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Drop-in Policies and Procedures

Drop-in spots are those who typically attend less than three days per week or irregularly (for example: one week of the month, each Monday, etc.) Drop-in rates are designed for families who only need occasional after-school child care. 
Drop-in spots will be dependent on staff/child ratios. If the ratio is not within our guidelines, you will be asked to pick up your child/children and they will not be able to attend Cougar Care that day. This is a non-negotiable safety requirement.
Payment Policy
· Registration fee is $30 per child and is non-refundable. This fee is due before your child can stay at Cougar Care. The registration fee is $15 for each additional child in the same family.
· Before-care (AM only): $10 per day
· After-care (PM only): $18 per day
· Before-and After-care (AM & PM each day): $26 per day
· Drop-ins must pay weekly. All payments are due each Monday for the previous week’s child care.
· Payment Method: Please give your cash, check/money order payment to the office or to the Cougar Care staff member on duty.
· Cash – This must be paid directly to the office. Please do not send your student to school with cash.
· Check/Money Order – This must be made payable to Apple Creek Elementary.
· Online – Follow the instructions to pay online at MyPaymentsPlus.com 
· Tax Statement: You will receive a tax statement at the end of the calendar year.
· Late payments: Any payment more than five days late will result in your child/children not being able to attend Cougar Care until the balance is paid. If late payments continue, you will be required to pre-pay each day you want your child/children to stay at Cougar Care.
· Returned Checks: There will be a $20 service charge on all returned checks. Once a check has been returned, only money orders, cash or online payment will be accepted. A child cannot return to Cougar Care if a returned check has not been resolved in 5 business days.
· Any questions regarding payments should be directed to Michelle Hansen, financial secretary, at 405-735-4100 or michellehansen@mooreschools.com.
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Arrival and Departure – Before-Care
· Children enrolled in Before-Care can be dropped off beginning at 7 a.m. at the east side of the building (storm shelter back entrance) at door #39. You can knock on the door, or call 405-735-4100 to let them know you have arrived.
· Children must be accompanied by an adult (parent/guardian) at drop-off to be signed in.
· Children attending Before-Care will be taken to the cafeteria for breakfast at 7:45 am. (This year, all Apple Creek students receive free breakfast and lunch.)
Arrival and Departure
· Children will proceed to Cougar Care once dismissed by intercom at the end of the school day. Please notify your child’s teacher that he/she is enrolled in Camp Cougar.
· Children must be picked up no later than 5:30 p.m. If your child is picked up after 5:30 p.m., you will be assessed a fee of $5 per minute. This fee will be added to your next payment. In the event a child is not picked up by 5:35 p.m. and no phone call has been received by the Cougar Care staff, the proper authorities will be notified. Please contact the Cougar Care if you are going to be late. 
· Please notify Cougar Care director of any changes of people who are allowed to pick up your child. Each family will be given an individual pick-up code for their child/children. Please do not share your code.
· When you arrive to pick up your child, call 405-735-4100. Tell the teacher the name of the child and their pick-up code. You will be given further instructions at that time.
Guidance and Discipline
· All Apple Creek school policies will be followed during Cougar Care.
· We will have study hall every day where children can work on homework or read. If it is your wish that your child work on homework during Cougar Care hours, please let the Cougar Care director know. 
· We reserve the right to refuse service to any child who is destructive to school property or unable to cooperate with staff and/or other children. 
Emergency Procedures
· In case of severe injury or illness, 911 will be called and the parent/guardian will be notified immediately.
· In case of minor illness or injury, the parent/guardian will be notified promptly.
· Anyone with reason to suspect neglect or emotional, physical or sexual abuse is obligated by law to contact the Department of Human Services.
· In the case of severe weather, school procedures will be followed. If school dismisses early due to severe weather, you will be asked to pick up your child early. If evening activities are cancelled due to severe weather threat, you may be contacted to pick up your child at the regular school dismissal time.
*Please be advised if your child is in need of extra supports or assistance, the parent will be responsible for those costs provided qualified personnel can be found and employed for the position.

Apple Creek Cougar Care (before- and after-school care)
Drop-in Parental Contract

Child’s Name:____________________________________________________ Grade: ______________
Child’s Name:____________________________________________________ Grade: ______________
Child’s Name:____________________________________________________ Grade: ______________

My child has food allergies/sensitivities:     YES           NO
Explain: __________________________________________________________________________________
Parent’s Name (printed): _____________________________________________________ 
Parent’s Phone #: _____________________________________ 
Parent’s Email: _______________________________________ 
(Please note: All invoices and payment reminders will be sent to this email address.)
Please choose one below:
_________ Before-care (AM only): $10 per day
_________ After-care (PM only): $18 per day
_________  Before-and After-care (AM & PM each day): $26 per day
Payment per day, per child is due each Monday for the previous week’s child care.   
Expected Payment Method (circle one): 
__________Cash                _________ Check/Money Order                 __________ Online (MyPaymentsPlus.com)

I have read and understand the policies and procedures of Apple Creek’s Cougar Care after-school program. I agree to abide by them for as long as my child/children attend Cougar Care. I agree to pay based on the payment schedule I received at the time of registration.                             
Parent’s Signature: ________________________________________________ Date:________________
OFFICE USE ONLY:          Date received form: ____________
Registration fee paid:    YES     NO               CHECK      CASH     ONLINE
SafeDismissal #:__________                              Start Date: _______________
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