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ExtendED Program Office
Board of Education Office
390 Fair Street
Berea, OH 44017
(216) 433-0808
Office hours: 7:30 AM – 4:00 PM
Elaine Galbincea, Program Coordinator
(216) 898-8300 ext. 6271
egalbincea@bereaschools.org
Lori Bobincheck, Pupil Services Director
(216) 898-8300 ext. 6247
lbobincheck@bereaschools.org

ExtendED Program Locations

Big Creek Elementary
7247 Big Creek Parkway
Middleburg Hts., OH 44130
(216) 267-2326
Ms. Sharon Zimmer—Site Associate
szimmer@bereaschools.org
Monday – Friday
6:30 a.m. – 9:00 a.m.
3:45 p.m. – 6:00 p.m.

Brook Park Elementary
17001 Holland Road
Brook Park, OH 44142
(216) 267-3373
Mrs. Diane Waddell—Site Associate
dwaddell@bereaschools.org
Monday - Friday
6:30 a.m. – 9:00 a.m.
3:45 p.m. – 6:00 p.m.

Grindstone Elementary
191 Race Street
Berea, OH 44017
(216)267-2333
Mrs. Tammy Runyon—Site Associate
Trunyon@bereaschools.org
Monday – Friday
6:30 a.m. – 9:00 a.m.
3:45 p.m. – 6:00 p.m.

Berea-Midpark Middle School (if applicable)
7000 Paula Drive
Middleburg Heights, OH 44130
(216) 267-2340

Monday - Friday
6:30 a.m. – 8:00 a.m.
3:00 p.m. – 6:00 p.m.
*ENROLLMENT MUST REACH A MINIMUM IN ORDER
FOR THIS SITE TO OPEN. IF THE ENROLLMENT
MINIMUM IS NOT MET, STUDENTS WILL ATTEND THE
BIG CREEK ELEMENTARY EXTENDED PROGRAM.
PARENTS WILL DROP OFF AND PICK UP AT BIG CREEK.
TRANSPORTATION WILL BE PROVIDED TO AND FROM
THE MIDDLE SCHOOL.
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WELCOME
Welcome to the ExtendED Program. Our program is an extension of your
child’s day and will include homework assistance, educational and
recreational activities, music, and arts and crafts, all in a safe and
nurturing environment. The Program Handbook has been prepared to
help you become familiar with our program, policies, and procedures and
to help clarify your responsibilities related to the program. The Berea
City School District offers this program, during the school year, to
working parents or to parents who choose this program as a social
opportunity for their children. We hope all children and parents will
derive the greatest possible benefit from participation in our program.

Sincerely,
The ExtendED Program Staff
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State Licensing

The ExtendED Program of the Berea City School District is licensed by the State of
Ohio Board of Education and meets all State requirements

Our staff is certified in the following areas:
CPR
First Aid
Child Abuse Recognition

Communicable Disease Recognition
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Philosophy
As a staff, we are dedicated to providing a safe, enjoyable and positive environment for children. We will attempt to
provide as much of a home-away-from-home atmosphere as possible in a school environment. We will provide services
to children and their families on a nondiscriminatory basis, regardless of race, religion, cultural heritage, political beliefs,
disability or marital status.
We also believe it is important to plan enrichment, social and learning activities for children in our care. Staff members
will provide a choice of arts and crafts, physical activity, age-appropriate table games, homework and quiet reading and
other activities that promote children’s personal growth. Children will usually have the choice of playing with friends or
doing something independent of the others as long as the rights of others are not infringed upon. We encourage outside
play and games whenever possible.
Implementation of the philosophy can be accomplished only through the efforts of professional, caring staff members who
are truly interested in the welfare of children.

Statement of Purpose
So that children can maintain stability in a positive environment, we believe:










children are recognized and valued as individuals
children learn by doing
children benefit from a “child responsible” program
children have needs
children need love and understanding
children need to achieve
children need to belong
children need to be respected
children need to be heard

Expectations
Parents’/Guardians' Expectations of the Program:
Parents/Guardians may expect that:
1.
2.
3.
4.
5.
6.

Their children are cared for in a safe, supportive and positive environment.
They may visit with the Program Associate about concerns related to their child or to the program.
They will be informed of their child's behavior and will have the opportunity to work with the Program
Associate to achieve desirable behavior.
They will be informed promptly if their child does not arrive at the Program, after school, according to
his/her enrollment information.
They will be regularly informed by the Program Associate about activities, snacks and other details
relating to the ExtendED Program.
They may contact the Program Coordinator in the event concerns are not being addressed at the site
level.
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Program’s Expectations of the Parents/Guardians:
The Program expects that parents/guardians will:
1.
2.
3.
4.
5.
6.

Pay fees on time.
Keep all children’s records up-to-date.
Pick up children on time.
Follow the health policy.
Contact the ExtendED staff if their child will not be attending on a scheduled day.
Respond to any communications from the staff regarding their child's behavior, and cooperate in efforts to
improve the situation.

Children’s Expectation of the Program:
Children may expect:
1.
2.
3.
4.
5.

To have a safe, supportive, positive and consistent environment.
To use all the program equipment, materials and facilities on an equal basis.
To receive respectful treatment.
To have discipline that is fair and non-punitive.
To receive nurturing care from staff members who are actively involved with them.

Program’s Expectation of Children:
The Program expects that all children will:
1.
2.
3.
4.
5.
6.

Be responsible for their actions.
Respect the rules that guide them during the day and while in the ExtendED Program.
Remain with the group and Program staff at all times.
Take proper care of all materials and equipment.
Arrive at the program promptly, according to the enrollment information.
Be respectful to each other and to the staff.

Enrollment
Registration:








The ExtendED Program is open to children enrolled in the Berea City School District upon payment of an
annual registration fee and completion of registration information. Families registering in mid-month will be
responsible for the full monthly tuition fee. No adjustments will be made.
Students between the school ages of kindergarten and 14 are eligible. Enrollment is limited at each site. All
placements are on a first-come, first-served basis. Registration procedures and deadlines must be adhered to
in order to provide efficient and fair administration of the program.
To ensure the safety of the children and the quality of the program, the staff and space available will control
enrollment. The maximum number of children in attendance at one time at each program site will not exceed
the number recommended by the Ohio Department of Education. Sites may reach capacity before any
registration deadline date. A waiting list will be maintained for openings which may occur during summer
registration and throughout the school year.
A minimum of three days per week is required for staffing purposes; both AM and PM sessions. The ExtendED
Program is not a drop-in center. Enrollment must be consistent throughout the year.
A $25 non-refundable registration fee per family is required before the last day of school. After the last day of
school the non-refundable registration fee increases to $35 for one student or $50 per family.
Admission to the ExtendED Program is complete when all required forms are submitted. Registration forms
are only available via the District website (www.berea.k12.oh.us – Programs – ExtendED). Tab through the
form and complete all blank spaces. Handwritten registration forms will not be accepted. A kiosk is available
at the Board of Education to complete registration forms electronically. Telephone and cell phone numbers
must be accurate and constantly updated for home and work. In addition, phone numbers are needed for both
parents/guardians, and three relatives, neighbors or friends to be contacted in case of emergency and
authorized to pick up child/children. Failure to complete this request will result in suspension/expulsion from
the program without refund of any tuition.
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Once a child is enrolled in the ExtendED Program, the parents/guardians are responsible for informing the staff
of any special medical, physical or emotional needs and/or custodial arrangements that will assist the staff in
the supervision of the child.
Parents/guardians must have no outstanding balances from the ExtendED and/or Summer Camp Programs
when registering for the next school year.

Termination of Enrollment: A child’s enrollment may be terminated at any time for any of the following reasons:








Failure to comply with the tuition agreement.
Consistent late payment of tuition.
Continual late pick-up.
If the child’s conduct is unmanageable or unsafe.
Parents/guardians are unable or unwilling to work with site staff to resolve a problem.
Parents/guardians are unable or unwilling to provide staff with required emergency contact information.
The site associate and program coordinator have determined that our program is unable to meet the needs of
the child.

Hours of Operations
The ExtendED Program is open Monday through Friday from 6:30 AM – 9:00 AM and 3:45 PM – 6:00 PM at the
elementary schools and 6:30 AM – 8:00 AM and 3:00 PM – 6:00 PM at the middle school. You may register for either
before school or after school or both. There is a three day per week minimum usage required for staffing purposes.
Such arrangements must be regularly scheduled. We cannot make provisions for “drop-in care.”
While we will work with a parent’s variable schedule, it is imperative the ExtendED site have a copy of the schedule at all
times.

Vacation Days
All day care will NOT be offered during the 2021-2022 school year.

Calamity Days
It is important to note the ExtendED Program will be closed when schools are closed due to inclement weather or
emergencies. When a delayed start (two-hour delay) is called due to inclement weather, the ExtendED Program at all
locations will be closed for the morning session only. No adjustments will be made in the monthly tuition costs for
calamity days or delayed starts.

TWO-HOUR DELAY PROCEDURES
In accordance with the Berea City School District’s Procedures for Emergency School closing, the use of a two-hour
delayed school opening may be utilized when the additional two hours would allow for wind chill temperatures to rise to an
acceptable level. With the option of the two-hour delay, we will more likely be able to have school and avoid using as
many calamity days.
A major part of a two-hour delay school opening involves the transportation of students to schools. Under a two-hour
delay schedule, all schools will begin the day two hours later than the regular starting time. The school day will end at the
usual time. Students receiving school transportation should go to their normal bus stop location two hours later than their
regular pick-up time. When the Superintendent calls a two-hour delay, the following adjustments will be made:
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School/Program

Delay Schedule

Start Time

End Time

ExtendED Program

AM Cancelled

PM No Change

Preschool AM

AM Cancelled

Cancelled

Preschool PM

12:30 PM

3:30 PM

th

Elementary School

K – 4 Grade

11:00 AM

3:45 PM

Middle School

Grades 5 – 8

10:00 AM

3:00 PM

High School

Grades 9 – 12

9:30 AM

2:30 PM

Polaris Career Center

AM Cancelled

PM No Change

Non-Public (if open)

Pick up 2 hrs. late

Regular Schedule

Out of District (if open)

Pick up 2 hrs. late

Regular Schedule

As with school closings, the two-hour delay to the start of the school day will be announced through the local media and
the District telephone message system to staff and families. If for any reason the two-hour delay is not sufficient to ensure
safe travel, the District will close for the entire day. If this is the case, a second call will be made via the District telephone
messaging system.

Tuition and Payment Policy
PLEASE NOTE our tuition policy. Our monthly rates are set based on an average of 20 days per month for a full-time, 5
days per week schedule, 16 days per month for a part-time, 4 days per week schedule, 12 days per month for a part-time,
3 days per week schedule – with the months of August/September and May/June being combined into one monthly
payment. Your payments will be the same each month even in December (winter vacation) and March/April
(spring vacation) months.
REGISTRATION FEE: $35 PER STUDENT OR $50 PER FAMILY (2 OR MORE IN SAME HOUSEHOLD)
PAYMENTS ARE DUE THE 15

TH

OF EACH MONTH PRIOR TO SERVICE

MONTHLY TUITION PAYMENTS ARE NON-REFUNDABLE AND NON-TRANSFERABLE.
th

Tuition is to be PRE-PAID monthly. Payments are due ON or BEFORE the 15 of each month “prior” to the use of child
care.
Payments can be made in the ExtendED Program office by check (payable to BCSD). Credit card payments are no
longer accepted in the ExtendED Program office but can be taken over the phone in an emergency. Cash payments are
no longer accepted. Your invoice will be emailed to you on a monthly basis based on the schedule you requested. If you
choose to pay with a credit card, a ‘Pay On-Line’ link will be accessible on your invoice. The link will take you to the EZCare Click to Pay website where you will enter your payment/credit card information. Please note: there is a 3% fee for all
credit cards (MasterCard, VISA, Discover and American Express). Site staff WILL NOT accept payments.
Checks are to be made payable to: Berea City Schools and mailed to: ExtendED Program, 390 Fair St. Berea, OH
44017 or placed in the payment box in the main lobby at the Board of Education Building. Post-dated checks will not be
accepted.
A $10.00 late fee will be assessed to all accounts not paid in full by the last day of the month. Habitual late payment or
non-payment may result in termination of services. A participant dismissed from the program for non-payment will be
placed on a wait list and allowed to return to the program only after all account balances and all late fees have been paid
in full and if space is available.
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Our program is self-supporting and its operations are not subsidized by the Board of Education. Therefore, enrollment
represents a commitment to the program and to our staff.

Tuition is $5.50 per hour
There will be NO partial hour adjustments other than what is offered on the registration form. ANY portion of the hour used
will result in the full hour charge. YOU WILL BE CHARGED FOR ALL REGISTERED HOURS.









There will be no adjustments for family vacations.
There will be no adjustments for fewer days and/or hours used.
There will be no adjustments for calamity days and/or emergencies.
Sign-in/out sheets are audited at the end of each month. You will be billed for any time over your scheduled time.
There will be no adjustments if your child will be attending scout meetings, choir practice, or any other extracurricular activities. Please take such activities into consideration when estimating usage at time of registration.
There will be no adjustments if your child is suspended/removed from the Program and/or the school as the result
of disciplinary action.
Monthly tuition payments are non-refundable and not transferable.

It is important to restate that this program is self-sustaining through tuition payments. Our staff has been employed based
on the commitment you have made to the program. Therefore, we cannot give credit for occasional absences due to
illness or family vacations. If however, an illness is serious or protracted (at least two weeks), special arrangements can
be discussed.

Balances Must Be Kept Current
We reserve the right to withdraw your child/children from the Program until the account balance is paid in full.

Schedule Changes
When schedule changes become necessary during the course of the year (if you have a need for more days/hours or
fewer days/hours from the original registration), you must call the office (216-433-0808), email
egalbincea@bereaschools.org or complete a change of schedule form (available at all ExtendED sites).
Accounts will be audited according to the monthly sign-in/out sheets with additional usage being billed accordingly. No
refunds or credit will be given for less time used.

Program Withdrawal
After registration, the first monthly tuition payment is refundable only if the child is withdrawn from the program prior to the
first day of school. After the first day of school, payment is not refundable. Withdrawals from the program during the year
th
must be made in writing within 2 weeks prior to the next scheduled tuition payment (15 of the month). Late notifications
will result in a partial refund. Re-entry in the Program will be based on availability.

County Vouchers
The District no longer accepts county vouchers.

Late Fees
Please note that your child/children MUST be picked up in a timely manner. A $35.00 late fee per child, per site will be
charged to your account if you and/or your child are in the room after 6:00 PM.
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Tax Information
We are:
Berea City Schools
390 Fair Street
Berea, OH 44017
Attention: ExtendED Program
Our Tax Identification # is: 34-6000245

Please note: Tax information will be emailed to parents and guardians upon request only.

Transportation
No transportation will be provided to or from the ExtendED Program at this time.

Snacks
A snack will be provided to all students who attend the program after school. Students are permitted to bring their own
snacks from home as well as their own breakfast if attending before school. Though snacks are not provided before
school, every effort will be made to supply a student with a light snack upon request. Weekly snack menus will be posted
for parents to review.

Parent/Guardian Responsibilities


All registration information must be kept up-to-date. It is imperative that you notify staff of new or changed phone
numbers, job changes, etc.



Always escort your child to the ExtendED room and speak directly to the staff upon arrival. Parents must sign
child/children in and out each day. Never drop off a child at the door or in the parking lot; repeated offenses may
result in termination from the program. Children will not be allowed to walk home from the ExtendED Program
unless a waiver of liability is completed by the parent/guardian.



Park in spaces provided in the parking lot. Turn off your engine. Do not leave young children unattended in the
care.



PARENTS are responsible at all times for their children when entering or exiting the building. Each school has a
"no running" in the hallway safety rule which pertains to all students in the ExtendED Program.



CHILDREN MUST BE PICKED UP NO LATER THAN 6:00 PM. IF YOU ARE UNABLE TO MEET THIS
DEADLINE, PLEASE MAKE ARRANGEMENTS WITH A FRIEND, RELATIVE OR NEIGHBOR TO PICK UP
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YOUR CHILD. A $35 LATE FEE PER CHILD, PER SITE, WILL BE CHARGED TO YOUR ACCOUNT AFTER
6:00 PM.


No child will be released to anyone other than the authorized persons (noted on registration forms) without
previous WRITTEN notification to the ExtendED staff. As a safety precaution, unfamiliar persons will be asked to
show identification.



THE PARENT AWARDED CUSTODY OF A CHILD MUST COMMUNICATE IN DETAIL WITH THE EXTENDED
STAFF IN ORDER TO AVOID ANY CONFUSION AND/OR DIFFICULTIES WHICH MAY ARISE OUT OF THE
CUSTODIAL SITUATION. WE NEED COPIES OF COURT ORDERS OR CUSTODY PAPERS TO INSURE
YOUR CHILD’S SAFETY.



Please do not bring a sick child to the ExtendED Program. In most cases it will be necessary to call you
immediately to pick up your child.



Please share any special concerns that might affect your child's well-being.
confidence.

Such concerns will be held in

For safety reasons, we must know when a child who is scheduled for the ExtendED program will not be attending
after school. Please inform us of absences or schedule changes so that we do not begin a search for an
expected child.
Call:

Big Creek Elementary ................................................. 216-267-2326
Brook Park Elementary ............................................... 216 267-3373
Grindstone Elementary ............................................... 216-267-2333
Berea-Midpark Middle School ..................................... 216-267-2340

The following steps will be taken when a student who is scheduled to report to the ExtendED Program after school
does not show up and staff have not been contacted:
1.
2.
3.
4.
5.

Check attendance.
Call or go to the main office to see if other arrangements were made or child went home sick.
If office is unaware of changes, check outside.
Check with student's teacher.
Call parent (if parent does not answer, leave a message stating you will give them 30 minutes to
return the call before calling the police).
6. If parent answers and no other arrangements have been made, let the parent know the police will
be called.
7. Call police.
8. Call Program Coordinator.

Supervision of Children
Staff members have been trained in the following: First Aid, Child Abuse Recognition, Communicable Disease and CPR
and have previous experience in child care settings. They are required to continue improving their skills and knowledge
through staff development opportunities that are made available through Berea City Schools, local colleges, and Polaris
Career Center. Each staff member is responsible for the discipline of all children in their care.

12

Discipline
METHODS OF DISCIPLINE – Our program shall not abuse or neglect children and shall protect children from
abuse and neglect while in attendance of the ExtendED Program.
1.

Techniques of discipline shall not humiliate shame or frighten a child. Discipline shall not include withholding
food, rest, or toilet use.

2.

Positive behavior is to be reinforced by a descriptive statement: "I like the way you are putting the blocks away".

3.

Limits are to be set by focusing on the action: "The chairs are for sitting".

4.

No child shall be subjected to profane language, threats, derogatory remarks about himself/herself or his/her
family, or other verbal abuse.

5.

Use of equipment is to be defined by stating the do's. "You go up the ladder and down the slide".

6.

Children are encouraged, not forced, to participate in specific activities. Discipline shall not be imposed on a child
for failure to participate, failure to eat or for toileting accidents.

7.

When a problem arises between two or more children, verbal exchanges are to be encouraged and supported in
an effort to resolve a conflict.

8.

When "time out" is used as discipline the following guidelines will be observed:
brief duration
appropriate to age/developmental level
appropriate to circumstances
within sight and hearing of adult
space is safe, lighted, unlocked, and well ventilated.

9.

A child who is out of control will be removed to a quiet area within the room using mild physical restraint if
necessary. No physical restraints shall be used to confine a child by any means other than holding a child for a
short period of time, such as in a protective hug, so the child may regain control. The adult is then to help the
child verbalize his/her feelings and permit him/her to rejoin the group when he/she feels that he is in control.

10.

No child shall be placed in a locked room or confined in an enclosed area such as a closet, a box or a similar
cubicle.

11.

No child or parent should become involved in the disciplining of another child.

12.

There shall be no cruel, harsh, corporal punishment or any unusual punishments such as, but not limited to,
punching, pinching, shaking, and spanking or biting.

ExtendED Program Rules:
1.
2.
3.
4.
5.
6.

Children must show respect for staff.
Children must show respect for themselves and others, as well as for school and others’ property.
Children must use appropriate language. Language deemed inappropriate by staff will not be tolerated.
Children must use inside voices when inside.
Children must walk when indoors.
Children must keep valuable possessions at home. Staff will not be responsible for loss or destruction.

The staff will make every effort to see that a child is safe and cared for properly. However, we have learned that in a large
group setting the normal interactions of children can occasionally result in some undesirable physical contacts (butting,
bumping, punching, kicking, and biting). Staff discourages such contacts, but they do occur spontaneously, sometimes
without warning. Parents will be informed and the situation explained when and if such incidents occur.
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The ExtendED Program cannot serve children who display chronically disruptive behavior, which is behavior that:
1.
2.
3.
4.

Requires constant attention from staff.
Inflicts physical or emotional harm on other children.
Abuses staff.
Ignores or constantly disobeys the rules.

The following behavior agreement will be reviewed with the students and each student and their parent will sign
the form:

Berea City School District
ExtendED Program
Behavior Agreement
At the Berea City School District's ExtendED Program, we want all our students to be safe and have fun. We work very hard to create an
atmosphere that fosters safety and enjoyment and we need your help to maintain this atmosphere. Please read the behavior agreement, sign at
the bottom and join us for another fun-filled school year!
___

I will show respect to all staff and other students

___
___
___
___

I will follow staff directions
I will respect other people's belongings by not touching or using them without permission
I will keep my hands, feet and objects to myself
I will use my inside voice when inside buildings

___
___

I will use appropriate language which does not use negative remarks (ex. dumb, stupid, etc.)
I will get permission from a staff member before leaving a room or play area

1st incident – warning
2nd incident – time-out from activity
3rd incident – removal from play area - parent to be notified
Not abiding by these rules may result in removal from the ExtendED Program.
I understand the rules of the Berea City School District's ExtendED Program and agree to follow them.
Student signature

The Site Associate can recommend immediate suspension or removal from the ExtendED Program for any serious offense.
Parent signature

Consequences
It is imperative that children follow the rules laid down by the staff. Consequences may include: time-out, loss of free
choice or assigned activities.
If a child consistently chooses not to observe the rules, the following disciplinary procedures will be enforced.
1.

Only one warning will be given for the following before parents are contacted:
- Disrespect to staff, parents or other students
- Insubordination
- Horseplay
- Profanity
- Not following directions/not listening
- Any verbal or physical content of a sexual nature
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2. No warnings will be given for the following and will result in a discipline form:
- Repeated occurrence of any of the above
- Fighting/physical aggression (including spitting)
- Vandalism

Two Discipline Forms may result in a student being suspended from the Program for up to 1 week. Three Discipline
Forms are grounds for immediate dismissal. If the Site Associate and the Program Coordinator feel the behavior is
severe enough to warrant immediate suspension or permanent removal, the progression of Discipline Forms will be
bypassed.
No refunds will be given as a result of any disciplinary action.
Berea City Schools ExtendED Program
Discipline Form
Student Name: ______________________________________________________
Date: _____________ Time of Incident: _____________ Letter #: _____________
Location(s) of Behavior:
__Playground

__ Classroom

__ Gym

__ Bathroom

__ Hallway

__ Computer lab

__ Field Trip

__ Library

__ Other

Student Misconduct:
__Profanity

__ Harassment/bullying

__Insubordination

__ Vandalism

__ Fighting/Physical aggression

__ Horseplay

Description of incident_______________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________

Administrative/Staff Action:
__ Loss of activity
__ Parent contact (parent name/#)

__ Time out

__ Conference with Student

__ Immediate Removal

Suspension: # of days ______ Return on:
_______________

Other:

Director Signature:
_________________________________________________________ Date: _______________
Student Signature:
_________________________________________________________ Date: _______________
Parent Signature:
_________________________________________________________Date: ________________
*As outlined in the BCSD ExtendED Program Handbook, a student receiving 3 letters or a severe infraction will be removed from the BCSD ExtendED Program.
(8/2020)
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Curriculum
The ExtendED Program will offer structured and unstructured experiences for children. Programs will organize part of
their schedules around activity centers so that a number of activities can be offered on an on-going basis. Activity centers
offer choices, while maintaining structure within the physical space available for the program. Centers will be organized in
such a way that children understand where materials should be used and how these materials should be returned to the
proper location.
The curriculum will attempt to meet the needs of all children and shall address, but not necessarily be limited to, activities
and projects in personal discipline, social development and emotional well-being, recreational skills, and health and safety
skills.

Generally the curriculum will be designed to offer children the following:
- Opportunities to be alone, sit quietly or play alone
- Opportunities for "inventing", "creating", and performing simple experiments.
- Opportunities for using imaginations to create works of art with painting and drawing materials
- Opportunities for making choices
- Opportunities for developing small muscle and hand-eye coordination through the use of a variety of
manipulative materials
- Opportunities for exploring music and sound
- Opportunities for engaging in role-play experiences
- Opportunities for engaging in motor activities geared toward development of perceptual and large motor skills
Staff is available to assist children with their needs and to help them extend their play, at the same time being sensitive to
the child's need for privacy and independence.
Unless parents provide a physician's excuse detailing any limitations, children may be required to participate in all
regularly scheduled activities including gym and outdoor play.

Illness and Medication
Pandemic/Hybrid – if applicable
Our major objective is to maintain a safe and secure environment for your child/children. We’ve changed a few things
regarding signing in and out that we ask you to adhere to:
-

All adults and children will wear a mask
Press buzzer
Staff will meet you and your child/children at the door
Parents will not enter the building past the doorway
Your child’s temperature will be taken (if 100 degrees or above, your child will not be permitted in the Program
and cannot return unless symptom free for 24 hours)
You will sign in (please bring your own pen) and sign the symptoms free checklist
Staff will then escort your child/children directly to the ExtendED area where they will wash their hands

After school pick-up will follow the same routine:
-

All adults and children will wear a mask
Press buzzer
Staff and your child/children will meet you at the door
You will sign out (please bring your own pen)

Please be patient with us as it may take a few minutes to get to the door.
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Illness
If your child is ill, please keep your child home from school. Notify your ExtendED Program staff of any absences. If your
child becomes ill (temperature of 100 degrees or more, vomiting, diarrhea, persistent cough, etc.), you will be contacted
and must pick up your child immediately.
Children who do not attend school due to illness or disciplinary action will not be permitted to attend the ExtendED
Program on days they do not attend school. Once an ill child has been picked up by a parent, guardian, or authorized
person, the child will not be readmitted to the ExtendED Program later that same day.

Management of Communicable Disease
A staff person trained to recognize the common signs of communicable disease or other illness shall observe each child
daily as he or she enters the program. A “person trained to recognize the common signs of communicable disease”
means any person trained in prevention, recognition and management of communicable diseases as required by
paragraph (D) of Rule 3301-37-07 of the Administrative Code.
The following precautions shall be taken for children suspected of having a communicable disease:
 The program shall immediately notify the parent or guardian of the child’s condition when a child has been observed
with signs or symptoms of illness.


A child with any of the following signs or symptoms of illness shall be immediately isolated and discharged to his or
her parent or guardian:
- diarrhea (more than one abnormally loose stool within a 24-hour period)
- severe coughing, causing the child to become red or blue in the face or to make a whooping
sound
- difficult or rapid breathing
- yellowish skin or eyes
- conjunctivitis
- temperature of one hundred degrees Fahrenheit taken by the auxiliary method when in
combination with other signs of illness
- untreated infected skin patches
- unusually dark urine and/or grey or white stool
- stiff neck
- evidence of lice, scabies or other parasitic infections
- unusual spots or rash
- sore throat or difficulty swallowing
- vomiting



A child suspected of having a communicable disease shall be:
- isolated in a room or portion of a room not being used in the school child program
- within sight or hearing of a staff member
- made comfortable in a warm, safe environment. All linens and blankets used by an ill child shall
be laundered before they are used by another child. Cots will also be disinfected.
- observed carefully for signs of worsening condition

Please keep your child home for the following:
Coughing - if they have a persistent disruptive cough
Diarrhea - until diarrhea has ceased for 24 hours without medication
Fever of 100 or higher - until fever is below 100 for 24 hours without medication
Lice or Nits - until treated & "nit-free" (must be checked by clinic or office staff before returning to classroom)
Rash - if rash is untreated or if child is too uncomfortable even if treated
Strep Throat/Scarlet Fever - until he/she has been on antibiotics for 24 hours
Vomiting - until vomiting has ceased for 24 hours without medication
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Administration of Medication
If your child needs to be given medication while in our care, at least one staff member will be authorized to administer
medication. Medication logs will be maintained. We are required to follow the Berea City School District Board Policy
regarding medication distribution:
Whenever practicable, physicians are urged to schedule the administration of medication at times other than during
school hours. If it becomes necessary to administer medication at school, this will be done according to the ORC
3313.713 and the administrative regulations approved by the Superintendent. In order to comply with the request to
administer medication at school it is necessary for:
a.

The parents and the physicians to complete and sign the Medical Assistance Request form.

b.

The medication to be brought to the school, as indicated in the approved regulations, by the parent or
authorized person. The medication shall be in a container appropriately labeled by the pharmacy or
physician with the date, student name, dosage, time intervals, and storage instructions.

Medication Assistance forms are available at each ExtendED site and in the ExtendED office located at the Board of
Education.

Electronics
Personal toys, electronic games, phones, etc. are not permitted during school hours but can be used during ExtendED
hours. No pictures, social media or Internet sites are to be used during ExtendED. Electronics must be kept in the
students’ lockers during school hours. Items will be confiscated by the staff and returned to the parent upon pick-up if
items are not used responsibly. The ExtendED Program and its staff will not be responsible for any lost, stolen or
damaged items.
If applicable: during the pandemic, we ask that no student bring toys from home. One electronic item may be brought to
be used before and/or after school. We will do our best to provide activities where students don’t share supplies and can
maintain safe distancing.

Child Guidance Services
Because each child and family in our program is unique, the Berea City Schools offer guidance services to help
strengthen and support each child and family's needs.
In the event we observe any child's physical and/or emotional wellbeing threatened, it is our obligation under state law
(section 2151-421 of the Ohio Revised Code) to report any suspicion.

First Aid Emergency
In the event of any injury, first aid will be administered. In the case of an emergency situation every effort will be made to
contact the parent/guardian who will be informed by staff of the extenuating circumstances surrounding the situation. If a
parent/guardian or other authorized persons cannot be reached and emergency medical treatment is necessary, the staff
will take the appropriate steps to get help. All staff members are trained and certified in standard First Aid procedures.

Court Orders
The ExtendED Program MUST have on file a copy of any court order which indicates custody, a restraining order, etc.
This makes us aware of any restrictions on a non-custodial parent and clarifies issues related to who is allowed to pick a
child up from the program. It is important that any legal changes that occur during the course of the school year be
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communicated to our Program at the time of the changes. If there are to be any other restrictions on pickup, we must
have a letter on file. This information is essential if we are to protect the rights and welfare of the child.

Healthchek Services for Children Younger Than 21 Years Old
Healthchek is Ohio’s Early and Periodic Screening, Diagnosis and Treatment (EPSDT) Program. It is a service package
for babies, kids, and young adults younger than 21 who are enrolled on Ohio Medicaid.
The purpose of Healthchek is to discover and treat health problems early. If a potential health problem is found, further
diagnosis and treatment are covered by Medicaid.
Healthchek covers ten check-ups in the first two years of life and annual check-ups thereafter and offers a comprehensive
physical examination that includes:
- medical history
- complete unclothes exam (with parent approval)
- developmental screening (to assess if child’s physical and mental abilities are age appropriate)
- vision screening
- dental screening
- hearing assessment
- immunization assessment (making sure child receives them on time)
- lead screening
- other services or screenings as needed
If your child/children are enrolled on Ohio Medicaid, Healthchek services are available to them. If you are younger than
age 21 and are also enrolled, you can receive Healthchek services too.
Consumer Hotline: (800) 324-8680
http://medicaid.ohio.gov/FOROHIOANS/Programs/Heathchek.aspx

Participation of Children with Special Needs in the ExtendED Program
Children with special needs are welcome to participate in the ExtendED Program. The Berea City School District
ExtendED Program provides child care in a large group setting. The program will make reasonable accommodations for
children with special needs. For parents who wish to enroll their child(ren) and believe that reasonable accommodations
will be necessary for their child’s participation, the parents should contact the Coordinator so that this policy may be
followed and the child’s participation in the program is not delayed. Enrollment of children who require intense
supervision or one-on-one care may be denied if such supervision would result in a fundamental alteration of the nature of
services provided or create an undue hardship on the program. In order to participate, all children must be able to
independently tend to their toileting needs and be toilet trained and follow directions with limited staff intervention.
If the child enrolls, but the ExtendED staff or the child’s parents observe that the child’s behavior or physical needs put
him/her at risk of physical injury to self or others, the child exhibits signs of extreme emotional stress, or the child’s
physical/emotional needs cannot be accommodated within the program without reasonable modifications, the Coordinator
and the Associate will immediately meet with the child’s parents/guardians to discuss whether further modifications are
possible within the stated mission and goals of the ExtendED Program. If the child’s enrollment continues, the staff and
parents will establish a plan for periodic review of the effectiveness of the program modifications and staff will keep
parents advised of the progress.
To better care for a child, the program will need all pertinent information regarding your child’s needs. This could include
information regarding physical, emotional or behavioral needs, medications, allergies or any other special circumstance.
The child’s IEP plan and/or behavior plan from the school may be shared to provide consistency of care.
If reasonable accommodations are not feasible and/or modifications would require a fundamental alteration of the
program, and the staff, including the Coordinator and Associate, agree that in their best professional judgment it is not in
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the best interest of the child or the program to continue providing services for that child, the parents will be notified of the
child’s withdrawal from the program and the reason for the withdrawal.
In order to assure that we utilize all available resources to better serve each child who may wish to enroll in the group care
program, we will follow these steps:
1.

When submitting the registration form, parents of children with special needs who may need accommodations
should notify the Coordinator to discuss needs.

2.

Before the child begins attending the program, the Associate and the Coordinator will meet with the child’s
parents to learn more about the child’s special needs, the parents’ expectations and the parents’ suggestions
regarding guidance and physical care of the child.

3.

The Coordinator will inform the Director of Pupil Services of the child’s enrollment in the ExtendED Program and
will request background information on the child’s particular disability to give to the staff.

4.

If the Associate, Coordinator and Director of Pupil Services determine that the child can be accommodated in the
group care setting, the parents may immediately enroll the child. If the Associate, Coordinator and Director of
Pupil Services determine that the child’s enrollment is possible only if the student receives intensive supervision
or care, they shall inform the parents in writing of their decision and the factors considered in the denial of
enrollment. Factors that may be considered in the determination include, but are not limited to:

(a.)

The child’s behavior or physical needs that place him/her at high risk of physical injury to self or
others.

(b.)

The extent to which the child’s behavior or needs are so disruptive that the ability of the program
to operate according to its stated mission or goals must be altered.

(c.)

The adjustment of staffing needs that would be deemed necessary to accommodate the child.

(d.)

The extent to which the rooms leased by the program would have to be modified to provide a
“safe haven” or privacy to address the unique behavioral or physical needs of the child.

(e.)

The extent to which the child’s physical/emotional needs are so involved or unique that one-onone supervision is required in the educational or community setting.

(f.)

Such other factors as may be deemed relevant to the specific modifications that would be
necessary if the child enrolled in the program.

6.

If the child enrolls in the ExtendED Program, the child’s enrollment will be evaluated at the end of the first week to
determine what, if any, programming modifications may be necessary for the child’s continuation in the program.

7.

By the end of the second week, the Associate and the Coordinator will meet with the child’s parents/guardians to
discuss the child’s continued enrollment in the program and any modifications that may be necessary if enrollment
continues.

All of the observations and meetings will be summarized in writing for the child’s file with copies going to the parents and
the Pupil Services Office.
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