
 

 

SAINT MARY CATHOLIC SCHOOL  

KIDS’ CLUB HANDBOOK 

 
STATEMENT OF PURPOSE 

 

Saint Mary Catholic School’s Kids’ Club program allows students to be in a safe, loving 

environment before and after school hours when parents need extended care.   

 

ATTENDANCE 

 

Because staffing for our Kids’ Club program is based on attendance, it is imperative that we 

know, as soon as possible, whether or not your child is attending that day.  If you have to cancel a 

registered time for your child, please do so before noon that same day, to avoid a minimum 

charge of one hour. 

 

Our Kids’ Club program is not available on days when Saint Mary Catholic School is closed, 

either for inclement weather or school holiday.  Kids’ Club may be available on half days of 

school, depending upon how many students are scheduled to attend.   

 

 DAILY SCHEDULE 

             

7:00 AM – 8:15 AM Sign In – Free Play 

  

3:25 PM  Sign In 

3:30 PM – 4:15 PM Outdoor Play (weather permitting) 

4:15 PM – 4:30 PM  Bathroom/Hand Washing/Snack Time 

4:30 PM – 5:15 PM Homework/Activity Time 

5:15 PM – 5:45 PM Free Play 

5:45 PM – 6:00 PM  Clean Up 

  

 

DISCIPLINE 

 

All members of the Saint Mary Catholic School community have the right to a healthy and safe 

environment, respectful treatment by others, freedom from harassment and abuse, and a positive 

learning environment.   

 

Our discipline policy centers around helping the child maintain self-control and preserve his or 

her dignity.  We accomplish this by setting realistic and developmentally appropriate 

expectations.  We uphold classroom rules consistently, encourage children to talk to each other 



and work problems out, redirect and/or suggest other possibilities when a problem arises, and we 

stay in close contact with parents, communicating the good and the bad.  When necessary, time 

outs are used as an opportunity for a child to calm down and regain control.  

 

Our program reserves the right to terminate services to children who present a danger to other 

children or adults after the teacher and parent have explored after ALL other avenues.  Teachers 

and administrators will make every effort to modify inappropriate behavior, using the techniques 

mentioned above.  Behavior difficulties will be discussed with parents before termination is put 

into effect, unless the child has caused serious injury to another child or staff member.  In that 

case, parents will be called and termination will be immediate. 

 

DISMISSAL 

 

A parent or “authorized” adult must pick up Kids’ Club students.  Children will only be dismissed 

to an adult who is listed on the Child Information Record and on the student transportation form.  

If staff does not recognize the adult, ID will be required.   

 

EMERGENCY CLOSINGS   

 

Snow, bad weather, and other emergencies will be announced on local stations, such WWMT-TV 

& WOOD-TV in Kalamazoo.  If Paw Paw Public Schools are closed due to inclement weather, 

Saint Mary Catholic School will be closed. No Kids’ Club services are available when the school 

is closed.   

 

Saint Mary Catholic School follows the public school policy on dismissal regarding severe 

weather or other disasters where the building may be deemed unsafe for children.  When weather 

emergencies arise while students are in the building, and time does not permit for a safe dismissal, 

students will be sheltered at school.  In the event of a public emergency, please do not call the 

school, but listen to the radio or television stations mentioned above for school information. 

 

ENROLLMENT POLICY 

 

Saint Mary Kids’ Club program, as a part of Saint Mary Catholic School, admits children of any 

race, nationality, or ethnic origin.   

 

The following forms MUST be submitted before a child may attend the program: 

 

● Kids’ Club Registration Form 

● Completed Child Information Record    

● Signed Physical Health Form  

● Rules Signature Page     

● Signed Parental Agreement  

● Written Information Packet Documentation 

● Kids’ Club Weekly Sign Up Sheet 

 



FEES 

 

Hourly Fee:   $4.50 per student, per hour  

Late Fee:    $1.00 for every minute after 6 PM 

 

*Please note that your Kids’ Club bills must be paid to date to be able to participate in our Kids’ 

Club program. Please see the school office if you have any questions.  

 

HEALTH CARE PLAN 

 

The complete Health Care Plan is available in the Preschool/Kids’ Club Licensing Binder.  

Copies are also available upon request.  Topics listed in the plan include: 

 

● Hand washing policies and procedures 

● Handling of Bodily Fluids policies and procedures 

● Cleaning and Disinfecting policies and procedures 

● Controlling Infection - Universal Precautions 

● Illness and Criteria for Keeping your Child Home 

● Health Resources 

● COVID Compliance Policies 

 

ILLNESS AND CRITERIA FOR NOT SENDING CHILDREN TO KIDS’ CLUB 

 

If a child, volunteer or staff member has any of the following symptoms or ailments, he or she 

must remain at home for the health and safety of the rest of the school, until symptom-free 

without the aid of medication for 24 hours (72 hours during the pandemic).   

 

● Diarrhea or vomiting  

● Oral temperature above 100.4 degrees 

● Consistent cough or runny nose 

● Conjunctivitis (Pink Eye) or undiagnosed symptoms of conjunctivitis 

● Undiagnosed rash 

● Chicken Pox, Mumps, or Measles 

● Lice – In the event that a child contracts lice, he/she must be NIT free before returning to 

school.  Please expect an administrator to do a final check upon return. 

 

For communicable diseases, a child, volunteer, or staff member must be on prescription 

medication for 24 hours before returning to school. 

 

ILLNESS OR ACCIDENT DURING KIDS’ CLUB 

 

If your child becomes ill while in Kids’ Club, you will be notified by phone to pick him/her up as 

soon as possible.  Medications cannot be administered unless a doctor fills out the proper form.  

In the event of an emergency, first aid will be administered and the school will attempt to notify 

the parent by phone immediately.  If a minor accident occurs at school, then parents will be 

notified at pick-up time.   

 



The school must be notified if a child suffers from epilepsy, asthma, allergies, or other conditions 

that might cause fainting or other serious symptoms so that proper procedures might be followed 

with the least possible trauma to the child.   

 

If a staff member or volunteer has a serious illness or accident during Kids’ Club, then his or her 

family member will be notified by phone immediately.   

 

MEDICATION POLICY 

 

The medication policy will be in accordance with the policy of Saint Mary Catholic School as 

outlined by the Diocese of Kalamazoo. Please refer to the Parent Handbook.  

  

NUTRITION AND FOOD SERVICE PROGRAM 

 

Parents are expected to provide a morning/afternoon snack and drink. Both must be individually 

wrapped.   

 

SCHEDULE OF OPERATION 

 

7:00 AM – 8:15 AM and 3:25 PM – 6:00 PM 

 

SCHOOL CALENDAR 

 

A school calendar was sent to each family in August it is also available on the school website at 

www.saintmarypawpaw.org. Be aware that it is subject to change throughout the school year.  

Refer to the weekly parent letter or school website for additions or changes.      

 

STAFFING AND TRAINING 

 

Saint Mary Catholic School adheres to the rules and regulations of the State of Michigan when 

staffing the preschool program.  Saint Mary Catholic School has criminal history background 

screenings and child protection registry checks done on all staff. 

 

Kids’ Club staff receive yearly training in blood-borne pathogens and CPR and first aid every two 

years.  Other training includes, but is not limited to, child abuse and neglect, emergency 

evacuation procedures, health care services plan, diocesan wide in-service trainings, and the Saint 

Mary policy regarding the release of children, administration of medications, supervision, and 

communication with parents.  In addition, each member of the Kids’ Club staff is required to 

complete 16 hours of professional development annually in a curricular area, such as literacy, 

math, or science. 

 

TERMINATION OF KIDS’ CLUB CONTRACT OR EARLY WITHDRAWAL 

 

A parent has the right to withdraw at any time. We ask for written notice. As stated under 

DISCIPLINE, our program reserves the right to terminate services to children who present a 

danger to other children or adults or after ALL other avenues have been explored by staff and 

parent. Staff and administrators will make every effort to modify inappropriate behavior, using 

the techniques mentioned above.  Behavior difficulties will be discussed with parents before 

http://www.saintmarypawpaw.org/


termination is put into effect, unless the child has caused serious injury to another child or staff 

member.  In that case, parents will be called and termination will be immediate.  

 

 

Tentative Schedule    
    

August        

  First Day - K-5 Wednesday 24 

September        

  First Day Preschool/Pre-K  Tuesday/Wednesday                   6/7 

October       

 No School - Teacher Inservice Friday 14 

 ½ Day Friday 21 

November       

  No School - Teacher Conference Thursday/Friday 3 & 4 

  Thanksgiving Break Wednesday-Friday 23, 24, 25 

December        

  Christmas Break Begins Friday 23 

January        

  School Resumes Monday 9 

February       

  Conferences - 1/2 day Thursday  9 

  Midwinter Break Friday, Monday 10 - 14 

March       

  No School-End of Third Quarter Friday 31 

April        

  Spring Break Saturday 1 thru 10 

  No PS or PK - Early Childhood Conf Wednesday-Thursday 19 & 21 

May        

  VIP Day - ½ Day Friday 5 

June        

  Last Day - 1/2 Day Friday 9 

    

 School Day 8:25 to 3:25   

 


