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www.reachsaginaw.org/r-o-k-c 

3:30 - 4:00 p.m. Check In and Snack Time 

4:00 - 4:30 p.m. Homework, Tutoring & Learning Time 

4:30 - 5:00 p.m.  Bible Lesson & Activity 

5:00 - 5:45 p.m. Homework Completion (as needed)  

   & Guided Free Time 

5:45 - 6:00 p.m. Clean-Up & Check Out 
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Reach Out Kid’s Club is happy to welcome your family to join 
us! This handbook of information will help grow your  
understanding of our program and policies as we strive to make 
this the best possible experience for your child. 
 

Philosophy 

Reach Out Kid’s Club was developed to reach the families of our 
community with the gospel for God’s glory. ROKC provides free, 
quality, after school child care for children in grades K-8 in a safe, 
nurturing environment that emphasizes individual growth in a 
group setting. Our objective is to meet the practical needs of the 
families of our community while building relationships that lead 
to meeting their spiritual needs as well. 
 

Program 

We recognize that every child is a unique individual and therefore 
offer a developmentally appropriate program to meet the       
spiritual, physical, emotional, social and  intellectual needs of 
each child. At ROKC, children will have the opportunity to         
participate in the following activities: 
 

1. Snack Time…a healthy snack will be provided daily. 
2. Homework and Tutoring…because success at school is a         

priority, our volunteers are intent on assisting each child with 
their homework and studying. 

3. Bible Lesson and Activity…a teaching and activity from the   
Bible to help children come to know and love God and others. 

4. Indoor and Outdoor play…activities to promote children’s  
physical and mental well-being. 

5. Additional Enrichment Activities...monthly field trips, crafts, art 
projects, healthy food demonstrations and more! 

 

In addition, ROKC will hold quarterly family nights from 6-7 p.m. 
Mark your calendars for the first one on Thursday, September 
29th.  Stay tuned for more details. 
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Admission Procedures 

Admission to Reach Out Kid’s Club is open to any child who is 
enrolled in kindergarten through fifth grade and lives in Saginaw 
regardless of race, religion, or ethnic background. Parent/
Guardian and child must meet with the Director or a designee 
prior to the enrollment of the child at ROKC. Children who       
exhibit developmental or behavioral problems requiring specially 
trained staff may need alternatives to the program offered by 
ROKC. 
 

The following forms must be completed and on file by the child’s 
first day of attendance: 
 
1.    Parent Information & Student Application 
2. Michigan Child Information Record  
3. Certification of Child’s Health 
3. Photo & Media Release 
4. Field Trip Waiver 
 

Admission Requirements 

Reach Out Kid’s Club is free of charge to all families who qualify. 
No fees or penalties will be charged to families at any time. 
 

Withdrawal  Policy 

We reserve the right to discontinue enrollment of a child for lack 
of cooperation or inability of a child or parent to meet the          
requirements of the program. 

Health Requirements 

A certificate of good health is required at the time the child is         
admitted to the center. A certificate may also be required before 
readmission by a child after any lengthy or serious communicable 
disease or illness. Please do not bring sick children in for care. 
We do not have the facilities or staff to care for sick children. If 
the staff deems a child to be too sick to stay, they must be picked 
up in as short a time as possible. Should a child become ill during 
the program, he/she will be isolated immediately and his/her 
parent/guardian contacted. 
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Your child should not be brought to ROKC if they have symptoms 

such as: 

· Vomiting within the last 24 hours 
· Diarrhea within the last 24 hours 
· Any fever within the last 24 hours 
· Runny nose with yellow or green discharge 
· Frequent or “barky” cough 
· Unexplained rash or runny scabs 
· Ear-ache or sore throat 
· Head or skin lice 
· Runny or pink eye 
 

If an antibiotic is prescribed by a child’s doctor, the child is       
infectious and needs to remain at home at least one full day    
between the day the medication is started and the child’s return. 
In addition, the child’s temperature must be 98.6 without the aid 
of fever-reducing medication. Doctors indicate that within 48 
hours of the start of an antibiotic, the contagious period is over 
and the child usually feels better. This guideline will prevent the 
unnecessary spread of infectious germs. 
 

If an accident occurs resulting in an injury, ROKC will notify      
parents in writing of the accident and/or call parents if further 
medical attention is necessary. In the event of a serious medical 
emergency, ROKC needs written permission to seek further care. 

Meals & Nutrition 

ROKC recognizes the relationship between learning and nutrition 
and therefore will provide a nutritious snack and juice upon     
arrival to the center. 
 

Children enjoy treating their friends/ classmates to a special 
snack for birthdays and other special occasions. Please talk with 
the director on days you would like to bring a special treat into 
the program. 
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General Information 

For your safety, and the safety of the children, please do not park 
in front of the entryway doors. Please use a parking space when 
dropping off or picking up your child. 
 

Articles of children’s clothing featuring violent characters are not 
allowed at the ROKC. Please send your child in practical,        
washable clothes that can get dirty. Mittens, hats, and boots are 
needed during colder months so that your child can participate in 
outdoor activities.  
 

Children’s toys, electronics, small personal items, money, dolls, 
and so forth should not be brought to ROKC, unless requested for 
special activities. Personal cell phones are allowed but may only 
be used for transportation purposes.  ROKC is not responsible for 
lost or broken personal items. 
 

Written communication, such as notices of special events, field 
trips, any changes in policies of Reach Out Kid’s Club, or health 
concerns will be placed at the sign-in area and also sent home 
with the child. Parents/guardians are responsible for reading 
such notices and asking for further details if needed. 
 

Staff Information 
Jacy Steinfort is the director of ROKC.  Please feel free to contact 
her at any time with any questions or concerns you may have. 
E-mail: jsteinfort@reachsaginaw.org 
Phone: 989-502-1029 

 
Note 

All policies in this handbook will be strictly enforced. Please make 
sure that you read each section carefully so that you understand 
all of them. If you have questions, please don’t hesitate to ask. 
 

Thank you in advance for your cooperation. We cannot maintain 
our quality of care without your help! 
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Grievance Policy 

Parents/Guardians of enrolled children are encouraged to bring 
any complaints, concerns or grievances to Pastor Rob Troutman  
(rtroutman@reachsaginaw.org) promptly. It is the intent of ROKC 
to quickly and carefully resolve any issues that may arise. 

Discipline 

The philosophy of Reach Out Kid’s Club is to develop                  
self-discipline and to achieve a workable solution to every     
problem as it occurs. The staff will use positive methods of guid-
ance, redirection, and logical consequences. ROKC will encourage 
a nurturing relationship and provide praise for positive behavior. 

The staff respects the rights of each individual and cannot allow 
any child to experience any  form of physical or emotional harm 
from another individual or themselves. If a child is involved in an 
aggressive situation, the child will be removed from the situation 
and encouraged to participate in another activity. Children will be 
given the opportunity to solve their own disagreements       
whenever possible. 
 

ROKC also uses a color-coded chart to help children regulate their 
behavior, and a sticker chart to reinforce positive behavior.  At the 
beginning of the program every child will start with a blue card.  
If discipline needs to be enforced, the child will be asked to move 
their card from blue to green to yellow to red successively.  If a 
child reaches the red card, he/she will be removed from the    
program and taken with the director to call the parent, and asked 
to be picked up immediately.  The child will not be allowed to  
fully participate in the program until the following day and after 
an apology is made to the parties involved.   

At the end of each day, if a child has a blue or green card, they 
will receive a smiley face sticker to put on the sticker chart.  Upon 
earning 10 stickers, the child may choose an item from the prize 
box.  Children will also be given the opportunity to draw a card 
listing extra “helping” tasks they may complete to earn additional 
stickers. 
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Fighting, biting, screaming, spitting, and physical or verbal abuse 
are not acceptable behaviors. At times, it may be necessary to 
remove a child from the group to discourage this kind of           
behavior. Redirection methods will be used to help aid the child’s 
behavior.  

Play 

Children of all ages enjoy and benefit from play. At REACH we 
have the benefit of large spaces for play both indoors and       
outdoors. Play time is scheduled daily for the children at ROKC, 
and weather permitting, children will have the opportunity to 
play in the gym, as well as the outdoors. 
 

The children will be supervised at all times. If you believe that 
your child is not well enough for play, then most likely they are 
not well enough to attend ROKC. We ask you to keep children at 
home if they are not well enough to participate in all activities 
planned for the day. 
 

Please provide appropriate clothing for outdoor activity            
according to the season. 
 

Field Trips 

Field trips are a fun way to bring some excitement to the         
children's day. They allow for a different learning atmosphere 
and will be held monthly. Parents/Guardians will always be      
informed of field trips in advance. The appropriate emergency 
numbers will be taken along by staff on all off-site field trips. If an 
emergency occurs, the center and parents/guardians will be   
contacted and necessary responses and arrangements will be 
made. 
 

Confidentiality Policy 

ROKC is very sensitive to the fact that information concerning 
you, your child, and your family is private and personal. Trust and 
confidentiality are essential to building trusting relationships. We 
are committed to maintaining your privacy and protecting your 
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personal information. ROKC will not disclose information except 
as required by law or when there is a threat to the health and 
safety of the individuals and families we serve. 

Staff & Volunteer Policies 

We have a written screening policy for all staff and volunteers, 
including parents who have contact with children. Every          
employee and volunteer must be cleared by the State of      
Michigan Child Abuse and Neglect Registry  to ensure a negative 
background history of child abuse or neglect. We also require a 
background check from the Michigan State Police. Volunteers are 
always welcome! If any parent has a talent that can be shared, 
please let us know! 
 

Reporting Child Abuse and Neglect 

The Michigan Child Protective Law requires Reach Out Kid’s Club 
to report their suspicions of child abuse and neglect to Child  
Protective Services at the Department of Human Services. 
 

Signing In and Out Procedures 

Parents/guardians are encouraged to accompany children into 
(unless child arrives by school bus) the program each day.  Please 
be sure your child is dressed in comfortable play clothes and  
tennis shoes  as we paint, draw, and create each day! We also 
run, play, and do other activities outside. 
 

Children will only be released to adults, age 18 or older, whose 
names are listed on the Child Information Card and/or Parent 
Information and Child Application. The child may also be          
released to attend any REACH programs within the building that 
the parent/guardian has designated on the Child Application 
form.  In case of emergency, when a child must be released to 
someone else, the parent must contact us with the name of the 
person the child may be released to. Upon arrival to pick up the 
child, we will ask to see picture ID. 

 

 


