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Trinity Catholic Schools Mission Statement  
To educate the whole student, Mind, Body, and Soul 
 
Program Goal  
Our goal is to meet the needs of parents for extended childcare after school during the school 
year, and over the summer months.  
  
The Program will strive to provide:  
 a safe environment for children in the program  
 positive interaction with others  
 opportunities for physical activity  
 enrichment activities including, art, science, creative play, drama…  

 
Program Cell Phone  
If you have any questions or concerns please feel free to call. The TEC phone number is  
701-590-9413 or call the principal. 701-225-8094 (west) or 701-225-9463 (east) 
 
Program Director  
Marha Cusick --- Email marha.cusick@k12.nd.us --- Cell Phone 701-690-4160 
  
Admission Policies  
During the school year only, students enrolled at either of the Trinity Elementary Schools will 
be accepted in the after school and program. Preschool students who are enrolled in the 4 day 
PM class or the all-day prekindergarten class can also attend.  
For summer TEC, only students who are enrolled to enter kindergarten in the fall will be able 
to attend summer TEC. All participants must understand that extended care is a privilege, not 
a right. In order to participate in extended care, parents and children must understand that 
there are rules and regulations that they need to follow. 
 
Prior to your child attending the TEC program, all of the proper paper work will need to  
be completed. 
 
Program Hours   
 School Year 

+ The school TEC program will run from August 18, 2021, through May 17, 2022, 
Monday through Friday, from after school until 5:45 pm.  

 Summer 
+ The first day of the summer program is to be determined depending on the 

school year calendar, but most likely will start a week after school lets out. 
+ It will run Monday through Friday, 7:45 am-5:45 pm. The last day of the 

summer program is to be determined depending on the new school year 
calendar, but most likely will end the first week of August. 

+ We do not offer summer transportation to activities. 
 
Location  
For most of the school year, the program will operate out of the gym at Trinity Elementary  
East, and out of Garvin Hall at Trinity Elementary West. When there are full days of TEC, we 
will be located at either Trinity Elementary East or West. Summer TEC will be located at one 
of the elementary buildings.   
 
Fees  
 Families will be billed a flat fee of $85 per month, per child (this includes 20 hours, 

which can be shared within your family; if one child doesn't use all 20 hours, it is 
applied to other family members).  
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 Hours do not carry over from month to month.  
 Hours also do not apply to full day TEC on ‘no school’ days.  
 We do not offer a drop in rate so anything under 20 hours will still be $85 per month. 
 After 20 hours of care is reached, there is an hourly fee assessed. 

+ One Child: $3.75 per hour after 20 hours 
+ Two Children: $7:00 per hour after 20 hours 
+ Three Children: $9.75 per hour after 20 hours 

 Full Day TEC is offered on most ‘no school’ days. This will require a separate sign-up 
sheet on week before needed and will be billed separately.  

+ The rate will be $35 per day for the first child and $25 per day for each 
additional child. 

 
Late Fee  
If picking up your child after 5:45 pm, a $1.00 late charge per child every 1 minute you are late 
will be added to your bill.   
 
Prior to the beginning of each month, all families will be given a calendar to be filled in with 
the days that their children will need care for the month. If you have a schedule change,  
please let us know at least 24 hours before.  Please keep in mind that it is important to stick 
with your stated schedule. Otherwise, it will be difficult to plan staffing and stay within a 
budget.  
 
If a family chooses to place their child in extended care on an “as needed” basis, we ask that 
you give an advance notice of at least 24 hours. This is so that we can make accommodations 
with our staff. Please do not hesitate to call and ask for approval. We are here to meet the 
needs of our families.  
 
Billing 
 Trinity Extended Care billing is through our FACTS program as an incidental bill. 

+ Through this program you will be able to pay with a credit card or checking 
account. 

 
Typical After School Schedule: 
 Check-in and Snack 
 30 Minute Station Rotations 

+ Outdoor play 
+ Computer lab 
+ Homework/Reading Time/Puzzles/Coloring 
+ Organized Playtime such as board games, blocks, toys, Lincoln logs, card games, 

crafts etc.   
 
Typical Summer schedule: 
7:45-8:15  Arrival/Check-in/Free Play 

8:15-8:45  Prayer/wash-up/Snack 

9:00-12:00 Station Rotations (45 minutes each) 
  Outdoor Play 
  Bible Story 
  Theme Activity 
  Computer/Learning Lab (IXL Educational Site & Summer Bridges) 

12:00-12:45  Wash-up/Prayer/Lunch   



 

12:45-1:30 Quiet Time/Movie   

1:30-3:00 Start Station Rotations (45 minutes each) 
  Outdoor Play 
  Games/Cards/Science/Board Games etc. 
  Free Play/ Storyline Online Stories 
  Computer Lab 

 3:00-3:30 Prayer/Snack Time    

3:30-5:00 Finish last 2 Station Rotations (45 minutes each) 
   
5:00-5:45 Clean up/table games/more calming time for parent pick up 

 
Please keep in mind that from day to day the schedule may change to meet the needs of the 
children. Also, during the summer we plan to add activities that are away from the school such 
as trips to the community center, walks to the public library, and parks. We will make sure 
notices and permission slips are distributed in advance. A note will be on the outside door, 
indicating where the children are, along with a number to call for questions.  
  
Communication  
We find it very important for the staff and parents to communicate regularly about different 
concerns that either may have. In general, a good time to do this is at the time of arrival and 
departure. Parents also need to keep in mind that if other children are present the staff may 
not be able to give their full attention. For this reason you may want to consider scheduling a 
meeting so that both parties can provide their full attention to any concerns that need to be 
addressed.  
  
Daily Release  
Children will only be released to parents or legal guardians. If someone else is going to be 
picking up a child, we ask that the parent verbally tell the director and/or adult in charge or 
authorize the release of the child in writing. For the safety of the children, we will not release 
them without proper notification. On a daily basis parents will be required to verify and initial 
their child’s time sheet. This is to ensure accurate billing.  
  
Clothes  
Please be sure to dress your children accordingly at the beginning of the day (walking shoes, 
sweats, coats, etc.). Keep in mind that the weather can change during the day. Also, please try 
not to send them in good clothing. They will be playing outside and may get dirty. It is also 
important to put your child’s name inside their coats, sweatshirts and other belongings. We 
will have a TEC lost and found bin. Please check this often for missing items you may be 
looking for.  
 
 
Discipline  
All of the children enrolled will be expected to:  
 

• Respect other children and all staff members  
• Respect school and program property  
• Participate in activities to the best of their ability  
• Zero tolerance for foul language or profanity  



• Clean up his/her toys, craft area and supplies, and generally straighten the areas used 
by the program  

• Stay within the stated supervised area  
• Take responsibility for their actions  

  
Consequences 

1. Verbal warning 
2. Time out (length of time=age of child) 
3. If 2nd time out is needed (double the time length of time=age of child x 2) 
4. Notify parent of behavior and fill out a think sheet, which is then returned the following 

day signed by the parent 
5. If behavior persists, a meeting with the parents, Director, and Principal will take place. 

The child may need to take a break for a few days from TEC before being allowed back 
into the program. If there is no change in behavior, child may be exited from TEC. 

 
Meals and Snacks  
During the school year we will provide the afternoon snack and beverage; and during full days 
the program will provide a morning and afternoon snack along with a beverage for each child. 
These snacks will be healthy and meet the federal lunch requirements.  
 
During days of all-day care and summer TEC, all children are required to bring their own sack 
lunch.  There will be a microwave to use, however if 20 children are wanting to warm 
something up, that will take quite a bit of time. It is recommended that you put warm food in a 
thermos so it doesn’t need to be heated up at lunch time. All lunches should be healthy and 
include a beverage. Pop is not allowed except for special occasions.  
 
Water Bottles  
All children need to bring a water bottle to use throughout the day and on outings away from 
the school. Please be sure to have your child’s name visibly written on the bottle. Also, the 
children will be responsible for keeping track of their water bottle.   
 
Sunscreen  
We will be spending time outside throughout the summer. If you would like your child to wear 
sunscreen, please send a bottle with their name on it.  
 
Toys and Equipment  
The program will have a variety of toys and sports equipment for the children to use. The 
children will be responsible for the proper care of these items. Children may also choose to 
bring a toy or game from home to play with. However, we will not be responsible for the care of 
that item. The children are responsible for their own belongings and must share with the other 
children that participate in the program.  
 
Health and Safety  
Children who are ill with contagious symptoms (such as fever, pink eye, respiratory infections, 
etc.) should not be sent to the program. Please contact the director no later than 9:00 am to 
inform them of your child’s absence during summer care. Ordinarily, children who are not well 
enough to play outside or participate in activities should be kept at home. When a child 
becomes ill at the program, a parent or person stated on the Emergency Form will be notified 
to come and pick up the student in a timely fashion. If your child develops a fever, they must 
be fever free for 24 hours before returning to TEC.  
 
Medical Conditions 
Parents are asked to complete the section of the registration form for any medical conditions 
and include emergency contacts. 



 
Medication 
Program personnel will administer medication only if parents put in writing the child’s name, 
the name of medication, instruction regarding date, time, and dosage, and the 
parent/guardian’s signature. All medication with instructions must be kept in a safe place and 
dispensed from there. A form is available, especially if medication is needed daily. Children 
with asthma medications should keep inhalers in their personal possession.  
 
Emergency Care  
All papers must be kept up-to-date. Please keep us informed of new phone numbers, addresses 
and jobs. Parents or emergency contacts will be contacted if a child is injured and needs 
medical attention. In case of serious injury, 911 will be called first, and then the parents will 
be called.  
 
Fieldtrips  
Field trips are an important part of summer activity. They are selected and planned around 
other activities that children may be involved in. Parents will be informed by staff members 
about each field trip that is planned.   
 
For the summer program, field trips are considered a privilege, not a right. Children who 
cannot be trusted to follow the rules will have this privilege withdrawn. Moving away from the 
school building into the field causes increased need for care. If we feel your child will not follow 
instructions, you will need to find alternative care for the duration of the outing. 
 
 Fieldtrip Requirements 

+ Field trip permission forms are required for all trips away from the school. They 
will be handed out to the parents 1 week before the planned fieldtrip.  The 
purpose of these forms is communication and approval by the parent(s) 
regarding the particulars of the trip.  

+ Any child whose daily behavior indicates probable disturbances in an excursion 
will have the privilege withdrawn. Parents will need to find alternative care 
while the other children are on the fieldtrip. Only children whose parents have 
signed permission forms will be permitted to go on the trip. These permission 
forms should be returned one day before the event.  

 
Supervision  
To make sure that there is enough supervision of the children within the program we will have 
a ratio of 1 supervisor to 15 children. The children will be required to stay within a given 
supervised area at all times.  
 
Donations  
TEC will always welcome donations of any kind. If you have games, books, puzzles, playing 
cards, movies, toys, music, or art supplies that you no longer need we will happily accept them.  
 
Principal’s Right to Amend  
The Principal has the right to amend the handbook at any time if so needed.  


