
 
 

Dear Parents: 
 We are excited to have your children in the After School Care (ASC) program at Trinity 
Children’s Center this school year!  The intention of this letter is to inform parents of routines, 
special activities, homework expectations, and basic procedures for the 2021-22 school year.  If you 
have a question that is not addressed in this letter or in the parent handbook, please feel free to 
contact me.  Thank you for choosing Trinity Children’s Center! 
 
 Children’s Center Phone:  864-585-2392 
 Children’s Center Cell:  864-384-6181 (9:00-6:00) 
  
------------------------------------------------------------------------------------------------------------------------ 
 

School Pick Up 
 We will plan to pick your child up from school on the days they are registered to attend. 
Please notify us if your child does NOT need to picked up on a certain day.  If it is before 2:00, 
you may call the center and leave a message.  If it is after 2:00, please text the TCC cell phone.  If 
we are not notified, we will text or call the parent, speak with the teachers or check with the office 
as we are able.  This is very time consuming and requires all the other children to wait on the bus or 
outside the school, so please be considerate and let us know in advance if your child does not need 
to be picked up.   

 
Covid-19 Policies 

 Please read the updated Covid-19 policies posted at trinityspartanburg.org under Children’s 
Center, Covid-19 Policies. These policies have recently updated due to the sudden increase in 
Covid-19 transmission levels. TEACHERS AND CHILDREN WILL BE REQUIRED TO 
WEAR MASKS indoors at this time with the exception of during physical activity in the gym. 
Children will be given opportunities for mask breaks, and they will not be required to wear masks 
outdoors unless specifically requested by a parent.  

 
Homework 

 Homework time is an important part of the ASC program at Trinity.  Our goal is for children 
to have a peaceful place where they can work on their homework and receive assistance when 
needed.  We also aim to check as much homework as possible.  We want parents to be able to come 
home and spend quality time with their children instead of spending the evening redoing or 
completing homework.  With that in mind, we have the following homework rules for children and 
staff. 

 A counselor will initial either the top of the homework page they have checked or the 
assignment sheet. If the item is digital, the teacher will initial the homework sheet. 

 A counselor will draw “eyes” at the top of the page or on the assignment sheet to indicate 
that the homework was completed but not checked because… a) it wasn’t supposed to be 
checked, b) it was time to go play and the staff member didn’t have time to check it or c) the 
staff member did not have enough information or time to check for content. 

 If a counselor has checked homework for spelling and grammar but has not checked it for 
content, they will write SP on the page or on the assignment sheet. 

 If a child needs help, it is their responsibility to raise their hand and ask for help. 



 Counselors will check assignment sheets (when provided) and folders for children in 
kindergarten through second grade to make sure they are completing all assignments. 

 Children in third through fifth grade are on the honor system.  It is their responsibility to 
make sure they are completing everything on their assignment sheet.  It is also their 
responsibility to bring each completed assignment to the staff member to check.  They are 
expected to tell the truth about what is due, what needs to be checked and whether they have 
finished their homework or not.  Intentionally breaking this honor code by lying about 
homework is grounds for a strike. 

 Please be aware that Trinity teachers may not be able to check digital homework. Whenever 
possible, we will ask the child to show us that it has been submitted. 

 Children are expected to stay in their seat and be quiet during homework time so other 
children are able to concentrate.  If a child is disruptive during homework time, by talking, 
getting out of their seat without permission, singing, making noises or otherwise disrupting 
homework they will get a warning.  For every subsequent disruption they will get a check by 
their name and miss part of play time (K-2nd Grade – 3 minutes/check, up to their age/3rd -5th 
Grade - 5 minutes/check up to their age).  Children that are disruptive four times during one 
homework period will receive a Disruptive During Homework note.  If the problem 
continues, a parent conference and other consequences will be in order. 

 Children that do a great job of respecting the rules during homework will on occasion 
receive a Great Job Award.  Generally, one or two Great Job Awards will be given out in 
each group per day.  At times, children may receive additional prizes for doing a great job.   

 Kindergarteners will be asked to read or look at a book for 5 minutes after they finish their 
homework.  Children in first and second grades will be asked to read for 10 minutes after 
they finish their homework and children in Groups 3 & 4 are required to read for 20 minutes 
before they play if they finish all their written homework during homework time.   

 Please provide a note if you do not want your child to complete their homework at Trinity, 
or if you do not want Trinity teachers to check their homework. 

 
 Although most children will be able to complete their homework and get it checked at 
Trinity, there will be some times that we are unable to check some or all of your children’s 
homework.  The staff is doing the best they can to help each individual child while maintaining a 
positive, peaceful environment for everyone else, but it is ultimately the parent’s responsibility to 
double check that their child is completing and understanding their homework. Please let us know if 
your child is struggling with homework, not completing homework or feeling very distracted during 
homework and we will do our best to adapt to meet their needs.  We will also let you know if we 
notice that they are completing it but really struggling with certain concepts.  
 Homework is important but we also acknowledge the importance of physical activity, time 
outside and the role of play in the lives of your children.  Therefore, at a certain point each day as 
specified for each groups’ routine, homework time is over, whether all homework has been 
completed or not.   

 
Running Club 

 This year we do plan to resume Trinity’s Running Club in the fall. Sign-up information will 
be provided in September.  

 
Phone Calls to Parents 

 At Trinity we want children and parents to be able to get in touch with each other when 
necessary, however personal electronics are not allowed (watch phones, cell phones etc.).  Children 
may ask a teacher to call their parents and it will generally be allowed whenever feasible.  Some 
parents want their children to be able to call anytime for any reason and some do not want them to 
call unless there is a dire situation.  Please talk to your own child to let them know your wishes.  If 



you feel your child is abusing the privilege, please speak with Mel or Sam so we can help them 
determine when it is appropriate for them to call. 
 

 Field Trips 
 We hope to have a variety of field trips this year. We are still taking precautions to due to 
Covid-19, such as keeping children with their groups and wearing masks on the bus. Many of this 
year’s field trips will be outside, providing children with clean air and fun experiences in nature. 
We will do our best to make special arrangements to help keep indoor field trips safe by making 
private reservations when possible and limiting field trips to “high touch” or crowded locations. 
 The field trip schedule will be posted online at www.trinityspartanburg.org at the beginning 
of each month.  Please be sure to read the schedule so you will be prepared and informed.  Please be 
especially aware of departure times.  The “D” on the calendar refers to the departure time and the 
“R” refers to the return time.  If your child is not at Trinity at the designated departure time, they 
may miss the bus.  The bus is not allowed to turn around to pick up a child that is dropped off late.  
If your child is involved in other activities that may require them to leave early, please note that 
your child CANNOT be left at Trinity with anyone other than the elementary staff.  
 Changes in the schedule will be sent out via the Dojo App.  If a field trip is cancelled due to 
inclement weather or other circumstances, a notification will be sent via the Dojo App. We will do 
our very best to return from field trips on time, however please understand that at times we must put 
the children’s individual needs ahead of the schedule. 
 When we have just returned from a field trip, please allow us a few minutes to get inside so 
that we can make sure the children have all of their belongings and so the children can be dismissed 
in an orderly manner.  Please do not try to take your child from the line off the bus while we are still 
in the parking lot because it is unsafe.  Please let one of us know if you are in a great rush and we 
will do our best to accommodate your needs. 
 

Children’s Wing Access 
 Except under extenuating circumstances, parents will not be allowed in the children’s wing 
for the time being due to the COVID-19 pandemic. Some third parties will be allowed in the 
children’s center in order to lead special programs. These special guests will be required to follow 
Trinity’s Covid-19 protocols which will require the guest to wear a mask, wash their hands and 
social distance as much as possible.  

 
Pick Up   

Early Pick-up  
 The easiest time for parents to pick up their children is from 5:00-5:30PM. If you need to 
pick your children up early, please be aware that it may require more time, especially for the older 
groups because an additional teacher may be required to bring your child to you. If you come early 
to pick up a child in Group 1 or 2, there will be a sign indicating where your child’s group is located 
if they are not in the classroom. The best early pick-up times for Group 3 and Group 4 is at 3:00PM, 
during snack when children have just arrived, or at 4:30PM, when homework is over and children 
are going to their next activity. If you need assistance, please text Mel or use Class Dojo to message 
your teacher.        

 
EXPEDITED PICK-UP 

5:00PM-5:30PM 
 End of the day expedited pick-up will be from 5:00PM-5:30PM. During this time, children 
will be in set locations to make it easier for parents to pick-up. Children may still be picked up until 
6:00PM, however they will be brought back to their classroom from 5:30PM-6:00PM. If the 
children will be in a different location, a message will be sent on your child’s class’ DojoApp. 

 
\ 



Pick-up Locations 
 

Group 1 (Kindergarten & 1st Grade) and Group 2 (1st Grade & 2nd Grade) 
pick-up will alternate between Trinity’s little playground one week, and in the classroom the 
following week. The pick-up location will be posted on the activity calendar or the classroom door. 
Parents can park along Glendalyn Avenue or behind the playground for playground pick-up.  
Rainy Day Pick-up: Group 1 and Group 2 will be in the classroom. 
 
Group 3 (3rd Grade) and Group 4 (4th Grade and 5th Grade) pick-up will be from the exterior 
gym door near the middle of the parking lot or the field.  
 

Pick Up Authorization 
 Parents/guardians are required to notify us in writing via text if someone that is not listed as 
a person “authorized to pick up at any time,” will be picking up their child.  As a courtesy, please let 
us know if someone on the authorized list will be picking your child up if it is not their normal 
routine. Please let us know if you would like to make changes to your Pick-Up Authorization. 
Please contact your teacher or Mel at 864-384-6181 if you need to make any last minute changes. 
 

Tuition 
 Tuition is due on the first of each month. Statements will be e-mailed prior to the first of the 
month.  An additional late fee will be added if the bill is not paid by the 15th of the month.  Children 
may not attend the program if the bill is over 30 days past due.  During the last week of the month, 
the financial secretary will notify the director of families that will be unable to attend the program 
until the balance is paid in full.  Please pay on time. 

 
Communication 

Regular communication between staff members and parents is extremely important at 
Trinity. The center will use the Class Dojo App to share important updates and reminders with 
parents. Elementary teachers will also use the Class Dojo App to communicate with parents and 
share photos of what the class is doing since parents will be unable to see photos posted in the 
center. Please let us know in writing if you do NOT want your child’s photo shared in this app. 
Parents, please do not post anything shared on these apps, including photos, on social media.  The 
Dojo app will be our primary method of communicating schedule changes, notices of illness and 
reminders, so please be sure you are signed up. You will receive an invitation via e-mail or text at 
the beginning of the school year.  

The center phone number is 864-585-2392. If there is no answer, please call or text Mel at 
864-384-6181. In the event of an emergency, you can also call the church office, at 864-585-4884. 

We look forward to an awesome summer!  Thank you for sharing your children with 
Trinity! 
 
 

Sincerely, 
Melissa Rayner 
Trinity Children’s Center Director 

       

 
 
 
 
 



ASC Daily Routine 
 

Each afternoon is divided into segments for snack, homework and playtime.  A flexible schedule is 
as follows: 
    

Group 1 
 2:25-2:45  Bus Pick-up at School 
 2:45-2:55  Arrive at Trinity - Put away belongings/Wash hands 
 2:55-3:30  Snack in ASC Room or on Playground - (Bathroom, Wash hands, Clean up) 

3:30-4:10  Gym, Little Playground, Happy Hollow Park, Field, Crafts,  
Games  

4:15-4:45  Homework in ASC Room 1 
4:45-5:00  Play in ASC Room 
5:00-5:30  Expedited Pick-up (Little Playground or ASC Room 1) 
5:30-6:00  Play in ASC Room 1 
6:00   Dismissal 

 
Group 2 

 2:25-2:45  Bus Pick-up at School 
 2:45-2:55  Arrive at Trinity - Put away belongings/Wash hands 
 2:55-3:25  Snack in ASC Room - (Bathroom, Wash hands, Clean up) 
   3:30-4:00/4:15 Homework in ASC Room  

4:00-5:00  Gym, Little Playground, Happy Hollow Park, Field, Crafts,  
Games  

5:00-5:30  Expedited Pick-up (Little Playground or ASC Room 2) 
5:30-6:00  Play in ASC Room 2  

 6:00   Dismissal 
 

Group 3 & 4 
 2:25-2:45  Bus Pick-up at School 
 2:45-2:55  Arrive at Trinity - Put away belongings/Wash hands 
 2:55-3:20  Snack – Group 3 in Amphitheater and Group 4 in Movie Room   
    (Bathroom, Wash hands, Clean up) 
   3:25-4:25 Homework – Group 3 in Amphitheater and Group 4 in Movie Room 
 4:30-5:15/5:30 Gym, Little Playground, Happy Hollow Park, Crafts, Games  
 5:15/5:30 -5:45 Quiet play in ASC Room 
 5:45-6:00  Clean-up  
 6:00   Dismissal 

 
Please note that this is a general routine for Monday through Thursday and it is just a guideline that 
will be adjusted according to the needs of the children.  Friday’s routine will vary because there will 
be no homework time.  Be sure to check the monthly calendar for field trip and other activity 
information. 
 
 
Other Optional Activities: 
Tuesdays:    Joyful Noise Choir   4:45-5:30 
TBA:     Running Club   4:15-5:15 
 
 



 
 
 


