August 22, 2023

Margaret Polak
Supervisor of Instruction

732-528-8810 ext. 1054
Mpolak@manasquan.k12.nj.us

DOCUMENT 1



Dear Parents and Guardians:

Welcome to the Warrior Clubhouse Before and After Care Program! Piease review the
Handbook you will receive as it includes detailed information about activities, procedures,
policies, tuition, payment, and contact information. Included are also forms that need to be
filled out and returned by September 7, 2023; however, we will accept students on a rolling
basis throughout the year.

The Before and After Care Program strives to provide an atmosphere where children can enjoy,
grow, and learn. The staff always welcomes suggestions and ideas that will help us make your
child’s time in the program beneficial and rewarding. We encourage you to share your
thoughts and ideas with us at any time.

If you have any questions about the content of this book, please feel free to call Margaret Polak
at 732-528-8810 ext. 1054

I look forward to working with your children.

Margaret Polak

Coovrdinator of the Warrior Clubhouse




Warrior Clubhouse
Manasquan Elementary School

Before Care opening day will be Thursday, September 7, 2023
After Care will start on Monday , September 11, 2023

Welcome to the Manasquan Elementary Schoot Warrior Clubhouse, a before and after care program

that is completely organized and run by Manasquan Elementary School faculty members. The goal of

our program is to provide a safe environment for your children during, before and after school hours.

They will participate in snack time, indoor/outdoor activities, and interest-driven games and projects. There
will also be time to complete homework and socialize with friends; however, all activities will be guided by
safety guidelines for as tong as we are in a state of emergency due to the health crisis created by the
Corona Virus.

The Before Care Program begins at 7:15 am and concludes at the start of the school day, 8:15. This
morning program is available 5 days a week, Parents can choose which days they would like to enroll
their child.

Students can participate in activities, read, prepare for their day and/or socialize with friends. Breakfast
or snacks are not included; however, parents are welcome to send their child with breakfast or a snack.

Students are to be dropped off no earlier than 7:15 am. They must be walked to the front door at which
they will be greeted by a security office and supervised entering the cafeteria. Parents can also escort
children in unless health guidelines change and dictate otherwise.

*E Our staff is not gvaifable until 7015, In order to ensure the safety of vour childfren] please do not drop
gy child off befare this time.

The After-Care Program begins at the end of the school day, 2:50 pm, and ends at 6:00 pm (unless
gtherwise noted in this document.) This option is also available 5 days per week. Parents can choose which
days and the number of hours they would like their child to attend.

As chiidren arrive, they will immediately check-in for attendance purposes. The program activities will
vary from day to day. Once students arrive, they will have time for a light snack. Snack time will be
followed by some physical activity. After unwinding from the day, the teacher will have one or more
projects in which the children can participate. Students can alse begin their homework and receive
assistance if needed. Again, all activities wili be consistent with safety guidelines as dictated by the NJDOE
and County Health Department.




Participation

* In order to participate in the Warrior Clubhouse Before and After Care Program, the student
registration form, program options form, permission to release form, and medical form must be
completed and turned into the coordinator. Payments must also be up to date. Registration
will be withheld if all financial obligations from the preceding year have not been met. Please
refer to the tuition rates, payment schedule, and forms included in this handbook.

= The Warrior Clubhouse accepts students anytime throughout the year. However, registration
and forms should be completed and sent to Margaret Polak at Mpolak@manasauan.kiznlus
prior to the desired start date.

s Tuition fees are calculated monthly. Monies are due before the start time of your child’s
session. Please refer to “Payment Policies” for information about tuition rates, payment
schedule, due dates for additional information, and where payment should be made.

= |tis the parent’s responsibility to notify the coordinator if their child is attending school but not
Before or After Care as scheduled. Please call Mrs. Polak at 732-528-8810 ext. 2000 or emait at
Mpolak@manasauankl2.nius to report this 24 hours before the start of the school day except
in the case of an emergency. You can also always contact the school office to leave a message
far the Aftercare program x 2000 or x 2002.

*  Please note: A nurse is not available during the morning or afternoon program. Staff members
cannot administer medication. See Medication/Prescriptions for more information.

= The program will provide reasonable accommodation for students with special needs. It is
helpful for the staff to be aware of children whose medical, physical, learning, or social
disabilities require special consideration.

= Parents must inform the staff if their child has allergies or special needs as required on the
emergency form. Although teachers and the program coordinator have access to the children’s
emergency and medical forms as this is a school-based program, we are also asking that you fill
out forms that will provide us with some additional information as well as give us easy access to
the necessary information.

Drop Off and Pick-Up Procedures

Before Care Arrival

Students are to be dropped off no earlier than 7:15 am. They must be walked in through the front door
and will be supervised by our security officer entering the cafeteria or parents can escort children
provided medical guidetines remain unchanged.

After Care Departure

All children must be picked up at their designated pick-up time by an adult who is listed on the
registration form. This adult will sign the child out and note the time of his/her departure, It is the
parents’/guardians’ responsibility to plan for an alternate pick-up if necessary.




Release of a Child

On your child’s Permission to Release Form, please provide the full names of all persons to whom we may
release your child. This inciudes the names of parents/legal guardians. Pick-up and drop off persons must
be 18 years of age or older. Proof of identity will be requested the first time a designated adult picks up a
child. Children will not be released to anyone whose name does not appear on this list without prior
written notice from the parent/guardian and/or to anyone who cannot produce proper identification. If
a parent needs to modify the list, this must be done in writing or emailed prior to the day of pick-up. For
the safety of the students, no_telephone calls wiil be honored. Children are not permitted to leave the
program unescorted.

Inclement Weather Procedures

Delayed Opening
If the district announces a delayed school opening due to emergency conditions, the morning program
will not be in session.

Emergency Closings
Famities will be notified via the Manasquan Schoo! District Honeywell Alert System in the event of an
emergency closing. If school is closed, the After-Care program is closed as well.

Medical Issues

The Before and After Care teachers do not have access 1o the Nurse’s Office after school hours. There
will be a first-aid kit on site. Although teachers cannot administer any medications to your child, they wilt
be EpiPen and glucagon trained. It is essential that the child’s medical information about allergies, auto-
immune diseases, in addition to social and/or emotional concerns you might be noted on his/her medical
information sheet.

In the event of a medical emergency, Manasquan Police and First Aid will be notified through 911, The
teacher will contact the person(s) listed on the emergency contact form as well as the coordinator. Ifa
child needs to be fransported to the emergency room, one of the Before and After care staff /coordinator
will travel aiong with the emergency squad. She will stay with the child untii a parent/guardian arrives.



Payment Policies

Tuition & Payment

®  Tuition payments are calculated monthly.

®  You will receive an invoice via email noting the monies owed. Receipt of payment is expected
by the first of the month prior to your child's first session. Please refer to the listed due dates.
Please be reminded that you are being billed according to your registration. i you wish to
alter your registration days/times, please notify Margaret Polak in writing for the billing to be
adjusted accordingly.

= Late Payments: Payments are due by the first of the month except for the month of
September which is September 15", Payments not received by the 5% day of the month of
service will be considered late and will be subject to a $10.00 late fee, Fees will automatically
be added to your account. Failure to pay monthiy tuition may result in the loss of program
services.

= A parent may choose to only use the program during early dismissal days.

= [f a parent has incurred a late pick-up fee, this fee will be added to the next billing cycie. Late
fees will be charged at a rate of $10.00 per each 15 minutes the childcare time is extended.

m  All payments should be in the farm of check or money order. Checks should be made out to
Manasquan Elementary School Before and Aftercare Program. Please mail payments to Warrior
Clubhouse ¢/o Margaret Polak, Manasquan Elementary School, 168 Broad Street, Manasquan, NS
08736 or put in an envelope for submission to an Aftercare staff member.

Vacations, Absences, School Clasings

* No price reductions will be given due to absences, school closings or vacations.

=  If your student is in school, but will not be attending the program on a scheduled day, please
call Mrs. Polak at 732-528-8810 ext. 2000 or email at MPolsh@manasauankiZ.nlus to report
this 24 hours before the start of the school day except in the case of an emergency

Withdraw Policy

Withdrawals are only effective the first of each month. Written Notification of this withdrawal should be
sent to Mpolak@manesquan. ki nius,

Changing Scheduled Participation in the Program

*  Parents may change the hours and/or days their child attends the program.

If a parent would like to change the days the child will attend the before or after care program, written
notification must be sent to Mpolak@manasguan.kl? njus,

if a parent would like to change the number of days and/or hours their child will participate in the
program, notification should be made by sending an email to Mpolak@manasquan. ki 2.nj.us. prior to
receipt of the monthly payment notification.




Payment Schedules

Monthly Schedule:

Friday, September 15, 2023 (+ $50.00 registration fee)
Monday, October 2, 2023

Wednesday, November 1, 2023

Friday, December 1, 2023

Tuesday, January 2, 2024

Thursday, February 1, 2024

Friday, March 1, 2024

Monday, April 8, 2024

Wednesday, May 1, 2024

Monday, june 3, 2024



DOCUMENT 3

MANASQUAN ELEMENTARY SCHOOL ACCOUNT
BANK RECONCILIATION
FOR THE MONTH ENDING July, 2023

RECORD BANK

BOOK CHECKING

ACCOUNT ACCOUNT
BALANCE FORWARD 43,635.54

Plus Receipts: -

intere 177.02
SUB TOTAL: 43,812.56
Less Expenditures: ' -2.205.00

Adj for Bank Errors

Balance in Checking Account End Of July, 2023

Manasquan Bank '$ 4519754
Stop payment Reversal 3 25.00
bank adj (recorded as $106 but was $105 $ -
Prior Year Check 5507 (orginal check# 5114) $ (9.98)
| | ($3,605.00)

Less Outstanding Checks:




95°L09'LY oo’ 95" 09 Ly~ o0’ 95209 Ly 00’ 09’ -SIEI0) SAALIY JHepNIS S 2
L0°L9L LoL9L- L0719t~ FHOHTHYM SHOIBHYM 0EE-Z0-009-001-LOV-Z2
EECE ££28- £€'28- SOILATHLY HOHHYM L2E-20-009-00L-L0Y-2Z
89'PS6'C 899562 B8O'YS6'C- g0710 TWLINIWNOYIANG (ZE-Z0-009-001-L0v-22
£9°09Y'6 E9°09'6- £9°097'6- ALIALLOV IN3ANLS 0LE-20-609-001-L0v-22
8CEBT'E 8T°E8Z'E- 87°g8CE- H009UYIA 00E-Z0-009-001-10t-2Z
v8'9Z ¥89¢2- ¥89¢- NOILONA0Yd O3AIA 962-20-009-004i-L0v-22
89¥LE 89vie- 8strLE- 8N AQ0IONHDAL S62-¢0-009-00L-L0¥CZ
¥8'9¢ ¥89z- ¥8'92- WaLs L6Z-Z0-009-001-L0¥-ZZ
[5'E68'E 15°c68'E- L5'ERB'E NONAOTD ANIANLS 062-20-009-00L-LO¥-C2
LS [A AR ey LLS- SHINNNE GVod L8Z-20-009-00L-LO¥-22
896/ ra96L'L- Pe96L L FUUSIHM NOCN 08¢-20-009-001-L0t-2Z
ESLEL ZSLEL- 25'iel- ALID0S HONOH UM TYNOILYN 0£4¢-Z0-009-001-LOV-Z2
6r'aesS1L 67 GG L- 6¥'SGL N0 HIYIN §SZ-20-009-00L-LOV-22
orvee Or'v98- OF 98- AdvHaN 0SZ-Z0-009-001-10v-2Z
0LLL FAVF NN e0LLL- 1S3HALNI OvZ-2C-009-00L-10v-22
05'8ZT 0s'gee- 05°8Z¢2- SSAINTIIM B HLTYIH £LZT-20-009-001-L0¥-22
v89c ¥8'9¢- rg'9e- AVOLSIH 92Z-20-009-001-L0¥-22
LI £9E'S 0o L0°/98's- oo LD Z9€'G- 80710 YNVHa §¢E-20-009-004-L0V-Z2
£0'9¢L £Q9tlL- £09¢1- aNvd §1Z-20-009-00L-L0¥-CT
A& JAR rvil- ZrvLi- 1Hv §02-20-009-001-L0¥-22
SL'GEL SLSEL- S4'SEL- LE0Z 40 S8V10 06 L-20-009-001-10%-22
Ly 8y Ly 8Yy- Ly'8y- 0E0Z 40 SSVY10 684-20-009-00L-L0OY-22
98622 95°57¢- 99522 620T 40 SSY12 B8L-Z0-009-00L-LOP-Z2Z
650LET 65°0LTC 650LZ°T 8202 40 SSV10 £81-20-009-001-LOv-22
1404 Piv- '4%a L20¢ 40 88V10 981-20-009-001-L0t-22
96'006 96006+ 96'006- 9E0Z 40 S8Y1D S81-20-009-00¢-L0t-22
67 Zr0'C A 6V TV0'T- S20Z 40 SSV10 ¥81-20-009-00L-L01-22
6F'S05°L 61505’ 676051~ ¥20C 40 SSVI10 €81-20-009-00L-L0¥-CZ
BS6LSE 656152 656152 £20¢ 40 SSY10 Z81-20-009-001-L0V-22
€202 40 38V10 181-20-009-00L-L0O¥-22
LZ0Z 40 SSVTI0 081-20-009-001-LOF-Z2
G20 20 SSYID 6L1-20-009-00L-L0¥-ZT
£10Z 40 S5v10 LLL-E0-009-00L-L0Y-Z2
2008 eo'0s- e0'os- SNHOHD San £0L-20-009-001-L0F-22
97 €60 o 9Z'€60'2- 97°e60'e- TVIDIEHH0 DILIHLY LOL-Z0-G09-061-L0¥-22
£8'LylL £ Ly L- E8'LivL- LNNOAJVY IVHINAG 001-20-009-00L-10v-22

[VETIN BIAQWINDUT  palequinduy  uonelGoIddy  UOREHdoIdoy

Wadiad  ajqepeay Guipuelsing pasings|q ay jeioL FUETI Y feuiiug uondiiosag Wnodoy

ZZ spund - Ainr $2-£202
Arwiung ssnypuadxy
HINA2NNG N0 NIPNgG :«mn..—.-mn—m:ﬂ_b_



95°L09'Ly oo’ 96°£09°'Ly- 00 95°L09' Ly~ 00" oo ‘fejof podey
PasH) Paiaquindig pasaquiniug uonelidoiddy  uoneiidoiddy
Wsdiad  ajqeieAy Sulpueising pasingsig bay jelo} g jeuifig

uodiiosag

RINOJDY

¢z spund - Ainr yZ-£20¢
Alewwing aJnypuadxy
HHITRANNI 10 Diepna :ﬂu,-m.-.nuu:wm;a






INVESTMENT REPORT

DOCUMENT D
(1) Eamed Interest Previous Balance (General Funds): $ 0.00
Agenwcy Salary 151.59
Salary 78.03
Prior Month Adjustment 0.00
Checking Account Interest This Month: 14,646.65
Total interest Earned to Date: $ 14,876.27
(2) Bank Reconciliation for July, 2023
BANK BALANCES
Manasquan Bank - Funds 10, 12, 20, 40 3,055 274 .94
Manasquan Bank - Funds 30 #2 13,453,042.59
Manasquan Bank - Funds 10/31 - Shared Service Agreement 0.00
Manasquan Bank - Fund (60) Before/Afier School 27,172.92
Manasquan Bank - Fund (61) Manasquan Schools Cevelopment Fund 25,686.99
Manasguan Bank - Fund 90 (Payroll Agency) 1,756.32
Manasquan Bank - Fund 86 (Satary) 78.03
Manasquan Bank - FSA Account 15,968.59
Manasquan Bank - Unemployment Account 161,742.30
Manasquan Bank - Combined Scholarship 103,851.97
Manasquan Bank - Cafeteria 241,287.30
Manasquan Bank - Technology Device & Use Fee 0.00
Manasquan Bank - Staff Function Account 5,059.77
Plus Bank Adjusiments and/or Deposit in Transit 32,824.43
Outstanding Checks-Funds 10, 12, 28, 30, 40 (General) -4132,781.90
Oustanding Checks - Fund 60 (Before/After Care) 0.00
Custanding Checks - Fund 61 (School Development Fund) -494 .54
Qutstanding Checks - Fund 62 (Cafeteria Account) -4,270.18
Outstanding Checks - Fund 23 {Combined Schotarship) -17,350.00
Outstanding Checks- Fund 90 {Payroll Agency) 0.00
Qutstanding Checks- {Payroll) -8,501.49
Outstanding Checks - Fund 82 (Unemployment Account) 0.00
Outstanding Checks - Fund 93 (Staff Account) 0.00
Outstanding Checks - Fund 98 (FSA Account) .00
Oufstanding Checks - Fund 81 (Technology Device & Use) 0.00
Totat Bank Balances: = § 17.890,248.04
FUND BAL ANCES**
Governmental Funds 4,365,068.46
Fund 10 (General) § 328,422.90
Fund 10 (Capitat Reserve) 0.00
Fund 10 (Maintenance Reserve) -242.715.69
Fund 20 (Special Project) e 13,453,042.58
Fund 30 (Capltal Froject) 0.00
Fund 31 (Capital Project}-Moved fo Fund 10 0.60
Fund 40 (Debt Service) -827,412.89
Total Governmental Funds 17,276,405.47
Enterprise Funds
Before and After Care School Program (Fung B0) 26,144.08
Manasquan Schools Development Fund (Fund 61) 26,812.45
Cafeteria (Fund 62} 237,014.87
Total Enterprise Funds 289,971.40
Trust and Agency Funds
Combined Scholarship Account (Fund 23) 86,501.97
Payroll Agency (Fund 80) 24,520.51
Technology Device & Use Fee (Fund §1) 0.00
Unemployment Account (Fund 82) 161,742.30
Staff Function Account (Fund 93) 5,059.77
FSA (Fund 94) 15,968.59
Payroll (Fund 86) 78.03
Yofal Trust and Agency Funds 323,871.17
Total Fund Balances: ** § 17,890.248.04

** As per Treasurer of School Monies Report.
*** Waiting for Federal Funding
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