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STUDIO COORDINATOR/Support (Interim): Jen Marcantonio/Tricia Tuohey
Office phone: 860-709-6818 | Studio phone: 860-449-4518
Email: Studio@goodwinmagnetsystem.org

The building phones will be off at 4:30, please call the Studio phone number:
Studio cell phone: # 860-449-2518 | School Front Desk: # 860-709-6800

Welcome to the Riverside Magnet School at Goodwin University Before and After School Studio
Program. We are excited to welcome you and your child to the RMS Studio Program. Designed
for children in Pre-K through Fifth Grade, our program offers a safe, engaging, and enriching
environment before and after school hours. This Parent Handbook serves as a key component of
the enrollment agreement between families and the RMS Studio Program.

Rooted in the Reggio Emilia approach, the Studio Program provides a variety of enrichment
opportunities, including;:

e Literacy and language development

Musical exploration
e Physical development activities
e QOutdoor learning experiences
e Construction and engineering materials
e Creative exploration with diverse art materials
Children are encouraged to pursue their interests in a supportive setting that nurtures the

development of the “Hundred Languages of Children”—the many ways children express
themselves and make sense of the world around them.

Registration, Enrollment, and Hours of Operation

We welcome children of all backgrounds and do not discriminate on the basis of sex, race, color,
creed, national origin, or ethnic background. Enrollment in the Studio Program is available to
currently enrolled RMS students only and it is based on available space and staffing.

e All family accounts must be in good financial standing to enroll.
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e Outstanding balances from previous years must be paid in full and or have a payment
plan before a child is eligible for enrollment, including for returning families.

e Available spots are limited and filled on a first-come, first-served basis.

Community Connections

Throughout the year, Studio participants will engage in enriching experiences that help them
connect with their community. This includes walking trips to:

e Goodwin University Campus and field areas

e The Connecticut River Academy (CTRA)
On days when walking trips are planned, we kindly ask that you delay pickup until after the trip
is completed to ensure your child has the opportunity to fully participate.

Hours of Operation (for the 25-26 SY)

Studio Program Hours
Monday-Friday AM 7:00 - 8:20 AM
Monday-Thursday PM 3:25- 5:45 PM
*Includes Full and Y2 Day Fridays
Monday-Thursday AM/PM 7:00 - 8:20 AM/3:25 - 5:45 PM
*Includes Full and Y2 Day Fridays
Monday - Friday AM/Fri 7:00 - 8:05 AM/ 12:35 - 4:15 PM
*Includes Full Day Fridays *3:25 - 4:15 PM
Early Dismissal Friday’s/ 12:35 - 4:15 PM
**FULL Day Fridays **3:295 - 4:15 PM

(Listed on the school calendar)
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Studio Monthly Tuition Payment Calendar for 2025-2026 School Year

Amount Due: | Amount Due: | Amount Due: | Amount Due: Amount
. Monday- Monday- Monday- AM and V2 Due:
Payment Ft(l)lr sem:ﬁs Friday Friday Friday Day / Full | %2 and Full
Date ¢ n}(.)n Day Fridays Day
or: AM Only PM Only AM/PM Fridays
Only
August 20, | August/ $300 $400 $600 $400 $200
2025 September
2025
Septembe | October $300 $400 $600 $400 $200
r 20, 2025 | 2025
October November $300 $400 $600 $400 $200
20, 2025 2025
November | December $300 $400 $600 $400 $200
20, 2025 2025
December |January $300 $400 $600 $400 $200
20, 2025 2026
January | February $300 $400 $600 $400 $200
20, 2026 2026
February | March 2026 $300 $400 $600 $400 $200
20, 2026
March 20, | April 2026 $300 $400 $600 $400 $200
2026
April 20, May 2026 $300 $400 $600 $400 $200
2026
May 20, June 2026 $300 $400 $600 $400 $200
2026

Monthly tuition based on an annual amount, divided by 10 months from
(August 2025 - May 2026)

Please note, 10% Sibling discount is not reflected in this payment calendar
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Program Options & Tuition

We offer multiple scheduling options to accommodate the unique needs of our families:

Program Options Monthly
Fee

AM Only $300

PM Only $400

AM & PM $600

AM + Half/ Full Day Fridays $400

Half-Day/Full-Day Fridays Only $200

Note: Tuition is charged at a flat monthly rate. There are no prorated weeks.

Tuition Schedule

e Tuition is billed monthly on a 10-month schedule (August 2025—-May 2026).
First payment is due August 20th; final payment is due May 20th.
Payments are due by the 20th of the prior month (e.g., August payment covers
September services).

Studio Payments

We encourage families to use our secure online payment system, MySchoolBucks, for all tuition
and fee payments. This platform offers a convenient and reliable way to manage your account.

To get started, visit the MySchoolBucks website, where you’ll find a button on the homepage
to download the app. Once you've created an account, you’'ll receive a Studio invoice that
includes the one-time $25 enrollment fee and your monthly program fee.

Please note: Any outstanding balances from the 2024—2025 school year must be
paid through our previous system, Authorize.net.

** At this time, late fees will not be assessed for overdue payments; however, this policy is
subject to change at the discretion of Administration. **
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Family Discount - Families with more than one enrolled child will receive a 10% discount
for each additional child. The first child is billed at the full rate.

Late Payments - If payment is more than 60 days past due, your child will lose their spot in
the Studio Program.

Care 4 Kids (C4K) Payment Assistance

Steps to Apply:
1. Visit ctcareqkids.com/forms
2. Download the Parent Provider Agreement (PPA) form.
3. Parents complete Sections 1, 3, and 5.
4. Submit to the Studio Coordinator for Sections 2, 2A, 3 (schedule), and 4.
5. Coordinator returns completed form to you for uploading.

Please Note: Care 4 Kids (C4K) payments are typically delayed by 2—4 months.
Parents/guardians are required to pay the full amount until C4K certificates are received. Once
the Parent Provider Agreement (PPA) form is processed and the certificate is issued, families
will begin paying the adjusted rate based on the award listed on the certificate. Any excess
funds on the account will remain as a credit and will be applied toward future
charges until the scholar fully withdraws from the program.

**Parents/guardians are also responsible for uploading all required documents to the C4K
portal. The coordinator is only responsible for completing or correcting the provider sections of
the application.**

Changes & Withdrawals - Program changes must be submitted by the 1st of the prior
month (e.g., April changes due by March 1st). There’ll be no refunds issued for the current
month if notice is given late. A two weeks' written notice is required and may be sent to Email
Dstewart@riversidemagnetsystem.org to receive a withdrawal form. Without this notice, tuition
for the withdrawal month is still due.

Drop-Off & Pick-Up Procedures

AM drop off: Drop-off runs from 7:00-8:00 AM.Location: Rear of building, bus
lane/playground area.Double doors near the basketball courts. Parents walk scholars to the door
and ring the bell for security. Arrivals after 8:00 AM must use the regular curbside drop-off at
8:20 AM. Please be mindful of buses and or other staff for safety.

PM Pick Up: Pick-up is at the main entrance. Parents must walk up and speak with security or
Studio staff. Unfamiliar individuals will be required to show ID. Please call the Studio at
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860-449-2518 if you are running late or arriving for pickup and you’d like your scholar to be the
front desk. Families will be informed of any updates to drop-off or pick-up procedures in
advance.

Late Pick-Up Policy
e Pick-up deadlines:
o 5:45 PM (Mon-Thurs)
o 4:15 PM (Fridays — Full or Early Dismissal)
e Late Fee Structure:
o 1-5 minutes late: $15
o 6-15 minutes late: $25
o Over 15 minutes: $30 + $1/minute

**Each late pickup requires a signed slip. Three late pickups may result in removal from
the Studio Program. Late fees are due with the next tuition payment.**

Studio Pre Scheduled Closures - There’ll be No PM Studio available

e November 26 before (Thanksgiving Break)
e December 23 before (Winter Break)
e June 11th (Projected last day of school*)

Parent Teacher Conference Weeks - Parent teacher conferences are typically held in
December and March. The schedule is as follows, Wednesday—Friday are early dismissal days
with studio hours from 12:35-4:15 pm. Students enrolled in the PM and or Friday program will
have these days included in their tuition — no additional fees apply.

Inclement Weather & Emergency Closings
e If Riverside Magnet School has a delayed opening, the AM Studio Program is canceled.

e Early Dismissal: If school closes early due to inclement weather or emergencies, the
Studio Program will be canceled for that day.

Parents/guardians will be notified via email and phone. Please ensure your contact
information is always up to date.
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Absences

If your child will not attend Studio (due to being picked up early or riding the bus), please notify
both:

e The Program Coordinator and your child’s classroom teacher.

Note: Payment is still required for days your child is absent to maintain their enrollment
in the program.

Release of Children - Children will only be released to individuals listed on the Studio
Registration Packet.

e Written permission is required for any changes.

e If you need to add someone to the pick-up list, please contact the Studio Coordinator
directly via phone or email.

Pick-Up Verification

e Children will only be released to adults 18 years or older, listed on the child’s
registration.

e A photo ID or passport is required at pickup.

e If pickup arrangements are unclear or unverified, Studio staff will call the parent for
confirmation.

Updated Contact Information
In the event of an emergency, it is critical that your contact information is current.
To update contact info, call:

e RMS Main Office: (860) 709-6800

e Studio Phone: (860) 449-2518

e Coordinator Office Phone: (860) 709-6818

e Or email: Dstewart@goodwinmagnetsystem.org
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Health & Safety

Medical Conditions - If your child has medical needs (e.g., allergies, asthma), please
document these on the Studio forms. Only trained staff are permitted to administer
medication.

Illness Policy
Children must be picked up immediately if they show symptoms of:

Contagious illness (e.g., pinkeye, ringworm)

Fever over 100°F

Vomiting or diarrhea

Any condition requiring medical attention

A physician’s note is required for return after a contagious illness.

Emergency Illness or Injury

Parents/guardians will be contacted immediately. In serious cases, your child will be
transported by emergency services to a local hospital.

Medication Policy

The RMS Studio Program is separate from the school nurse’s office.
All medications (prescription and over-the-counter) require:

e A completed Authorization for Medication Form
e Medication supplied in its original, labeled container
e Forms signed by both parent and physician

No medications (including sunscreen, bug spray, ChapStick, etc.) may be placed
in a child’s backpack.

All medications must be handed directly to the Studio Coordinator.

Sunscreen
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e Children under 6 years old require parent and physician authorization for staff to
apply sunscreen.

e Children over 6 years old may apply their own sunscreen.
e RMS does not provide sunscreen.
Insect Repellent
e Repellent will only be applied with completed consent forms.

e Staff cannot apply repellent without written permission.

First Aid & Injury Procedures

Minor injuries (e.g., scrapes, insect bites) will be treated with soap, water, and Band-Aids.
If more serious treatment is required:

e Parents will be notified.
e Anincident report will be completed and signed by staff and parents.

e Emergency services will be contacted if necessary.

Staffing & Supervision

Children will be supervised by RMS instructors. Staffing ratios comply with all program
requirements based on student enrollment.

Afternoon Snack
e A healthy snack is provided daily (by SLA or brought from home).
e Families are encouraged to send nutritious snacks.
e All children are eligible to receive a free snack through the Studio Program.

e Snack menus are available online via the provided link.

Communication

We value open, ongoing communication with our families. Here’s how you’ll stay informed:
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e Two-way conversations with Studio instructors
e Documentation displays of student experiences (photos, reflections, artwork)
e Email updates

RMS Studio Behavior Agreement

Building a Caring and Safe Community
At Riverside Magnet School (RMS), we believe that a successful learning journey is a shared
responsibility. All members of our community—including students, parents/guardians, school
staff, and administrators—have rights and responsibilities that contribute to a safe, respectful,
and nurturing environment.
The Studio Program at RMS is a space where:

e Individual differences are respected

e Goals and challenges are embraced
e Everyone can grow and have fun in a safe and supportive setting

Creating this kind of environment requires a collective commitment. All scholars, families, and
staff are expected to review and uphold the behavior expectations outlined below.

Our Community Commitment
As scholars of Riverside Magnet School at Goodwin University, we pledge to take care of:

e Ourselves
e Each other
e QOur environment

Studio Scholars’ Responsibilities

Scholars are expected to behave in ways that reflect respect for themselves, others, and the
Studio environment. They must:

e Participate in activities and try new things
e Maintain a positive attitude
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e Care for their personal belongings
e Listen attentively and follow directions

Studio Families’ Responsibilities
Families play a key role in shaping a positive Studio experience. They are expected to:
e Review this Behavior Agreement with their children

e Reinforce Studio expectations at home
e Communicate openly with Studio staff when support is needed

Studio Instructors’ Responsibilities
Studio instructors are committed to:

e Supporting scholars in a respectful and nurturing manner
e Serving as role models

e Maintaining a Studio environment that prioritizes safety, growth, and community

Behavior Expectations

I Will Take Care of Myself

I will participate in activities and try new things.

I will maintain a positive attitude and focus on my personal growth.
I will care for my belongings in Studio and on field trips.

I will listen attentively and follow directions from Studio instructors.

I Will Take Care of Others

I will respect others' ideas and values, even if they differ from mine.

I will respect others’ space and privacy.

I will maintain a safe and calm body.

I will be honest, helpful, and a problem solver.

I will use words and actions that have a positive impact on the community.

acceptable.

I Will Take Care of the Environment

e I will help keep personal and shared areas neat and clean.
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e I will avoid littering or damaging the environment.
e I will use school property respectfully and return equipment when I'm done.
e I will leave each area better than I found it.

Behavior Support Process
If a child struggles to meet Studio expectations:
e Staff will remind the child of expectations and revisit this agreement.
e Together, staff and children will discuss strategies for improvement.
If inappropriate behavior continues:

e Staff and children will create specific behavior goals.
e Consequences will be outlined if inappropriate behavior persists.

IMPORTANT:

Severe or repeated behavioral issues may result in a child being temporarily or permanently
removed from the Studio Program. Parents/guardians will be contacted immediately and
are responsible for promptly picking up the dismissed child.

In cases where removal from the program is being considered, a meeting with administration
will be scheduled to discuss the concerns and determine appropriate next steps, including
possible permanent dismissal.

Personal Property Policy

e All belongings (coats, backpacks, water bottles, etc.) must be labeled and taken home
daily.

e Unidentified items will be placed in the Lost and Found near the school’s front
entrance.

e Studio staff are not responsible for lost or damaged property.

Toys & Electronics

e Refer to the RMS Student and Family Handbook for full policy.
e Phones will be stored in a designated box and returned upon dismissal.
e Personal electronics are not permitted in Studio.
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Visitors & Walking Field Trips

The Studio Program extends learning beyond the classroom into the broader Goodwin
University community. Children may visit:

e The Community Garden
e Goodwin College Field
e Connecticut River Academy (CTRA)

Parents will be notified in advance of all walking field trips through email and notices on the
pod sign-out sheet. Children are always supervised during excursions. Parents are welcome to
join as volunteers.

Permission to participate in walking trips is obtained during Studio enrollment via a signed
Walking Field Trip Permission Form.

Volunteering in Studio:

The roles of families in our school community are very important. We value the
relationships we form with you and your children. These relationships are the

foundation of our school community. We would like to welcome you to come in to volunteer
during studio and there are a variety of ways you can!

Some ideas are:
e Reading a story to your child’s pod, Volunteer in the pod, there's a variety of experiences
planned each week (literature, science, cooking, art, music, etc.).
e Donate recyclables on an as needed basis to the pod (paper, tissue boxes, old cardboard,
newspapers, etc.). These materials can be used in a variety of interest areas like art,
sensory and engineering.

If you have any additional ideas please share them with us. We would love to
hear them!
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Handbook Acknowledgment Form

Please sign and return this copy to RMS upon enrollment.

I, , acknowledge that I have read the 2024-2025
(Parent’s Name)

Studio Before and After School Program Family Handbook and reviewed its contents.

I understand that it is my responsibility to keep the Studio program updated to any change in
demographics -- change of address, phone number, email address; and to adhere to our late pick

up policy and payment schedule.

Parent Name Print:

Parent/Guardian Signature:

Date:

Please sign and return this copy to RMS on the first day of school
August 26th, 2025
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