RUDOLPH GORDON ELEMENTARY SCHOOL

EXTENDED DAY PROGRAM REGISTRATION GUIDELINES
2011-2012
Registration forms and fees are to be turned into the front office at Rudolph Gordon Elementary School.  A yearly non-refundable registration fee of $40.00 per family must be paid before your child will be allowed to participate in the extended day program.  Any changes that need to be made to the registration form must be turned in to the director.

On the appropriate area of the registration form, be sure to list all people authorized to pick up your child from the Extended Day Program.  If at any time names should be added or deleted, please inform the director immediately.  Parents, guardians and all persons authorized to pick up a child should expect to be asked to show a photo I.D.  If someone comes to pick up a child and that persons name is not on the pick up list, they will not be allowed to leave the school with the child until a parent has been contacted and has given verbal permission to release the child to that adult.  No minors under the age of 17 (siblings included) will be allowed to pick up a student.  Please do not send in an older sibling with a note saying it is okay for them to pick up a student.  All students must be signed out by an authorized adult.

Our program ends at 6:00.  All students need to be picked up by 6:00.  At 5:45, all students will be brought up to the front office to await pick up.  A late fee of $1.00 per minute will be added to your bill starting at 6:01.  All late fees must be paid within five days of being charged in order for your child to continue attending the extended day program.

Weekly fees for the program are as follows:

WEEKLY EXTENDED DAY FEES




1 day


     2 days


3 or more days


1 child


$15.00


     $25.00


      $40.00

2 children

$25.00


     $45.00


      $65.00

3 children

$35.00


     $65.00


      $85.00

4 children

$50.00


     $80.00


     $100.00

You may choose to make your payments weekly, biweekly, or monthly.  The director will be here on Thursdays to take payments.  Thursday is the only day payments can be taken after 2:00 pm.  Payments may be delivered to the front office or sent in through your child’s teacher Monday through Friday before 2:00 pm.  All payments must be made in advance.  You must pay by Friday for your child to attend the following week.  If payment is not received by Friday at 2:00 pm, there will be a $10.00 late fee applied to your regular weekly fee and your child will not be allowed to attend the following week until all fees and payments have been made.     
Parents may not be indebted to the program.  Fees are paid even if your child does not attend for any reason.  All schools operate on guidelines from Greenville County Schools.  The cost of our program is very much below that of private daycares; therefore, fees are paid whether or not your child attends.  No monetary refunds will ever be issued.  

**If the economy dictates that you no longer need the services of our program, you may withdraw your child to avoid paying for weeks you do not need and re-enroll your child when your circumstances change.**
Fees must be paid in the form of cash, personal checks (payable to Rudolph Gordon Elementary), certified checks or money orders.  If a check is returned due to insufficient funds, all future payments made to the extended day program must be in the form of cash, certified check or money order.

Receipts will be given out for all fees paid each week.  They will be attached to your child’s sign out sheet for you to collect when you pick up your child.  Please keep these receipts for your tax records.  Tax statements will be given out at your request by the end of January 2012 for all fees paid in 2011 to the extended day program.

HOURS OF OPERATION

The extended day program at Rudolph Gordon Elementary operates from 2:40pm – 6:00pm.  The program will operate only when school is in session.  The extended day program is not open during ½ days, holidays, teacher workdays, or summer session.  If the school closes early due to inclement weather, the extended day program will be closed as well.  If the need arises to close the extended day program early due to inclement weather or any other reason, the director will notify the local TV and radio stations.  

SIGNING OUT YOUR CHILD FROM EXTENDED DAY
Please do not pick up your child from extended day before 3:00pm so that it does not interfere with the regular school dismissal. If you need your child to be picked up earlier than 3:00pm, please make arrangements for them to be a bus or car rider for that day.  
When picking up your child from extended day, you must come in through the front office.  A member of the staff will be present to assist you in signing out your child.  Your child will then be called from the extended day program classroom to come to the office to meet you.  Due to state regulations, we do ask that you remain in the front office while waiting on your child to arrive for dismissal.  Please do not enter the building from a door other than through the front office.  Due to security purposes this is the only authorized entrance door for extended day pick up.  If staff members see unauthorized individuals, they have been instructed to report this and 911 will be called.  This serves to protect your children as well as the extended day staff members.  
SICKNESS

The director will contact the parent or guardian should a child become sick during extended day.  A sick child will need to be picked up as soon as possible.  They will be allowed to wait in the office until someone arrives to pick them up.

If your child requires special medication or medical services, please note this on your child’s registration form.  If medication will be need to be given to your child during the program hours, please obtain a form from the school nurse and notify the extended day director.  All medications will be kept in the nurse’s office.  Any allergies need to be noted on the extended day registration form.

RULES AND REGULATION FOR THE EXTENDED DAY PROGRAM

The same rules will apply for the extended day program as they do during regular school hours.  We will expect students to follow the rules and respect the extended day teachers as they would their instructional teachers.  Students will receive written discipline referrals for fighting, violent or threatening behavior, sexual harassment, and/or continual disciplinary issues.  After receiving three discipline referrals from the extended day staff, your child will be suspended from the extended day program for one day.  The next offense will result in a two day suspension.  On the third offense, your child will be removed from the extended day program.  In cases of severe misbehavior or disrespect, your child will be suspended before receiving a third discipline referral.  Parents may schedule a conference with the director or their child’s extended day teacher at any time.  Please contact the director to set up a time for a meeting.
SNACKS

Snacks will be served to extended day students daily.  We offer a variety of items for them to choose from.  NO items containing peanuts or peanut butter will be offered.  Students may bring a snack from home as long as it does not contain peanut butter or any peanut products.  Students will not be allowed to purchase soft drinks during extended day hours.  If your child has any food allergies, please list them on the registration form.  We will occasionally order pizza and/or ice cream for special extended day events so please inform us of any allergies to dairy products that your child may have.

HOMEWORK

One of our top priorities in the extended day program is homework assistance.  We will have a designated daily homework time.  Our extended day teachers will be on hand to help your child complete homework. Students are expected to be quiet and respectful of others during this time.  If a parent would rather their child complete homework at home, we will find a quiet activity for the child during the designated homework time.  We will not allow the students to go back to their morning classrooms once they have entered the extended day classroom.  They must make sure they have all necessary items (paper, pencils, class worksheets, textbooks, folders, etc.) needed to complete their homework.  Students will be allowed to use the computer lab and library for homework purposes.  Our extended day teachers are not tutors; however, they will be there to assist with homework assignments. 

ACTIVITIES
We will offer special events during the school year.  These may include, but are not limited to, arts and crafts, holiday activities, movie days, pizza parties, ice cream parties and contests.

The computer lab will be available for students to use to play games.  The computer lab will be constantly monitored by the staff and the children will be allowed to use only school approved and regulated web sites.  Students choosing not to follow the rules will not be allowed to use the computers for purposes other than homework. 

ITEMS FROM HOME

We do not encourage students to being items from home to extended day.  We are not responsible for their safekeeping.

EXTENDED DAY CONTACT INFORMATION
Extended Day Phone Number:  864-452-0201

Director:  Kristin Wooten

                864-452-0216

                kwooten@greenville.k12.sc.us
Rudolph Gordon Elementary School
Extended Day Registration Form 

2011-2012
Student’s Name: _______________________________________________________________________

Birth Date: ___________________________________________________________________________

Grade: _____________
Teacher:  _____________________________________________________

Address: _____________________________________________________________________________



(Street)                                                                                                 (Apt.)               

               _____________________________________________________________________________

                               (City)                                                 (State)                                           (Zip Code)

E-mail Address: _______________________________________________________________________    

**I check this e-mail address on a regular basis.  ________ Yes       ________ No
Home Phone Number: __________________________________________________________________

Father’s Name: ________________________________________________________________________

Employer: ____________________________________________________________________________

Work Phone: __________________________________________________________________________

Cell Phone: ___________________________________________________________________________

Mother’s Name: _______________________________________________________________________

Employer: ____________________________________________________________________________

Work Phone: __________________________________________________________________________

Cell Phone: ___________________________________________________________________________

Name(s) of Legal Guardian(s) if different from above: _________________________________________

Address (if different from above): _________________________________________________________

_____________________________________________________________________________________

My child will be attending the extended day program as follows: (check one)

________________ 3 or more days per week

________________ 2 days per week

________________ 1 day per week

Please indicate the days your child will attend if not attending 3 or more days per week.

Mon.  _____   Tues.  _____   Wed.  _____   Thurs.   ______   Fri.   _____

Please list any medical conditions or allergies your child may have: ______________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

The following people are authorized to pick up my child from the extended day program:
Please include yourself on this list.



Name







Phone

1. ____________________________________

_________________________________

2.  ____________________________________

_________________________________

3.  ____________________________________

_________________________________

4.  ____________________________________

_________________________________

5.  ____________________________________

_________________________________

6.  ____________________________________

_________________________________

The following individuals are not allowed to pick up my child under any circumstances:

1.  __________________________________________________________________________________

2.  __________________________________________________________________________________

Please read and sign the following:

Purchased school insurance covers the activities of this program:  United Healthcare Student Resources, www.k12studentinsurance.com.  If you choose not to purchase this coverage, a parent or guardian waiver must be signed indicating this choice.  Many people with adequate insurance policies do not require additional coverage.  

My insurance company _____________________________ covers my child beyond the school day.  

Parent/Guardian Signature ___________________________ Date _____________________

Waiver
______ I do not wish to purchase student school insurance for my child. 

Parent/Guardian Signature ___________________________ Date ___________________ 

In case of emergency, accident or serious illness, I understand that the extended day program will try to contact me.  If I cannot be reached, I authorize the extended day program to contact my child’s physician, or if necessary, 911.

Parent/Guardian Signature ___________________________ Date ___________________ 

Child’s Physician: _____________________________________________________________________

Phone Number: _______________________________________________________________________

Insurance Carrier: _____________________________________________________________________

Policy Number: _______________________________________________________________________
