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Philosophy and Goals 
 

St. Aloysius Extended Day Program is a self-supporting organization. The 
program’s philosophy is that all children need a friendly, relaxing place to spend their 
time before and after school. These children are going to, and coming from, the 
structured activities of the classroom. Therefore, it is necessary that the Extended Day 
Program provide an atmosphere where they can play, relax, talk unwind, do some 
homework and be comfortable -- a place they feel is theirs. 

The goal of the Extended Day Program is to maintain as home-like an 
atmosphere as is possible in a group setting. We strive for a mixture of structure and 
freedom of choice, to encourage independence while giving guidance.  We want to 
educate children in the skills of: 
 

   Getting along with others of all ages 

   Solving one’s problems 

   Taking care of one’s self AND helping others 

   Respecting one’s self and others 

   Treating one’s environment with care -- Whether 

   The environment is an immediate, indoor one, 
   A neighborhood, outdoor one, or the entire earth 

   Upon which we live. 
 

We all spend a lot of time together at the Extended Day Program. It can be a rich 
learning experience for a child, as well as a fun one.  The children who attend inevitably 
develop closeness to each other and to the staff that is almost a family-type feeling.  All 
of the staff at the program wishes to express appreciation to the parents of the Extended 
Day Program children for allowing us to be part of their lives. 

The Principal of St. Aloysius School and the director of the Extended Day 
Program work together to hire all staff connected with the program. 

 

Eligibility/Admission 

 

The Extended Day Program is open to any child in grades Kindergarten through 
the Eighth grade who attend St. Aloysius School. The program is unable to accept 
younger siblings not in the school.   

Each child in the Program should be covered by twenty-four hour insurance. A 
completed registration form,  Registration Fee of $20.00, and a signature form for 
acceptance of policies/procedures must be on file in order for a child to be accepted for 
attendance.  

Please keep the program informed of any change of emergency contact person, 
home address or telephone number, work telephone number, or persons authorized to 
pick up your child.  The extended day program and classroom teacher must be notified 
by phone or in writing of any changes in the child’s regular program attendance 
schedule.   
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Operating  information 

 

The Extended Day Program will not be in session on days that St. Aloysius School 
is not in session. 

 

Snow Days: When a 2-hour delay is announced, extended day is open until school 
is canceled. At the check in desk on these days, parents are asked to make 
arrangements with the extended day staff, who to call if school closes. Phone numbers 
need to be provided. When a closing is announced after a 2-hour delay, a staff member 
will phone you to ask that the student be picked up. If school is closed, extended day is 
closed also. 

 

Hours: The program opens at 7.00 – 8:30 A.M. and again from 3:15- 6:00 P.M., 
beginning on the first day of school. Students should enter the school, accompanied with 
an adult, into the designated area.  

 

 

Standard Operating Procedures 

 

Morning Check in Procedure: The AM Program (7:00 – 8:30 A.M.) encourages a quiet 
atmosphere where breakfast may be eaten (provided by parents).  

Extended day is located on the second floor above the kitchen. Access is 
obtained through the staircase to the right of the Hartmann Hall gym doors. Enter the 
School main entrance and stay to your right, down the long hallway, turn towards the 
gym and the staircase is to the right. At the top of the stairs you will need to ring the 
doorbell and a staff member will open the door for you. Our billing system requires 
parent login of all students. Each child will have their own identifying pin number given to 
parents only. If a child enters without a parent, he/ she will be logged in by staff as if they 
arrived at 7 am. Students will not be allowed to log themselves in.  If a student needs to 
go to his/her locker, or to the restroom, he/she must obtain a hall pass from the 
extended day personnel before entering the hall. No students will be allowed to enter the 
halls without a pass before 8:30 am. The doors to Hartmann Hall will not be open until 
8:30 am. The main office school door will be open at 8:00 a.m. for those needing to do 
business with the school office staff.  
 Afternoon Check in Procedure: All students in grades K-3, using extended day 
after school will line up in Hartmann hall, and be taken to extended day by a teacher. 
Students in grades 4-8 are to go directly to extended day after school from the second 
floor and check in with the personnel. Students are to hang up their coats and put book 
bags in the assigned areas. Snack is provided immediately. Students are to wash their 
hands, be seated at the table and wait for the staff to begin prayer.  After prayer is said 
by all, the snack is eaten, then other activities can begin. The staff will let the students 
know the schedule to follow. 
 Dress code for Extended day: The dress code for extended day is the same as 
the school dress code. If the student has a CYO sports practice during the time he/she is 
at extended day, he/she will be allowed to change into practice clothes 15 minutes 
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before the beginning of practice. The extended day staff will be provided with a schedule 
of practice times from the CYO coaches and staff.  
 Extracurricular activities: When a student is involved in an after school activity 
during his/her stay at extended day, the student is under the responsibility of that 
activity’s coordinator and not the extended day personnel. The student must report to 
the extended day personnel immediately after school and then be dismissed to 
the activity. (This includes Sports, Choir, Scouts, Quiz Bowl, etc.) While participating in 
the activity, the student will not be charged for extended day.  

 If a student is helping in a teacher’s room, they must report to the extended day 
personnel and then go back to the classroom. The classroom is considered an extension 
of extended day and will be billed for the time spent there. 

Homework: The extended day staff’s first priority is the safety of all students in 
their care. It is recommended by the school administration and extended day staff that 
students in grades 4-8 are able to work on homework in extended day at their own pace. 
If this is the parent’s request, for a student to work on homework while in extended day, 
please express this in writing addressed to the extended day personnel. The staff will 
encourage homework completion.  

The administration and staff recommend parental supervision of homework at 
home for students in grades K-3. Therefore, students in these grades will be allowed to 
play and participate in other activities while in extended day. 

Snacks: No snacks are provided in the morning session. Breakfast may be 
brought into extended day to be eaten. Hunger can be cause for a very long morning for 
the students. 

Healthy snacks are provided to all students upon arrival in extended day in the 
afternoon. A student may choose to not participate in the snack. If he/she choose to not 
participate right after school, another snack is not offered at a later time. Students are 
not allowed to bring in their own snacks. If your child has a specific allergy to certain 
foods, the extended day personnel must be provided with a list of items your child 
is allowed to eat. This ensures consistency and safety for all students.  

If a student is involved in an activity immediately after school, the student is 
allowed to have his/her snack when they return from the activity. If a student receives a 
snack at the activity, he/she may refuse their snack at extended day. If a student attends 
extended day till 6:00 P.M. parents may write a note and send an additional healthy 
snack to eat at 5:00 P.M. Please NO Peanut Butter or NUTS. 

In extended day, students are not allowed to consume gum or candies given to 
them by teachers during the day. These items are to remain in the bookbag until they 
arrive at home.  

Toys/other items to play with:  Toys or other items brought from home are not 
allowed in school or extended day. The program has many activities and games and 
things for the children to play with. Students in grades 5-8 are allowed to have personal 
CD players with headsets. CD’s brought in the players are to be parental approved 
appropriate music. If the extended day personnel feel the music is not appropriate, the 
staff will hold the CD until their parent picks up the student. The CD will be given to the 
parent and asked to not be returned to school.  

Use of Hartmann Hall and Playground After School:  Hartmann Hall and the 
Playground/Parking area is used by extended day after school until 6:00 p.m. Please do 
not park in the coned off area until after 6:00 p.m. Due to scheduling of play time, the 
students may not always be using the area at the time you are parking or dropping 
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students off for activities. They may be just coming out. This enables the staff to provide 
a safe area for the children to play. Please be considerate. 
 

 
 
 
 
 
Payment Procedure 

 

The Extended Day Program can be used on a regular or occasional basis. The fee 
is $2.75 per hour per child. There is a late fee of $1.00 per minute for children not picked 
up by 6:00 P.M. 

 

Statements are sent home with the children every Thursday in the yellow envelope 
and must be paid by Monday of the following week. Parents are asked not to make 
adjustments on their bill without notifying the school first. Payment can be turned in at 
the school office, to your child’s teacher, or at the Extended Day Program. Since the 
Program is self-supporting, prompt payment is expected for a child to continue in the 
program.  

 

The payment policy is as follows: This will be enforced. 
1. Payment is expected weekly. Billing is sent home on Thursday and payment is 

due back on Friday. (The next day) 
2. If after two weeks of no payment on the account, a delinquent billing will be sent 

to parents through the mail. 
3. If no payment is received after the 4th week, the Extended day personnel will be 

notified not to accept the child at extended day until balance is paid. 
4. No phone calls will be made reminding you that payment is due. It is the 

responsibility of the Parents to make payments weekly. 
5. If the child is removed from the program twice within a school year for failure to 

pay, the child will not be able to return to the program for the remaining school 
year. 

 

The Program must be notified, in writing, of any changes in a child’s normal 
attendance schedule. 

 

Discipline Policy 

 

 Discipline is an important aspect of a child’s total development. The purpose of 
the extended day program is to provide a safe, friendly, relaxing place to spend their 
time before and after school. We strive to provide as home-like an atmosphere as 
possible in a large group setting. As with all groups of children, problems will arise. The 
following is the Discipline Code, which has been established for the Extended Day 
Program. 
 

The administration reserves the right to handle serious student problems in a way 
other than the way stated below if it is more beneficial to the students’ concerned. 
Parents will be contacted in these instances. 
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Discipline Code for Extended Day: 
 

1. The extended day staff gives a verbal warning. 
2. Two verbal warnings constitute a 5-minute time out. 
3. Time outs are increased by 5-minute increments for each continued issue. Time 

out will not exceed 15 minutes. 
4. If problems continue, student is sent to school office to discuss problem with the 

Principal. Written notice is given to parents, when child is picked up. AM 
personnel will notify PM personnel, for Extended day Director to discuss the 
situation with the parents at pick up. If child does not attend PM extended day, a 
written notice will be given to the child to take home.  

5. School Discipline Violations will be issued by Extended day staff  if warranted.  
6. If problems become routine, an interview will be arranged with the student, 

parent, Extended Day Director, Principal and classroom teacher (if needed). 
7. If the problems cannot be resolved, the student will be removed from the 

Extended Day Program for the current school year. 
 


