills veeded +o
become valued members of their communities. YKP strives to be a place where every child fits, feels
cared for, receives individualized attention, and builds a strong foundation for future success.

Program Description

This program provides child care for students ages 5 to 14. We also provide care on sehool holidays,
non-contact days, and during fall, winter, and sprivg breaks.

Program Hours:

Before School: ¢:30 am. until school opens (Imay vary by location)
After School: end of school day (may vary by location) to ¢:00 pam.
Holidays and Scheol Breaks: ¢:30 awm. to :00 p.am.

Summer programs are also offered.



Ewnrollment

To enroll your child v a program, all applicable forms must be completed and returned +o the Program
Director with a now-refundable registration fee. These forms include:

@ . registration form,

@ emeraency card,

@ copy of your child’s immunization record, and
& consent forms.

Ovce a child is registered, forms must be submitted or updated annally, along with the vyearly
registration fee. If vour child currewtly takes wmedication or has allergies that require the program +o
adwminister medication, the proper medication administration forms must be completed. These forms
must be signed by the child’s current physician and parent or auardian before any medication may be
adwministered or kept on site.

wWithdrawal or Pisimissal from Program

If you wish +o withdraw vour child from the program, please votify the Program Pirector. If a child is
withdrawn and later returns, the evrollment process must be completed again.

Payment Policy
Payment deadlive: Tuition payments are accepted during vormal program hours avd are due by Friday

at @:30 pam. for the following week of attendance. Payments for multiple weeks are accepted.

Late payments: A child’s space in the program is vot guaranteed if payment is made after the
deadlive. Late payments will be assessed a $5.00 late fee per day.

Attendance without payment: If a child attends without payment, the parewt or guardian must pay
ot pickup. The regular fee and a $5.00 drop-in fee will be charged.

Tuition changes: I a tuition adjustment becomes necessary, parents will be votified two months
before the change takes effect.

Outstanding balances: T a balavce over $200 accumulates, payment will be required as soon as
possible. Failure to pay may result in loss of care.

Please make checks payable +o YKP, LLC. You can also pay via Vewmo or PayPal.

Schedule of Fees

AWM Care: $15

PW Care: $21

Full Days: $55

Registration Fee: £a5. This fee is subject +o change; please ask vour Program Director for currevt
rates.

Disconnts
Teachers and first responders are eligible for a 477 tuition discount. Proof of eligibility may be required.
CCAP-approved families may also qualify for applicable disconnts. Special arrangements may be made ow
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a case-y-case basis. Only one discount may be applied per family. Tf a balance remains uupaid for more
than two weeks, all discounts will be void.

edits or Re
YKP, LLC will issue credits owly for cavcellations due to weather or emergency school closures. T vour
child is absent from school for two or more consecutive days, YKP may provide up to +wo days of credit.

Refunds will ot be issued for absevces from the before- and after-school program or any other
programs offered by YKP, LLC.

Absences and Vacations

Please votify the director of the program at vour child’s school whevever vyour child is goivg to be
absent. A staff member will call a parent or guardian to confirm any mknown absevce. Payments or
additional fees for vacations or extended absences are ot wecessary o continue service upow retur to
the program. Please votify your director of any extended absence.

Drop-in Poliey

YKP, LLC understands that uvplavned situations may ocour and that circamstances can change,
redquiring care on short notice. Drop-in care is available owly for registered children and is intended for
emeraency situations. Av additional $5.00 fee will be assessed for each drop-in child. All drop-ins must be

confirmed with the site coordinator before attendance to ensure appropriate staffing avd space are
available.

Late Arrivals

Ow full days, vo child will be accepted after 10:00 awm. unless the parent or guardian has previously
informed staff. If a child will arrive late and is scheduled to participate in a field trip, please call the
program v advance so arrangements cav be made.

Late Pi¢

If a parent or guardian has vot arrived to pick up their child within 5 minutes after closing time, a
staff member will attempt to contact the parent or guardian. I the staff member canmot
successtully contact a parewt or guardian, they will call any authorized person on the child’s pick-up list.
If the staff member is unable +o make contact, the police will be notified. Children will wever be lef+
alove or allowed +o leave with a staff member. Our procedures ensure that all children are picked up
before all staff members leave the building.

Late Pic ee

Late fees will be assessed at $1.00 per mivute starting at the program closing time. All late fees are
due upon arrival and wust be paid directly to the staff member on duty.

Program Closures
YKP, LLC does not provide child care on the following days:
@ New Year's Doy
@ Wemorial Day
@ Twdependence Day
@ Labor Day
@ Juneteewth



& Thanksgiving Day and the Friday after Thanksgiving
@ Christmas Eve
@ Christimas Day

Additional closures may be wecessary due +o insufficient ewrolliment or limited access o scheol district
buildivngs.

celled or Delave A

The program will automatically close if the school is closed due to weather or an emergency. If the
school closes during the day, the program will also close, and parents or guardians will be notified +o
pick up their children at school. I the school is on a delayed start, the program will open at i+s vormal
fime.

e [ Belova Moue

YKP, LLC is not responsible for lost or stolen personal items. Please do not allow vyour child +o bring
persoval items o the program without permission from the Program Director. Children should not
bring money +o the program uless i+ is needed for a scheduled field trip. Tf money is brought for a
field trip, the child is respowsible for keeping track of i+,

Electronics are not allowed at program sites. We provide a variety of activities that ewcourage
teamwork, interaction with others, and imagination. YKP, LLC is vot respousible for lost electronics.

Wovie Policy

Occasionally, the program will show movies o the children. All movies will be previewed and age-
appropriate. Movies will be shown ouly to childrew who have a signed parewt permission form on file.

Children with Special Needs

VKP, LLC provides care for children with special needs as protected Iy the Americans with Disabilities
Act of 140, as longy as the child’s specific needs can be reasonably accommodated. Before a child
attends the program, the Program Director avd parent or guardian will discuss what is vecessary for
the child +o be successtul in the program. If a child is ot successful in the program or staff are having
difficulty meeting the child’s needs, a follow-up meeting may be held with the parent or guardiav to
review and adjust the child’s accommodations, If, after reasonable efforts and adjustiments, the
program is still unable to meet the child’s veeds, the parent or guardian will be asked to find care
elsewhere.

Safety and Security
Sigu-Tn/Out Procedure

YKP, LLC will vot allow awny child to sigu themselves in or out of the program. All childrev must be
sigued v and out by a parent, auardian, or anthorized person. I this procedure is disregarded, the
child may be dismissed from the program.

Please update any changes in a child’s contact information. The program must have the appropriate
NAMes and numbers in case of an emergenty.

aunthorized Pic
Children will be released only to a parent, guardian, or anthorized person over the age of 1%. If an
unfamiliar person arrives +o pick up a child, the person will be asked +to show identification and will be
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checked against the child’s pick-up list. If the persov is viot ov the pick-up list, a parent or guardian
will be contacted for approval.

eraenc (0¥ ¢

Tw the evewt of an emergevcy, the building crisis plan will be followed. Children will remain with
program staff until a parent or guardian arrives. The program will evacuate +o the closest available
safe location, which is posted at each site. If that location is not available, parents or guardians will
be notified of the altervate location. T the building is unsafe, childrew will be escorted to a safe area
and parents or guardians will be votified. In the event of a fire, children will exit through the
appropriate fire exits and wait for instructions. In the eveut of a tornado, children will move to the
designated safe areas v the building and wait for the all-clear signal. Tn the event of a possible
shooting or other safety threat, children will be moved +o the safest place possible. All drills are
practiced and recorded regularly,

Each site will practice the following drills at least once per duarter: lockout drills, lockdown drills, fire
drills, and +oruwado drills.

Program Location
The Before and After School Program is based v the school lunch room, school aymnasiam, temporary

school building or school classroom, and uses the sehool media center and the outside play area as
appropriate.

Locati ildre

To locate a child in the Before and After School Program, please go +o the school luich roowm,
gymnasinm or playground avd consult a staff member. Childrew are supervised v all areas at all +imes
while attending the YKP Before and After School Program.

Travnsportation for Field Trips

Any child participating v an off-site field trip must have the sigued permission portion of the
erollment form completed by a parent or guardian. All travsportation vehicles are approved by KP,
LLC prior to each trip. Children are briefed on the proper safety rules and reminded of appropriate
behavior on the bus. The children will also be instructed on safety procedures for walking field +rips
away from campus.,

If a child’s behavior interferes with the success or safety of a field rip, a parent or guardian will be
notified so a plan cam be discussed. T the behavior continues, the child may lose the opportunity o
participate in future field trips or may be dismissed from +the program.

Lost Children

A child is considered lost whewn staff members do viot know +he child’s location and can vo longer ensure
the child's safety. If a staff member determives that a child is missing, the staff member must
notify a supervisor immediately. Staff will conduct an immediate search of the surrounding area and
building. If the child is still missing after the itial search, a staff member will votify the parent or
guardian. If the child is still not located after parevt or guardiav votification, the police will be
contacted.



Voluvteers

YKP, LLC allows volunteers in the proaram with proper anthorization. Avy person in the program area
must be a parent or guardian of a child in the program or an approved visitor +o the program area.

Occasionally, a parent, agunardian, or Voluteer may be invited +o participate in program activities or
attend field trips with the children. During these times, the parent, guardiav, or volunteer will vot be
comnted in the child-to-staff ratio and may vever be left uattended with children in the program.

ko
All Visitors o the program area must check in with a program staff member. Visitors will be asked +o
present identification and state the purpose of their visit,

Health

Tlvess or Tuinry

Each staff member is equipped to handle minor injuries. All staff members over the age of 1% are
trained in CPR, First Aid, and Wiiversal Precantions. ITf a child sustains a von-emeraency injury, a staff
member will treat the injury and inform a parent or guardiav upow arrival. Program staff are not
allowed +o apply any topical solutions, lotions, or medicines to any injury.

Tu case of a serious illness, a parent or auardian will be votified to pick up the child immediately. An
isolated area will be provided until the parent or guardian arrives. If a parent or guardian cawot be
reached, the designated emeraency contact person will be notified.

Emergevcy Services and a parent or guardian will be votified in the event of all serious injuries, such as
head trauma or broken bowes.

Prescription Medication

Tt is recommended that prescrived medication be given at home whenever possible. If vour child
reduires medication during program hours, a trained staff member will assist your child. If vour child
needs medication assistavce, please see the Program Director for the proper forms and informartion
regarding vour child’s veeds. YKP procedures for storing and administering medication comply with
Section 12-26132 CR.S. of the Nurse Practice Act.

Children must never bring their own medication +o the program. Special permission must be obtained in
order for a child to carry their own astlhima inhalers,

izatio
Ttis the parent’s or guardiav’s respovsibility to keep immumization documents updated. YKP accepts
unimmunized children with proper documentation.

Over-the-Convter Medication

Over-the-counter medication must follow the same procedures as prescription medication. Written
permissiov is required before any over-the-counter medication can be administered. Tt vour child
reduires over-the-counter medication, please see the Program Director for the proper forms and
information.

Communicable Tllwesses

whew children show sigmns of a communicable illuess, such as lice, ringworm, strep throat, or chickenpox,
they must be separated from other children. Parents or guardians will be votified, and arrangements
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must be made for the child +o be picked up. YKP staff will report communicable diseases as redquired by
the Colorado Department of Heatth. Children may return when they are no longer contagions; however,
a doctor’s vote may be reduested to verify treatment for contagious illnesses. State rules require the
program to votify families avonymously of any contagions illnesses. Parents or guardians must also
notify the Program Director if their child has been exposed to a contagious illuess.

acks and Meal

Parents are evcouraged +o pack a healthy swack for their child. On von-school days, the school
cafeteriais closed. Please send our child with adequate swacks (2 per day), a lunch that does not
require heating or refrigeration, and all uteusils and condiments for the day. If a child arrives at
program without lanch or snacks, a parevt or guardiav will be contacted to provide a meal for +he
child.,

Extreme Wé@iklé[

If +the weather is extremely hot, cold or stormy, the program will remain indoors. However, in most
cases outdoor play is not restricted, <o please send your child with the appropriate attire for all
occasions. All children’s items should be clearly labeled. During extremely hot summer days, the childrewn’s
outside time will be limited and alternative activities will be provided inside.

cree

Parents or guardians are responsible for applying sunscreen before their child arrives at the program.
With sigued permission on the ewrollment form, program staff will monitor avd assist children with
additional sunscreen applications throughout +he day. Childrew must provide their oww suvscreew v +the
original bottle, clearly labeled with their name.

Reporting Child Abuse

All staff members are required by law +o report any kuown or suspected form of child abuse. All
reports are strictly confidential and will be reported only to County Social Services.

Parents or guardiavs may review the child abuse reporting procedure upon request. Please call:
203-412-5212 (Adams County)

303-0361750 (Arapahoe Connty)

203-21-4357 (Jefferson County)

720-44-23000 (Denver County)

Discipline

All children are expected +o follow program and school rules. The program will follow Jeffeo Public
Schools” Student Code of Conduct, along with the rules of the host scheol.

we teach children that they are respowsible for their behavior. Guidavce strategies are used v
positive and educational ways and may include redirection, discussion, separation, and watural
consequences. Staff encourage and +each children to problem-solve. Physical or negative methods of
discipline are prohibited. Positive incentives and praise are used +o reinforce appropriate behavior.

arvi uspensions, and Pismissal

Childrew enrolled in the program must follow all program and school rules v order to continue attending,
A formal meeting may be scheduled with the family if a child is nvolved i behavior that is
noncompliant, disruptive, damaging to people or property, disrespectful, abusive, or unsafe. I a child

10



leaves the room or supervised area and refuses +o return, the child will receive an antomatic
suspension. YKP, LLC has zero toleravce for disrespect toward staff or physical harm toward staff or
children. T a child is continnously disrespectful to staff, even after staff have discussed the behavior
with the parent or guardian, the child may be suspevded. After +wo suspevsions, the parewnt or
guardian will be asked to find care elsewhere.

Complaiuts

Your child has been ewrolled in a school-age child care program. This program is licensed by the Colorado
Department of Human Services and complies with state-mandated requirements. If you believe the
program has not met its obligations as a child care provider, please contact the Colorado Division of
Child Care listed below.

Colorado Division of Child Care
1575 Shermavn S+.

Denver, Colorado 02031114
203-%66-595%
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