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WELCOME 
The Salvation Army would like to take this opportunity to welcome you to our Afterschool Program (ASP).  
It is our privilege to work with your child this year.  Please know that we are available if you should ever 
need to speak with us, or if you would like to share some ideas that might better help us serve you and 
your family. 
 
THE SALVATION ARMY’S MISSION 
The Salvation Army, an international movement, is an evangelical part of the universal Christian Church. 
Its message is based on the Bible.  Its ministry is motivated by the love of God.  Its mission is to preach the 
gospel of Jesus Christ and to meet human needs in His name without discrimination. 
 
AFTERSCHOOL PROGRAM MISSION STATEMENT/PURPOSE 
To provide meaningful opportunities for learning, resulting in academic, emotional, social, and spiritual 
growth in children and their families. 
 

ACADEMIC GROWTH – APS activities and other hands-on experiences with learning will promote 
reading, writing, math, etc. 

 
EMOTIONAL GROWTH – ASP provides a learning environment that is warm, loving, friendly, and 
accepting. Staff relate to children in a positive manner and respond to the individual needs of the 
child.  Staff encourage children to make wise choices.  These interactions encourage independence 
and foster a healthy self-esteem. 

 
SOCIAL GROWTH –ASP staff are also committed to providing arts, crafts, music, drama, and other 
creative opportunities to assist in building cooperation, team building, and other negotiation skills. 

 
SPIRITUAL GROWTH - Spiritual growth is addressed through faith based character building lessons 
and activities that encourage universal values such as kindness, respect, honest, gentleness, etc.  
These lessons are most often taught through the modeling of nurturing, patient staff in a secure and 
accepting environment. 

 
DAYS AND HOURS OF OPERATION 
ASP operates Monday-Friday, 3pm-5pm. Opening at 2pm on early release Friday. Monthly Family Nights 
are advertised through letters sent home.  
.   
ENROLLMENT RECORDS 
ASP must have a child’s enrollment records on file before the child may attend. All information contained in 
these records is kept confidential. 
 
If a parent/guardian refuses to grant consent for emergency transportation and treatment, the child will be 
unable to attend the program. 
 

OPEN DOOR POLICY 
Any parent, custodian, or guardian of a child enrolled in our program shall be permitted unlimited access to 
the program during our hours of operation for the purpose of contacting their child, evaluating the care 
provided by the program or evaluating the premises.  A parent of a child enrolled at the center who is not 
the child’s residential parent shall be permitted unlimited access to the center and be afforded the same 
rights as the residential parent unless there is court documentation limiting access and conditions of the 
nonresidential parent. Upon entering the center, the person shall notify staff. 
 
If you wish to speak with Staff, we do request prior notification of your visit so we can arrange a mutually 
convenient time to discuss concerns. 
 



CONFERENCES 
Conferences to discuss your child may be initiated at the request of either staff or the parent.  All 
conference information will be documented and kept on file at the Center. 
 
PARENT PARTICIPATION 
We believe that a child is more likely to be successful when given a strong support system.  We will keep 
you informed of ASP activities by posting information on our bulletin board and through permission slips 
etc.    
 
RELEASE POLICY 
Staff will not release a child to a person other than the parent/guardian or authorized pick-up person 
without prior written notice that is signed and dated by the parent or guardian. Kentucky State Licensing 
mandates that children are picked up from the center by an adult. 
 
If the Person picking up your child is suspected to be under the influence of drugs or alcohol, the following 
procedure will be followed.   

1. If the person is not the parent/guardian, the parent/guardian will be called to either pick up the 
child or to arrange other transportation for the child. 

2. If the person is the custodial parent, they will be asked to arrange for other transportation.  If they 
refuse to do this, the police will be called. 

 
RELEASE TO PERSON OTHER THAN PARENT OR GUARDIAN 
No child will be released to persons other that the child’s parent, guardian, or person designate by parent 
on the release form. A picture ID will be required until the staff becomes familiar with everyone on the 
authorized pick-up list. 
 
CUSTODY ISSUES 
Unless court documentation stating otherwise is turned into the ASP Director, staff must release a child to 
a biological parent.     
 
Please remember to keep staff up to date on all changes in custody matters.  
 
 
FAILURE TO PICK UP A CHILD 
All children must be picked up from by 5 p.m.  There will be a $5 .00 charge for every 10 minutes the 
parent is late.  If an emergency arises that will not allow you to be on time please call the center 859 – 261 
– 0835 and leave a message on Heather Smith’s voicemail. 
 
If a child is not picked up on time the following schedule will be adhered to. 

1. After 10 minutes - Attempt to call parent/guardian at home or work. 
2. After 20 minutes – Attempt to call emergency contacts on emergency transportation form. 
3. After 1 Hour – Police will be notified that child has been abandoned. 

 
Repeat failure to pick your child up on time may result in your child’s dismissal from the program. 
 
STAFF SUPERVISION 
Our staff to child ratio of 1:10.  Children will not be left unsupervised at any time. 
 
 
Please note that for security and safety our building is locked once children arrive. Entrance into 
the building is via intercom and a buzzing system.  
 
 



PERSONAL PROPERTY 
 

Toys and games are not to be brought to ASP.  The Salvation Army is not responsible for lost or 
damaged items. Electronic items such as IPods, CD players, cell phones etc are strictly prohibited. 
Our schedule is structured and does not allocate time or a need for such devices. 
 
ACCIDENTS 
Incase of an accident the following procedures will be used: 

1. A member of the staff will carry out immediate First Aid for minor accidents 
2. Incidents reports will be completed within 24 hours whenever an Adult/Child is injured, has an 

accident or requires emergency transportation. Parents will sign and receive a copy of the 
incident report. 

3. In case of serious accidents, parents will be notified 
4. In case a parent or designated person cannot be reached, staff will have the authority to call the 

designated physician and/or call the local emergency unit for treatment and/or accompany the 
child to the hospital and stay until the parent/guardian arrives. 

 

PHOTO RELEASE 
The Photograph Release Form gives parental consent to The Salvation Army to use photographic images 
of their child.  Photographs of your child will be used only if you give permission. 
 
ADMINISTRATION OF MEDICATION 
Staff may administer over-the-counter medication when the following conditions have been met: 

1. The parent completes the Medication Form; 
2. The physician signs the Medication Form; 
3. The medication is in its original container; 
4. The full name of the child who is to receive the medication is printed on the container; 
5. The center administers the medication for no more than three consecutive days at one time. 

 
Staff may administer prescription medication when the following conditions have been met: 

1. The parent completes the Medication Form; 
2. The medication is given to staff in original prescription bottle with the child’s name on it, current 

date, the exact dosage to be given and the means of administration. 
 
In cases of extreme emergency, ASP personnel may administer syrup of Ipecac to a child without written 
instructions from a physician or parent or guardian following verbal instructions of the poison control center 
or a licensed physician. 
 
Children who receive daily medication to assist with behavioral and emotional needs, benefit from receiving 
their prescribed medication on a regular basis.  Prescribed medication must be taken to best serve the 
needs of a child. Children who regularly miss doses and arrive at the center without taking prescribed 
medication often have difficultly following routine and direction. Acts of physical aggression and disruption 
at the center due to a lack of medication is not acceptable. This may result parents being contacted as staff 
are unable to safely care for their child.  
 
TRANSPORTATION AND FIELD TRIP SAFETY 
The Salvation Army plans for safety whenever children are transported from the center on fieldtrips, special 
outings, or routine trips as follow: 

1. Staff child ratios will be kept 1:10 
2. At no time will children be left unattended in a vehicle. 
3. The driver will conduct a check of the vehicle at each destination to ensure that no child has 

been left on the vehicle. 
4. A person trained in first aid, communicable disease management, and CPR will be available on 

each outing. 



5. A first-aid box will be available on the trip. 
6. Children’s Health Records, Emergency Transportation Authorizations and Medical Release 

Forms are taken on all outings. 
7. Written permission is needed from the parent or guardian for each child transported to and from 

the center for routine field trip, special trips, or special outings. These permission slips must 
include the date of the trip, the child’s name, the destination, times, parent signature, and date 
signed. 

8. Each child on the trip shall have identification attached containing the center’s name, address 
and a telephone number to contact in the event the child becomes lost. 

 
MANAGEMENT OF COMMUNICABLE DISEASE 
A staff member trained in communicable disease recognition will be at the Center.  He/She will be available 
to observe all children upon sign in.  If a child exhibits symptoms of a communicable disease, the 
parent/guardian or previously designated emergency contact will be expected to pick up the child as 
quickly as possible.   
 
A child who is ill or is suspected of having a communicable disease will be separated from the group, but 
within the sight and hearing of an adult. 
 
A communicable disease chart is posted.  Parents will be notified of exposure to communicable diseases 
through notices posted next to the sign-out sheets. 
 
A child displaying any of the following signs or symptoms of illness will be immediately isolated and 
discharged to his parent or guardian or person designated by the parent or guardian: 

1. Temperature of at least one hundred degrees Fahrenheit when in combination with any other 
sign or symptom of illness; 

2. Diarrhea (three or more loose stools within a twenty-four hour period); 
3. Sever coughing, causing the child to become red or blue in the face or to make a whooping 

sound; 
4. Difficult or rapid breathing 
5. Yellowish skin or eyes; 
6. Redness of eye, obvious discharge, matted eyelashes, burning, itching; 
7. Untreated infected skin patches, unusual spots or rashes; 
8. Unusually dark urine and/or gray or white stool; 
9. Stiff neck with elevated temperature; 
10. Evidence of untreated lice, scabies, or other parasitic infestations; 
11. Sore throat or difficulty in swallowing; 
12. Vomiting more than one time or when accompanied by any other sign or symptom of illness. 
 

A mildly ill child will be kept within the group and observed for worsening conditions.  The parent or 
guardian will be notified if the child’s symptoms worsen. 
 
BEHAVIOR POLICY 
Please support our ASP guidelines by reviewing the following rules with your child: 

1. Keep hands and feet to self.  (No hitting, punching, pushing, kicking, spitting, biting, or harming 
others in any physical way.) 

2. Use kind and appropriate language and behavior. (No swearing, no threats or hurtful words, 
no calling people “dumb”, “ stupid”, etc.  no profane or disrespectful gestures, no making fun of 
others based on physical features or limitations.) 

3. Respect and care for the Center, its equipment and materials. (No purposeful destruction of 
property or materials – use materials properly and put them away carefully.) 

4. Respect all adults and teachers. (No talking back, no verbal or physical aggression or threats 
– listen to and follow instructions of teachers and respond in a considerate manner.) 



5. Respect other children, their space, their property, and their privacy. (Be kind and 
considerate of other students, asking permission to participate or enter their work areas.  
Students must gain permission from a peer if they desire to share or use their materials.  If 
granted permission to use another’s materials or property, the materials must be care for, used 
appropriately, and treated gently.) 

 
DISCIPLINE POLICY 
The Salvation Army staff believe that children learn best through positive reinforcement, and the teaching 
and modeling of proper behavior.  Corporal punishment and harsh verbal discipline is never acceptable in 
our program. We expect that you will support and respect our discipline policy whenever you are present in 
our center. 
 
To maximize the enjoyment and learning experience while in Summer Enrichment, it is necessary to have 
a fair and consistent discipline policy.  It is our desire that your child take advantage of all the activities 
offered.  His/her appropriate and respectful behavior will help to make this possible. 
 
A serious disciplinary problem is defined as one in which a child is hampering the smooth flow of the 
program, by either requiring constant one-on-one attention; is inflicting physical or emotional harm to other  
children, is physically aggressive towards staff, or is otherwise unable to conform to the rules and 
guidelines of the Summer Enrichment. 
 
The Salvation Army takes a “hands-off” approach, however a “bear hug” hold will be used if a child is in 
danger of inflicting physical harm to children or staff.  If it is necessary to use a restraint of this nature, a 
discipline incident report form will be completed. 
  
When a child displays unacceptable behavior, the following steps will be followed: 
 

1. Reasoning and Redirection to other activities. 
2. Removal from activities for a “timeout”, followed by discussion with a staff member about the 

behavior. 
3. Meeting with parent, child, and staff to develop a behavior plan. 
4. Suspension from the program 
5. Dismissal from the program. 

 
If a child shows two acts of physical aggression during any one day, the child will be immediately 
separated from the group and the parent/guardian will be called to pick up the child. 
 
Abusive language or actions of parents toward staff, children, or others in the Summer Enrichment 
Program may result in dismissal of the child from the program. 
 
Grievances  
 
Parents and guardians are responsible for:  
 
o Picking up their child(ren) by the close of the program.  

o Notifying the After School Program if:  
- Any information on the enrollment form changes (Telephone Numbers, Addresses, Pick up information)  

- There is a change in the daily departure routine or the person picking up your child, including children’s 
school sports/tutoring which may result in later attendance to the center 

- Their child is being withdrawn from the after school program  

- Their child’s participation in the program is limited due to health or other impairments  

- Their child is on any medication which must be dispensed while their child is at the after school program, 
or if their child has any allergies  



 
A child may be exited from the program if a parent does not meet the above responsibilities on a consistent 
basis. 
 
ASP takes seriously all concerns expressed by parents/guardians. Should an individual have a grievance, 
the following procedure should be followed:  
 
o Any concerns regarding your child’s after school care should be brought to the attention of the ASP 
Director, Heather Smith. 

o If, after discussing the matter with the Director, you are not satisfied with their decision, A meeting with 
the Corps Officer and the ASP Director can be scheduled. 

o If, after speaking with the Corps Officer and Director, the problem cannot be resolved, the Corp Officer 
may schedule a meeting with a Divisional Headquarters Officer.  

o If the grievance still exists after the first three steps, the Corps Officer will make the final determination  
 
All communications in regards to grievances are documented and kept on record.  
 
Please note: 
 

Aggressive, abusive or threatening language or actions of parents toward staff, children, or others 
in the Program may result in dismissal of the child from the program.  

 
Off-site field trips 
 
Unacceptable behavior during field trip days is not tolerated. Off-site trips require close supervision and co-
operation of each child. Any child who is a safety concern for staff, requiring constant one-on-one attention 
or redirection may be dismissed from the program. We may ask for parents to attend field trip days to 
supervise and care for their child when such issues arise. 

 


