
CARE PROGRAM POLICIES AND PROCEDURES 

St. Matthew’s CARE Program offers after school care for students of St. Matthew The 
Apostle Catholic School in grades Pre-K–6. It is held in the school from the end of the 
school day at 2:25 P.M. until 6:00 P.M. For students in Pre-Kindergarten, CARE will 
begin after their school day at 2:00 P.M. CARE follows the school calendar and is closed 
when the school is closed.  

Curriculum Goals   

● To assist parents in the care of their children in the after-school hours by providing 
children with loving, supervised attention.  

● To provide this care in a comfortable, safe, and disciplined environment. 
● To provide children with caring providers who understand and appreciate the value 

of the human person, and therefore, the dignity of each child, treating each child 
and fellow staff member with honor and respect.  

●  To provide children with healthy, nutritious foods for snacking in the after school 
hours.  

●  To provide children with ample time and opportunity each day for physical 
exercise/activity.  

●  To allow children the time and encouragement each day, as far as possible, to 
complete their homework assignments. 

 

Personal Discipline  

● Keeping hands to self  

● Proper respect for parents, adult caretakers, and other adults  

● Proper respect for fellow classmates, including taking turns and sharing  

● Proper respect for materials and school property  

● Use of words to express feelings and frustrations  

● Proper use of language (no name calling)  

● Special consideration of younger children by those who are older  

● Behavior in accordance with school rules  

● Outdoor rules and playground behavior  

● Importance of keeping personal space clean and ordered  

● Group participation in cleaning up of toys and materials  

 

 

Health and Safety Skills  



 

● Proper use of toilet facilities  

● Proper hand washing procedures  

● Proper procedures in the event of injury  

● Proper procedure when sneezing or coughing  

 

Educational  

 

● Puzzles adapted to age level of child by size and number of pieces  

● Puzzles and games incorporating mathematical concepts and skills  

● Legos and building blocks  

● Board games and card games, adapted to age level of child  

● Chapter books, picture books, and nature magazines appropriate to child’s age  

● Arts and crafts, including beads for jewelry making, yarn for finger weaving, use of 
glue and scissors  

● Limited use of educational videos  

 

Recreational skills  

 

● Group activities and games, some of which can be played both indoors and 

outdoors  

● Soccer, basketball, kickball, passing the football  

● Jump rope, hula hoop, four square 

 

Social and Emotional Learning 

 

● Use of “Please” and “Thank you”  

● No gossip  

● Apologies and forgiveness  

● Using words to express feelings and frustration 

 

 

REGISTRATION PROCESS 
 
The annual registration process begins in January for families currently enrolled in the 
program. Open enrollment begins in February for new families. A non-refundable 
registration fee of $25.00 per family is required for all St. Matthew CARE participants. 
Fees are paid through your FACTS account. 
Acceptance into the program is based on availability. Enrollment shall be granted without 
discrimination on the basis of race, religion, gender, cultural heritage, political beliefs, 
disability, or marital status. Program policies and procedures shall be given to all parents 



at the start of the school year or at the time of enrollment; to staff prior to working with 
the children, and to other persons upon request.   
 
Should your child have special needs, please contact our program prior to registration to 
ensure careful and thoughtful planning for program design and implementation. There 
will be a consultation with special education staff to make any needed program 
modifications. If the child’s needs can be met, the time and date of enrollment will be 
determined during a family meeting.  

Fees for the CARE program are as follows: 

AM Childcare: 

$3/day/family for any/all students that arrive at school BEFORE 7:20 am  

PM CARE Program:  

1 child- $24/day (2 day min)   

2 children- $34/day (2 day min) 

3 children- $37/day (2 day min) 

 
There is a two day minimum charge for CARE whether the child/children attends or 

not, as stated in the registration packet. If we are not in session for a full week (5 days) 

you will not be billed the two day minimum, only the days attended. 

 

STAFFING & SUPERVISION 

 

Children will be given continuity of care and supervision with the teacher to student ratio 

generally not exceeding:  

 

● Pre-Kindergarten- 1:14 with group size no larger than 28 students  

● Kindergarten - 4th grade- 1:18 with group size no larger than 36 students  

● 5th grade - 6th grade - 1:20 with a group size no larger than 40 students 

We intend that no child will be left alone, or unsupervised with the following 

exceptions: 

 



(a) Children may run errands or use the restroom without direct adult supervision 

in the area designated for the programs use by the site plan if the children are 

within hearing of a staff member, a staff member knows the whereabouts of the 

children at all times, and a staff member checks on the children every five 

minutes; and/or 

 

(b) Children in kindergarten grade and higher in groups of two or more may be 

without direct adult supervision in the area designated for the programs use by 

the site plan if the children are within sight or hearing of a staff member in 

adjoining or adjacent space, a staff member knows the whereabouts of the 

children at all times, and a staff member checks on the children every five 

minutes and documents the observation; and/or 

 

(c) When a group of children are outdoors, a staff member shall be able to 

summon another adult without leaving the group alone or unsupervised. A school 

child in fourth grade or older may leave the group to summon an adult. 

 

Staff members shall be recruited and employed, without discrimination on the basis of 

age, color, national origin, race, sex or disability; 

(1) The terms of employment shall include, but not necessarily be limited to, the 

following: job descriptions, staff qualifications, wages, benefits, probation, 

grievance procedures, performance evaluation, resignation, and termination; 

(2) Procedures for checking references of potential employees; 

(3) Required orientation and in-service training; 

(4) Use of volunteers; and 

(5) Staff data privacy provisions. 

 Personnel policies shall be available to staff and other persons upon request. Individual 

staff records shall be maintained. Each school child program shall submit reports to the 

department of education or the school district as requested. 

 

DISCIPLINE POLICY 
At St. Matthew CARE, discipline is viewed as guiding the child toward self-control so 

they may function independently in a socially acceptable manner. Children will be taught 

to be responsible for their own actions. Rules and limits are set for three main reasons: 

possible harm to self or others, damage to property, and infringement on the rights 

of others. The environment of the program will be structured to help children remember 

limits and positive language will be used to provide simple, consistent explanations.  

Appropriate behavior will be rewarded by verbal praise and positive communications 

with the parents. Natural and logical consequences will be provided for inappropriate 



behavior. The children will help to develop our CARE “Class Rules” at the 

beginning of the school year. This will be done in each individual grade level. 

 

Below are the steps of the CARE disciplinary policy: 
1. Verbal warning with redirection of behavior  

2. Loss of privilege (for example: time-out, removal from activity, etc.) and parent 

will be spoken to at pick up  

3. A behavior slip will be sent home and the parent will have to sign it  

4. If concerning behavior persists, the CARE Director will contact the child’s parent 

by phone and there will be a meeting with the school administrators.  

5. At the principal’s discretion, the child will be dismissed from the CARE program.  

Based on the severity of the behavior, the school administrators reserve the right to 

skip steps in the disciplinary policy.  

If a child receives 3 behavior slips in a quarter, the child will be suspended from CARE 

for a week. If the child receives another slip after suspension, he/she will be dismissed 

from the CARE program. Behavior slips will reset every quarter and a second 

suspension at any time throughout the year is an automatic removal from the 

program. 

  

St. Matthew CARE must be in compliance according to the State of Ohio Department of 

Education Administrative Code for Discipline below:  
In accordance with administrative code for discipline, section 3301-32-09 
  

(A) The program shall have a written discipline policy describing the program's 

philosophy and restrictions as listed in paragraph (I) of rule 3301-32-09 of the 

Administrative Code of discipline and the specific methods of discipline used at the 

program. This written policy shall be on file at the program for review. 

Constructive, developmentally-appropriate child guidance and management 

techniques are to be used at all times, and shall include such measures as 

redirection, separation from problem situations, talking with the child about the 

situation, and praise for appropriate behavior. The program's written discipline 

policy is to comply with this rule, section 3319.46 of the Revised Code and rule 3301-

35-15 of the Administrative Code.  

(B) All school age child care staff members shall receive a copy of the program's 

discipline policy for review upon employment.  

(C) The school child program shall provide in-service training to staff regarding the 

written discipline policy and procedures before the school child program begins 

and/or before staff members begin working with children.  

(D) The parent of a child enrolled in a program shall receive the program's written 

discipline policy.  



(E) A school age child care staff member in charge of a child or a group of children 

shall be responsible for their discipline.  

(F) Discipline shall be constructive and educational in nature, and may include such 

measures as praise for appropriate behavior, diversion, talking with the child, and 

separation from problem situations.  

(G) Exclusion from the school child program for disciplinary reasons shall be 

addressed in the policy and procedures.  

(H) The program shall neither abuse nor neglect children, but shall protect children 

from abuse and neglect while in attendance at the school child program.  

(I) The program's actual methods of discipline shall apply to all persons on the 

premises. In addition to the restrictions outlined in rule 3301-35-15 of the 

Administrative Code, the following apply: 

(1) There shall be no cruel, harsh, or corporal punishment, or any unusual 

punishments such as, but not limited to, punching, pinching, shaking, 

spanking, or biting.  

(2) Discipline shall not be delegated to a child.  

(3) No physical restraints shall be used to confine a child by any means other 

than holding a child for a short period of time, so that the child may regain 

control.  

(4) No child shall be placed in a locked room or otherwise confined in an 

enclosed area such as a closet, box, or similar cubicle.  

(5) No child shall be subjected to profane language, threats, derogatory 

remarks about himself/herself or his/her family, or any other verbal abuse.  

(6) Discipline shall not be imposed on a child for failure to eat or sleep, or for 

toileting accidents.  

(7) Techniques of discipline shall not be intended to humiliate, shame, or 

frighten a child.  

(8) Discipline shall not include the withholding of food, rest, or toilet use.  

(9) Separation shall be brief in duration, and age developmentally-appropriate.  

The child shall be within sight and hearing of a school child care staff member, 

and in a safe, lighted, and well-ventilated space.  

(10) A staff member who suspects that a child has been abused or neglected is 

to immediately notify the public children services agency in accordance with 

section  2151.421 of the Revised Code and a serious incident report is to be 

completed and submitted to the department within twenty-four hour.

(J) The parent of a child enrolled in a program is to receive the program's written 

discipline policy. The program is to communicate and consult with the parent prior 

to implementing a specific behavior management plan. This plan will be consistent 

with this rule and in writing and signed by the parent.  



Supplemental Information  

Authorized By: ORC 3301.07, 3301.53, 3301.58  

Amplifies: ORC 3301.52 to 3301.59  

Five Year Review Date: 7/1/2026  

Prior Effective Dates: 1/27/1992, 12/30/2004, 1/22/2010, 6/22/2015  
 

SNACK INFORMATION 

 

A nutritious snack that provides nutritional value in addition to calories and contains at least 

one food from any two of the five basic food groups: meat/beans; grains; 

fruits;vegetables;and/or milk will be served each afternoon in the program and is included in 

the fees. Staff involved in food preparation or service have been trained in the sanitary 

procedures of food serving and proper washing of food, utensils, and equipment. A monthly 

snack schedule will be posted on the school website under the CARE tab. Staff and 

children are required to wash hands before handling food. All children will be 

provided a snack. 

If your child has special dietary needs due to medical reasons, you are welcome to send food 

with your child. There is no reimbursement of tuition if food is sent from home. Please note 

your child’s allergies to food on the CARE emergency form. An “Allergy List” will be 
posted in the Parish Activity Center’s kitchen, which is used for preparing and serving 

snacks. It will also be posted in the CARE Director’s office and the CARE teachers will be 

aware of any children in their group that have allergies.  

 

HEALTH AND SAFETY  

 

Children in attendance are expected to be healthy enough to fully participate in the program 

each day (including active indoor and outdoor play). ***Sick children should be kept 

home for their safety and the well-being of others in the program. 

 
 

Parents are required to make immediate arrangements to pick up sick children when 

requested to do so by one of the staff.  If symptoms arise during the course of Latchkey 

and/or IF a child has a fever over 100 degrees a parent will be contacted and will be 

required to make immediate arrangements to pick up the sick child. The sick child will 
be kept in the nurse’s office separated from other children. Mildly ill children (NO 

fever, runny nose, allergies, etc.) will be observed. If the condition worsens, a 



parent/guardian will be notified and required to make immediate arrangements to pick up the 

child. The sick child will be kept in a supervised area separated from other children.  

St. Matthew CARE staff will not administer any over-the-counter or prescription medication, 

with the exception of emergency medication. A staff member who has completed drug 

administration training may administer emergency medication (i.e. Epi-Pens and inhalers) 

when needed. Care must have written parental permission to administer these 

medications. All emergency medication must be current within the last twelve months, 

kept in its original container, and have a legible label containing the child’s name and 

written instructions for use from a licensed physician, nurse practitioner or 

pharmacist. All emergency medication will be stored in a designated locked storage 

space located in the CARE office. When an emergency medicine is administered, a 

parent/guardian will be contacted by phone. Also, a Medication Administration Form 

will be completed.  

Except in cases of emergency, parents shall give the first dose of any newly prescribed 

medication so that they may personally observe the child's reaction. 

 

All fire emergency and weather alert plans showing evacuation routes will be posted in the 

CARE Director’s office. Emergency plans will be reviewed with staff members annually. In 

the event of an actual emergency, parents will be notified as soon as possible. Routine fire, 

tornado and lockdown/emergency drills, at varying times, will be carried out. Drills will 

occur at least once a quarter. All drills will be documented.  In the case of a loss of power, 

water or heat, the CARE Director and the St. Matthew The Apostle Catholic School 

Administrators will determine if CARE will be closed for that day. In this event, the parents 

or a designated person must pick up the child as soon as possible.  

 

Serious injuries (head and eye injuries, anytime swelling occurs, severe bleeding) will result 

in a call to a parent as soon as possible. The staff member who witnessed the occurrence will 

complete an incident/injury report. This report is signed by the staff member who witnessed 

the incident and will be kept on file.  

All staff members will have a current valid first aid, CPR, child abuse recognition and 

prevention, and management of communicable diseases certification.  

Children will be released only to those designated on the CARE pick up forms. No child 

will be released to an unauthorized person. A CARE staff member or volunteer will 

escort your child to your car and have you sign the parent sign out sheet. 

 

Children may leave the program for specific activities only with written permission from 

the parent. Activities include sports, drama club, tutoring, etc. St. Matthew CARE does 

not do any field trips off the property. 



The attendance and time of arrival each day is recorded by the CARE staff. In the event a 

child is going to be absent from CARE on a regularly scheduled day, the parent should 

contact the CARE Director by phone or email so they are aware of the absence and can plan 

accordingly. The program communicates and double checks with teachers and the front 

office in the event of a student not showing up on a specific day.  

 

CHILD DATA PRIVACY PROVISION 

 

After a child has been enrolled in the CARE program, an individual file will be created and 

kept in the CARE Director's office. The file, which is locked up, will contain all registration 

information, incident reports (if any), disciplinary sheets (if any), behavioral documentation 

(if needed), and any other personal information shared by the family. These files are 

available for parents to review in the CARE Director’s office. With parental permission, 

information from a child’s file may be shared with other professionals upon request. Please 

note that the Ohio Department of Education compliance auditors have the right to 

review all student files.  
 


