
 1 

Welcome to the St. Jude School Extended  Day Program! 

 
The following are the policies, purposes, and goals we have established 

to provide your child a safe, enjoyable, and loving experience. 

 
The Extended Day Program is intended to provide a creative approach to before and 

afterschool time, which includes time for quiet study, energizing snack break, and 

organized physical activities. The program is from 6:15 a.m. to 7:30 a.m. and from 2:30 

p.m. to 6:00 p.m. each school day. There is no minimum number of hours or days. 

Rather, a child can come to the program whenever there is a need.  Fee amounts and 

applications are available at the school office.  Students who are not picked up by 2:45 

p.m. will be sent to our Extended Day program in the Family Center. There is a cost for 

this service, so please be prompt at dismissal. Students not picked up from extra-

curricular activities within ten minutes following the conclusion of the activity will be 

sent to Extended Day. 

 

DAILY SCHEDULE 

 
Supervisors work in teams.  Children experience individual, small group, and large group 

activities in the following manner: 

 
 

Time Group Location 

2:30-3:00 Kindergarten Gym/Outside 

Grades 1-3 Family Center 

Grades 4-8 Family Center 

 

3:00-3:30 Kindergarten Family Center 

Grades 1-3 Gym/Outside 

Grades 4-5 Jr. High Resource Room 

 Grades 6-8 Room 7A 

 

3:30-4:00 Kindergarten Family Center 

Grades 1-3 Jr. High Resource Rm/Rm 7A 

Grades 4-8 Gym/Outside 

4:00-5:00 All age groups combine Family Center, Gym/Outside free 

choice time 

5:00-6:00 All age groups Family Center 
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PURPOSE AND GOALS 
 

We recognize the afterschool time period as an opportunity for each child to grow 

intellectually, physically, socially, emotionally, and spiritually.  Children need a wide 

variety of experiences that will enhance their growth and bring about the development of 

the whole person.  With this thought in mind, we have developed the following goals: 
 

Intellectual 

*to provide an opportunity for students to work on homework with adults available to 

assist when questions come up 

*to provide a range of "hands-on" activities and materials for students to practice new 

skills and experience new activities 

*to provide the child with opportunities to choose, experiment, and explore in a safe 

environment 
 

Physical 

*to provide opportunities for large muscle development through time in the gym and 

outdoor play. 

*to provide opportunities for fine motor development through the use of a variety of 

craft, art, and building materials. 
 

Social 

*to learn to relate to others through play, sharing, taking turns, and helping others 

*to provide opportunities for students to interact with their peers and across age groups in 

less-structured situations 

*to provide guidance and assistance to students in their peer interactions in order to 

promote good values and positive community atmosphere 

 

Emotional 

*to help each child develop a good self-image by offering age-appropriate opportunities 

for success 

*to offer opportunities in self-expression and creativity 

*to guide each child in developing appropriate ways of expressing his/her emotions 
 

Spiritual 

*to provide an atmosphere where God's unconditional love and acceptance is shown for 

each individual 

*to help each child become aware that God created each of us in a very special and 

unique way 

 

From the St. Jude School Handbook: 

 

"EXTENDED DAY PAYMENT POLICY 
Delinquent balances for Extended Day will no longer be accepted. Any Extended Day balance 

must be paid within ten calendar days from receipt of the billing statement. A delinquent balance 
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will preclude the child(ren) from the Extended Day program until the account is paid in full. At 

that time these families may also be required to maintain a prepaid account for Extended Day 

usage." 

 

ARRIVAL & DEPARTURE PROCEDURES 
 

All children will be supervised at all times.  Our program's arrival and departure 

procedures are: 

Arrival 

Each child will be greeted by a staff member and checked in on a daily attendance sheet 

upon entering the Family Center at the beginning of Extended Day.  Students 

participating in after school activities must stay with their advisors at all times.  When 

they join Extended Day after their activity has ended, we ask that their advisor sign them 

in and that the student notify their supervisors when they have joined their group. 

 

Departure 

Children will be dismissed individually to their parent, legal guardian, or a person over 

the age of 18 designated by the parent or guardian and be signed out on the attendance 

sheet.  No child will be released to anyone the child cannot identify or to anyone that will 

not produce photo ID if requested to do so.  We will only release a child to those 

indicated in your Procare Profile.  If a situation arises and you need someone to pick up 

your child who is not on the form, please call the Extended Day cell phone number (440-

213-2695) and ask to speak with the program director. 
 

At least one current emergency contact number must be available 

during program hours.   
 

If any parent does not pick up their child by 6:00 pm and can't be reached or an 

emergency number is not helpful in contacting someone to pick up a child, Extended Day 

supervisors will remain with your child until you arrive, but an additional fee may be 

assessed.  Please be aware that the program closes at 6:00 pm and repeated late pick-ups 

may be grounds for revoking your child's enrollment in the Extended Day program.  
 

SAFETY NOTES 
 

Staff members have immediate access to a working telephone at all times.  This also 

applies to emergency numbers.  Staff members are required by law to notify the 

children's protective agency if child abuse or neglect is suspected.  Toxic materials are 

kept out of the area used by children, and no spray aerosols are used. 
 



 4 

PROCEDURES FOR EMERGENCIES AND ACCIDENTS 

 
Emergencies 

We do perform safety drills during Extended Day program hours.  These include, fire, 

tornado, and lock-down drills.  Fire, emergency, and weather alert plans are posted in 

each of the program areas we use which explain the actions to be taken, responsibilities 

of staff and fire evacuation routes.   

Accidents 

All staff are required to fill out an incident report form when a child is injured while 

attending Extended Day.  These incident report forms will be filled out and given to the 

parent or designated guardian whenever the injury requires the administration of first aid 

such as ice packs for bumps or bandages for scrapes or cuts.  In the event of a serious 

incident, injury or illness Extended Day supervisors will summon emergency assistance, 

administer first aid, and contact the parents or designated guardian. 
 

MANAGEMENT OF ILLNESS 
 

Extended Day staff will notify the parent or guardian of a child's condition when the child 

as been observed with the signs and symptoms of illness.  A resting mat is provided in a 

quiet area of the Family Center for children who need to be isolated from the larger group 

due to illness.  The child's condition and comfort will be monitored by Extended Day 

staff until a parent, guardian, or other responsible adult (designated by the parent on the 

Extended Day form) comes to pick up the student.  The program also reserves the right to 

call a parent or guardian to pick up a child who is otherwise not feeling well enough to 

participate.  
  

ADMINISTRATION OF MEDICATION 

 

The Extended Day program will administer emergency prescription medications only 

(asthma inhalers, epipens, etc.,).  Please be aware that after 3:00 pm, we do not have 

access to the nurse's office.  That means that if your child has an emergency medication 

for an allergy or medical condition, we must have these medications on hand in the 

Family Center during Extended Day.  Please send in separate epipens, inhalers, etc., 

for your child's use at Extended Day.  Any prescription medication must have the 

prescription label with the child's name and dosage instructions attached to the 

medication.  They will be stored securely and labeled clearly.  Extended Day staff will be 

made aware of your child's medication needs and will be trained in their appropriate use.  

We will not administer nonprescription medications at Extended Day. 

 

The following procedures will be used to administer medication during Extended Day 

hours: 

●Written and signed orders from the physician must detail the name of the drug, dosage, 

time interval (including start date/end date) that the medication is to be given, and 

diagnosis or reason for the medicine. 
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● Medication must be in the original, unopened container provided by the doctor, 

pharmacy, parent or guardian. 

●Written permission must be obtained from the parent or guardian.  

 

SNACKS 

 
Snacks are served during Extended Day at the following times: 

 

Grades 1-8: 2:40-3:00 

Kindergarten: 3:00-3:20 

 

**Attention Parents: After 3:15, snack materials are put away.  We suggest you pack an 

extra snack for your child if they are expected to join Extended Day after 3:15 pm. 

  

As a school program, we follow the principles of the DIOCESE OF CLEVELAND, 

OFFICE OF CATHOLIC EDUCATION WELLNESS, FOOD, AND BEVERAGE 

POLICY #6102.38, the details of which are stated in the St. Jude School Handbook.  I 

have included a portion of those details as they relate to snacks at Extended Day here for 

your convenience: 

 

"The schools of the Diocese of Cleveland, and the community itself, have a responsibility 

to help students learn, establish, and maintain lifelong healthy eating and activity 

patterns. In accordance with the policies stated by the Diocese of Cleveland, the 

Extended Day program will ensure that student access to foods and beverages meet 

federal, state, and local policies and guidelines, including Ohio Senate Bill 210 

requirements for evaluating food and beverage items: 

 

○Will have no more than 150 calories for elementary students, 180 calories for middle 

school students and 200 calories for high school students; 

○Will have no more than 35% of its calories from fat (excluding nuts, seeds, peanut 

butter, and other nut butters) & 10% of its calories from saturated fats with zero trans fat; 

○Will have no more than 35% of its weight from added sugars; (August 2013 32) 

○Will contain no more than 230 mg of sodium per serving for snack items (chips, cereals, 

crackers, French fries, baked goods, etc.), no more than 480 mg of sodium per serving for 

pastas, meats, and soups.  A beverage item sold individually: (See Senate Bill 210 – 

Beverage Restrictions in Appendix B) 

○Elementary K-4: Limited to water, milk and 8 ounces or less of 100% fruit juice (or 

fruit/water blend with no added sweeteners) with no more than 160 calories per 8 ounces. 

NO OTHER BEVERAGES ALLOWED. 

○Elementary 5-8: Same limitations as K-4 except 10 ounces of juice are allowed with no 

more than 160 calories per 8 ounces. Other beverages are allowed as long as they are 12 

ounces or less with no more than 66 calories per 8 ounces (larger size beverages are 

allowed but are limited to 10 calories per 8 ounces). " 
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In our efforts to promote good habits, we do not allow students to eat treats that they may 

have been given during the school day (i.e. cupcakes, candy, etc.,) while in our care.  

While they may eat snacks they have brought from home, we do ask that candy & 

cupcakes remain in lunch boxes or be eaten at lunch, out of respect for the rest of the 

Extended Day students who must save those same items received during the day for 

home consumption.  We make an effort to serve a nutritious snack each day, according to 

the parameters stated above.   
 

BIRTHDAYS AND SPECIAL DAYS 
 

Birthdays and special days are celebrated once a month at Extended Day.  We will 

announce the birthdays for that month, encourage any birthday students present to come 

up to the front where we sing and congratulate them as a group.  Students are also 

allowed to pick a small gift from a gift bag we provide to acknowledge their birthday.  

We try to do this more than once in the same week to "catch" as many birthdays as 

possible due to the fact that attendance varies on a day-to-day basis.  In the event that 

your child misses the birthday celebration, they only need to report to the program 

director and we will make sure they receive their gift.  

 

Summer birthdays are celebrated as follows: 

June birthdays in March, 

July birthdays in April, 

August birthdays in May 

 

From the St. Jude School Handbook: 

 

"All birthday treats served at school must be in compliance with the Wellness, Food, and 

Beverage Policy. Otherwise, wrapped treats should be sent home with students so that 

parents can determine if they wish their child to consume the food item." 
 

GUIDANCE AND MANAGEMENT POLICY 
 

St. Jude standards with regards to the STUDENT  CODE OF CONDUCT are 

in force after school hours and during Extended Day. 

 
The Extended Day staff assigned to supervise a child or group of children shall be 

responsible for their guidance and management in accordance with St. Jude's policies of 

discipline as stated in the St. Jude School Handbook.  At Extended Day, every effort is 

made to understand the particulars of a situation and to employ disciplinary actions as 

necessary to promote the values of our Catholic school community.  Supervisors are 

encouraged to: 

 

1) Use developmentally appropriate techniques suitable to the children's ages and 

relevant to the circumstances; such as, but not limited to: 
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 a) Setting clear limits. 

 b) Redirecting the child to an appropriate activity. 

 c) Showing children positive alternatives. 

 d) Modeling the desired behavior. 

 e) Reinforcing appropriate behavior. 

f) Encouraging children to control their own behavior, cooperating with others and 

solving problems by talking things out. 

2) Intervene, when needed, as quickly as possible to ensure the safety of all children. 

3) Use developmentally appropriate separation from the situation.   

 

At Extended Day, younger students will be given an opportunity to reflect on their 

behavior and are encouraged to think about how they might to correct their mistakes in a 

future situation.  Older students may be asked to write a definition and short prayer that 

helps them focus on the correction of their behavior.  The purpose of this is for them to 

reflect on how their actions were in conflict with the values we are trying to promote as a 

St. Jude community.  These values are Respect, Self-Discipline, Fairness, Truthfulness, 

& Kindness.  This also provides an opportunity for our supervisors to have a conversation 

with the student that clarifies for both parties the error that was made and how to improve 

for the future. We may also encourage the student to share the writing assignment with 

their parent in part to encourage them to take responsibility for their behavior, and also to 

include their parent in a conversation about how they intend to correct their behavior 

going forward. 

 

Our program's discipline policy is one of guidance.  We believe that a well-planned 

program that keeps children active and constructively busy is the very best way to 

prevent behavior problems.  However, we also realize that all children behave according 

to their needs and emotions at a given time.  It is our responsibility and desire to guide 

children toward appropriate ways of expressing their needs and emotions.  If this is done 

in a positive way, we believe that it becomes a learning experience rather than a negative 

one.  
 

PARENT COMMUNICATION 

 

At Extended Day, we make every effort to greet parents & caregivers when they come in 

to pick up their child(ren) every day.  This is especially the case when there has been an 

incident involving injury or a disciplinary matter, but also when we have particularly fun 

or interesting things to share with parents about their child's experience at Extended Day.  

We believe that our program benefits from making the effort to get to know families, and 

vice versa.  We encourage open lines of communication between parents & supervisors 

and feel a conversation in person when there is a concern is always a good place to start 

in finding a resolution to a problem.  Most concerns can be handled easily in this way, 

but if questions remain, please feel free to schedule a conference with the Extended Day 

Program Director.  If a parent or caregiver is not satisfied with the problem's resolution 



 8 

after speaking with Extended Day staff and the program director, it is also possible to 

include the school administration in the conversation. 
 

ELECTRONIC DEVICES AND CELL PHONES 

(Grades 6-8 only) 

 

From the St. Jude School Handbook: 

 

"We respect the wish of parents and guardians to allow children to have these items at 

school.  All electronic devices, including cell phones, should not be used and should not 

be visible during the school day. With teacher permission, students may contact a parent 

at the conclusion of an after-school activity.  Failure to comply will result in confiscation 

of the electronic device; retrieval by a parent will be required.  

 

Media Device Policy  

Cell phones, iPods, and all other media devices must be turned off and remain in the 

student lockers between 7:30 and 2:45.  

 

Any student who chooses to violate the policy will have the item confiscated. A 

parent must come to retrieve the item from Mrs. Hibler. There will be NO 

exceptions. " 

 

At Extended Day, students in grades 6-8 are allowed to use their personal electronic 

devices for their own entertainment, as long as they follow certain guidelines which are 

as follows: 

 

1.  These devices are to be used for game play or listening to music only.  This is to 

ensure simplicity of supervision for our staff and gives the group as a whole the same 

guidelines for these items' use.  We do ask that your child only choose to play games that 

are rated “E for Everyone” while they are at Extended Day. This is not meant to be a 

criticism of parental approval for certain programs, but merely a way to acknowledge that 

different families have different rules and levels of concern with regards to electronic 

media.  We would rather err on the side of caution in order to be respectful of the wide 

range of parental views for the use of these devices. 

 

2.  NO TEXTING, picture-taking, video recording, or communication programs of any 

kind may be used.  No viewing of videos or scrolling through pictures online is allowed.  

This is for your child's safety, as well as the supervisors' need to oversee many students 

engaging in these activities while your child is in our care.  Students often will want to 

share what they are viewing with a friend and this may come into conflict with different 

families’ values and views regarding online content. 
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3.  We also ask that students not make phone calls or receive phone calls on their 

devices while at Extended Day.  With this in mind, if you would like to contact your 

child while they are at Extended Day, we ask that you call the Extended Day cell phone 

(440-213-2695) and we will gladly connect you with them.  If an emergency arises and 

the Extended Day cell phone is not available, we will allow students to communicate 

with parents & caregivers with their own cell phone, provided they have asked 

permission from their supervisor first. 

 

MISCELLANEOUS 
 

Clothing: 

We do allow students to change out of their uniforms after they have signed in to 

Extended Day.  The clothing they change into must follow St. Jude School casual dress 

day guidelines.  Please note: shorts which are worn underneath girls' uniform skirts or 

jumpers may not necessarily conform to the casual dress code guidelines for appropriate 

length when the skirt or jumper is removed. We often are asked if girls can remove skirts 

or jumpers while playing at Extended Day because they are hot or uncomfortable.  The 

answer to these requests is generally "yes," provided the shorts are long enough to 

conform to the St. Jude dress code:  "Appropriate length for jumpers, shorts, skirts, and 

skorts is two (2) inches above the knee."  Active play, "messy play", gym and outdoor 

play are very important parts of our program, and we encourage the children to engage 

fully in their chosen activities.  PLEASE MAKE SURE THAT ARTICLES OF 

CLOTHING ARE MARKED CLEARLY WITH YOUR CHILD'S NAME.  For 

health and safety reasons, shoes and socks must be worn at all times.  Soft-soled shoes 

with non-marking soles should be worn on the gym floor.  These rules are enforced for 

your child's safety. 

 

Items from home: 

In general, we discourage students from bringing out personal items for use at Extended 

Day as a rule.  Please keep in mind that if your child decides to play with their own 

item(s) from home while at Extended Day, they do so at their own risk.  The 

responsibility for keeping track of and taking care of their items rests on your child alone.  

You and your child may decide that keeping their personal items in their backpack until 

they get home is the safer choice.  

 

We at Extended Day are here for you and your child(ren) because we enjoy being with 

them and providing them with a safe and stimulating after-school environment.  We are 

committed to working with you should problems arise and endeavor to make certain that 

children have every opportunity to have an enjoyable and valuable experience.  We take 

very seriously our responsibility for your child's well-being and thank you for entrusting 

them to us!  


