
 

 

 

 

 

 

 

Welcome to Latchkey’s Before  
and After School Program 2021-2022 

Thank you for choosing Latchkey.  Selecting the best possible childcare solution 
for your child is a difficult task.  We are honored that you entrust us to assist in 
your child’s developmental growth. 

Our Commitment 

We promise to devote our time and effort to ensuring that children are safe, 
happy, and cared for in a positive environment.  We are committed to meeting the 
developmental needs of children through developmentally appropriate experiences 
and activities, with caring and nurturing staff, while providing supervision and 
guidance that helps children develop their leadership and social skills. 

Getting to Know Us 

First Priority 

To provide a safe environment that is beneficial to the children’s safety, health, 
and welfare. 

Parent Satisfaction 

Meeting the needs of as many parents as possible, recognizing that the needs of 
the majority cannot be compromised in order to meet the individual needs of a 
singular parent. 

Pretty Water School 

Latchkey’s Parent Handbook 



The Staff 

Latchkey is very selective when choosing staff to work with your children.  Our 
staff interacts with the boys and girls in a positive manner, uses good judgment, 
and puts the children’s best interest first.  Attention is given in promoting positive 
self-concepts in each child. 

 
Enrollment (needed for afterschool only) 
 
Enrollment Steps 
• Complete and sign one Family Enrollment Form 
 
The Enrollment Form must be on file before the children can attend Latchkey. 
 
 

Payment 
 
Each family account must be paid in full every two weeks.  If the account 
goes unpaid for two weeks the children will not be allowed back into the 
program until the account is paid in full.  If you need to make other 
arrangements please contact the Latchkey Director at 
egaches@prettywater.k12.ok.us or 918-224-4952.  
 
Methods of Payment 
Latchkey accepts cash (however we discourage this method), checks, or money 
orders will be accepted.  At this time we do not accept credit cards. 

Late Pickup Fee 
A late pickup fee shall be charged and collected if a child is not picked up by 
closing time. Late pickup fees are billed to clients on the day that the late pickup 
occurs. Fees accrue at the rate of two dollars for each minute late. This is a per 
family fee. The late party must sign the Late Pick-up Log. The proper authorities 
are notified if your child is left for longer than 30 minutes after closing. 
 

 
 



 
 
Arrivals and Departures 
 
Authorized Persons 
When enrolling your child in Latchkey, a Child Information Form is completed which 
lists authorized persons allowed to pick up your child. Only the persons listed on 
the card will be allowed to pick up your child and they will be required to show 
proper identification. 
 
Child Custody 
When parents of any child attending Latchkey file for divorce or separation, a copy 
of a valid court order establishing superior custody rights to either parent or a 
third party must be provided. Unless a valid court order is provided, Latchkey will 
presume that both parents have equal custody rights regarding the child. Until a 
court order is on file, the staff will allow the child to be picked up by those listed 
on the Child Information Form. Once a valid court order establishing superior 
custody of either parent or a third party is received, only the superior custodial 
parent or a third party may alter information on the Child Information Form. 
Latchkey will strictly follow the ruling of the court order. 
 
Sign-out 
Each day parents or authorized persons are required to: 
• Inform the staff of any necessary information or changes to child’s enrollment 
information 
• Sign-out the child and notify the staff before leaving the program 
 
Please do not let your child leave the building ahead of you. Your cooperation will 
help to ensure your child’s safety. 
 
Closings 
 
Due to Weather or Emergencies 
In the event of bad weather, hazardous road conditions or other emergencies, 
please watch local programming. If the school is closed, Latchkey will also be 
closed. 



At this time we do plan on being open during Parent/Teacher Conferences and 
other school functions that are held during regular Latchkey hours.  We will send 
home a two-week notice if we have a planned closing during LatchKey hours. 

Emergency, Accident or Injury 
The staff at Latchkey makes every effort to ensure the safety of your child. 
Unfortunately, accidents may occur. In the event of a medical emergency or injury, 
the staff will do the following: 
 
In a non-life threatening situation or injury: 
• A staff member will administer first aid 
• The child will be required to rest until he/she is able to resume normal activities 
• The parent will be informed as to the injury when they pick up their child 
• An injury report form will be filled out and kept on file 
 
In a life threatening situation or severe injury: 
• A staff member will stay with the child and send someone to call 911 
• The parent will be called. If they cannot be reached, the staff will attempt to 
contact the child’s doctor 
• A staff member will accompany the child to the hospital or doctor’s office if 
parent is not available and stay with the child until a parent/guardian arrives (if we 
have two adults in Latchkey at the time.) 
 

Procedures for Illness  
Allergies & Medical Conditions 
All allergies and medical conditions must be noted on the Child Information Form. 
The site staff and the main office should be made aware of any new allergies. We 
will be glad to work with families to accommodate food allergies; however, we must 
have medical documentation on file. 
 
Illness 
If a child displays one or more of the following symptoms, the parents will be 
contacted and expected to arrange to have the child picked up immediately: 
• Fever of 101 degrees or higher 
• Vomiting  
• Diarrhea  
• Acute illness or severe pain 



• Any other contagious illness 
Until the parent arrives, the child will be isolated from the other children, 
supervised by a staff member, and kept as comfortable as possible. 
 
 
 
Behavior and Guidance 
 
Behavior Policy 
 
Latchkey makes every effort to recognize and encourage acceptable behavior. 
Consistent rules and routines, clear direction and explanations, and positive 
guidance and encouragement are all part of our behavior policy. 
 
Behavior and guidance is an on-going process and a necessary component for a 
healthy successful life. Methods are determined by each individual child’s 
understanding and their stage of development. Our goal is to help children learn 
self-control and how to be responsible for their own behavior. 
 
Misbehavior Consequences 
 
At Latchkey, discipline consists of positive reinforcement, re-directive activities, 
and time for reflection. The use of corporal or physical punishment is NEVER 
permitted. Children are not subjected to verbal abuse, humiliation, or threats. 
Parents are notified when misbehavior occurs and of any continuing problems. 
Continuous misbehavior may result in suspension or dismissal from the program. 
 
Procedures for Continuous Discipline Problems 
 

1. Verbal warning to child and notification to parent when behavior is 
unacceptable 
2. Written warning given to parent 
3. Parent/Teacher conference at the program site is scheduled in order to 
establish a mutually agreed upon plan for correction 
4. If problems continue, services will be suspended for 1 to 3 days 
5. After suspension, if the same pattern of misbehavior continues, Latchkey 
will encourage or require the parent to make other childcare arrangements 
for the remainder of the semester or school year 



6. Latchkey reserves the right to skip any or all steps depending on the 
nature/severity of the misbehavior that occurs 

 
 
 
Causes for Immediate Dismissal 
 
Latchkey will not continue services for a child: 

• When their behavior endangers themselves or others 
• When destruction of Latchkey property and/or school property occurs 
during the Latchkey program 
• When they threaten another child and/or an adult in a manner that could 
result in severe bodily harm 
• When behavior is consistently disruptive to the entire group and prevents 
the others from learning or participating 
• When a parent fails to comply with our policies or compromises the safety 
or well being of the staff and/or children 
• When their parent fails to show up for a scheduled conference to discuss 
the child’s behavior 
• If parent or guardian physically or verbally abuses another child, parent or 
Latchkey employee while in the program 
• If the child leaves the Latchkey program site without permission 
• For non-payment/delinquent payments or continued late pick-up 

 

Guidelines for Specific Needs Instructions 
 
Your child’s safety is our top priority! We need your assistance to help achieve this 
objective. Should your child have ANY individual special needs involving care such 
as behavior and guidance issues, special dispensing or monitoring of medication(s), 
communication barriers, allergies, (food, medications, materials, etc.)  
 
Latchkey is committed to meeting the needs of as many children as possible, 
recognizing that the needs of the majority cannot be compromised in order to 
meet the needs of a singular child. It is the parent’s responsibility to provide the 
necessary information and documentation listed above at time of enrollment and at 
any other time as deemed necessary. 
 
 



Miscellaneous Information 
 
Outdoor Play 
Latchkey feels that children need fresh air and physical activity daily. The boys 
and girls will go outside daily, weather permitting, unless the temperature or wind 
chill is below 40 degrees or the heat index or temperature is above 90 degrees. 
We also consider how much time the children have already been outside during a 
specific day, during their regular school hours. 
 
Personal Belongings  
Latchkey cannot be responsible for lost items. Parents will need to label their 
child’s belongings. If your child brings money or something valuable, it is important 
that the staff is informed. 
 
Tornado and Fire Drills 
Emergency fire drills are conducted at least once each 9-week period. Latchkey’s 
staff is trained in fire safety and the use of fire extinguishers. Tornado drills are 
conducted quarterly. In the event of severe weather or other emergencies, 
Latchkey monitors the local news stations and will take precautions if necessary. 
 
Toys and Cell Phones from Home 
There are many activities for the boys and girls. Toys from home are never allowed 
in the program unless they are for a special project or planned activity. Cell phones 
are not allowed in Latchkey. Should you need to send your child with a cell phone, 
make sure your child understands that it must be kept in his/her backpack during 
time in Latchkey. Cell phones that are not kept in backpacks will be taken and 
placed in the Latchkey cabinet until the end of the program. Latchkey is not 
responsible for broken, lost, or stolen items. 
 
 
 
 
 
 
 
 
 
 



Pretty Water School LatchKey Program 
15223 W. 81st St. S. 
Sapulpa, Ok   74066 

Latchkey Phone Number: 918-906-8125 
or school phone at 918-224-4952 


