
 

 
 

 

General Information 

 
The Saint James School Aftercare Program aims to provide all children quality care in a 

safe environment that fosters mutual respect among students and staff. The Aftercare 

program’s main purpose is to provide after-school support to working parents/guardians. 

The program is not intended to be an after-school club or a place for students to gather 

socially. Responsible, competent, background-checked and Virtus-trained staff plan and 

supervise structured and unstructured student-centered activities. Aftercare is available 

for students in PreK3, PreK4, and Kindergarten through 8th grade.  

 

Schedule 

 
The Aftercare program does not start until the Monday of the first full week of school 
in September. The After School Program will be held on days when school is in session 

from 3:00 P.M. to 6:00 P.M on full days and from 12:45 PM to 6:00 PM on half days, except 

as noted. The program does not run on days that school is closed for weather-related 

early dismissals, on half-days before Thanksgiving, Christmas and Easter recesses, or on 

the last day of school. 

 

Aftercare Attendance Reporting 

 
The attendance reporting process ensures that all Teachers, Staff, and the Aftercare 

Supervisor know whom to dismiss and whom to expect to arrive for Aftercare each day. 

This is for the safety of all children. Attendance reporting is required only when your 

child will be in attendance for any given day during any given week. Every Friday, the 

Administrative Assistant sends an email with a Google Form link to registered Aftercare 

parents/guardians. A response (if applicable) is required by Sunday at midnight.  
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Every Monday morning by 8:30am, an attendance roster is compiled and the list is 

shared with all Homeroom Teachers, the Aftercare Supervisor, and the Main Office.  

 

Please take note:  

● Only 1 parent/guardian needs to submit a response. 

● A response is required only if a child will be attending for that week; no response 

is necessary if your child is not attending. 

● If there is any change to attendance after the Monday roster is compiled, a 
parent/guardian is required to call the main office and speak with the main office 
receptionist so that the change can be properly communicated to teachers and 

the Aftercare Supervisor. Google responses will not be checked after 8:00am on 

Monday morning. Emails to teachers can be missed in the course of a school day 

so a phone call will ensure any changes are verbally communicated directly to a 

teacher. 

Registration and Payment 

 
To enroll your child(ren) in the SJS Aftercare Program, you must submit the following 

forms: (1) Registration form (2) Medical History form (3) Student Release form (4) 

“Getting to Know Your Child” Questionnaire to the Main Office c/o “SJS Aftercare.” If 

you plan to participate at the start of the school year in September, all forms must be 

completed and the registration fee paid (for new participants only) no later than August 

15, 2022. Please note, even if your child has participated in prior school years, all children 

must be re-enrolled each year to ensure we have accurate information and that you are 

properly billed. If at any time your schedule changes and you need to start Aftercare 

services, you may enroll your child(ren) during the school year. No student may attend the 
Aftercare Program until all registration forms have been sent to the Main Office, c/o 
Aftercare. This is for the safety of your children.   
 

A one-time Registration Fee for new participants (those who have not been enrolled in 

this program during previous school years) in the amount of $50.00 per child is due with 

the registration forms.   

 

We offer the following after care plans for the 2022-2023 school year. If your schedule 

changes, you may switch between plans if necessary. 
 

● Monthly Tuition Plan - 5 days/per week  

o $360.00 – first child 

             $300.00 – each additional child 
 

● Hourly Rate Plan   

o $9.00 each child/per hour 

 



 

 

Invoices are sent the 1st of the month for the previous month’s service and are due on 

the 10th of the same month. The Hourly Rate Plan is billed based on daily sign-in and sign-

out times as input in the Aftercare portal by the Aftercare Supervisor.  Invoices are sent 

from ProCare, our Aftercare management system, by email to registered Aftercare 

parents/guardians. 

 

There are presently two options available for payment. (1) Check payment - checks should 

be made payable to Saint James School and sent to the school office to the attention of 

“SJS Aftercare.” (2) Online payment by credit card or debit card through the ProCare 

system. We do not accept online ACH payments made through a bank or financial 

institution.  

 

If you choose to make payments by credit or debit card, contact our Administrative 

Assistant if you need instructions or any assistance. Credit or debit card payment is 

entirely optional and you can choose to alternate between payment methods at any time. 

There is a transaction fee of 2.75% + $1 for credit or debit cards assessed at the time 
of card payment. 
 

In constructing our school calendar, we have already taken into consideration the few 

holidays that school is not in session and have calculated weather emergency days into 

that calendar as well.  Your monthly tuition payment is based upon the average of four 

weeks per month, and does not change based on actual school days per month.  The same 

payment is required regardless of any school holidays or weather-related closing in a 

particular week.  Tuition will only be prorated in the month of June for families registered 

in the Monthly Tuition Plan.  

 

Because our costs remain constant throughout the school year, we cannot reduce monthly 

payments if your family takes a vacation or if you choose to keep your child home for any 

reason.  

 

Pickup Procedures:  
 

The pickup procedures for Aftercare are as follows: 

 

● Parents should pick-up their child(ren) by 6:00 PM at the school’s gym entrance. A 

call should be placed to notify the supervisor that you are ready to pick up your 

child. The Aftercare cell number is (908) 210-5560. Please do not text this number 
as texts are easily missed and distracting to the supervisor.  If a child remains 

past 6:00 PM, the staff members will attempt to contact the parent/guardian 

noted on the registration form. The emergency contact will then be notified. There 

will be a $10.00 surcharge per child for each 15-minute period past 6:00 PM.  

 

 



 

 

● There may be times when school-related activities in the gym necessitate moving 

the pick-up location to the side-door entrance on Collyer Lane. Changes and 

instructions will be communicated by email directly to registered Aftercare 

parents/guardians at the appropriate time. 

 

● Please note that child(ren) will only be released from the Aftercare program to 

parents/guardians as noted on the Aftercare Student Release Form (with 

registration forms at end of packet.) If an individual other than a parent/guardian 

will be picking up your child(ren), please include all appropriate names and contact 

information on the Student Release form. Any individual may be asked at any time 

to provide a photo ID at time of pick-up as necessitated by the Aftercare 

Supervisor. 

 

● No child(ren) may leave the Aftercare Program with an unauthorized adult.  

 

 

Early Dismissals Due to Weather or Other Emergency 
 

Generally, we will only close school early due to dangerous weather conditions.  On these 

days, there will be no Aftercare.  You will be responsible to pick up your child(ren) at the 

early dismissal time. Early dismissals are communicated via the school’s emergency instant 

alert system.  

 

Administration of Medication 
 

A nurse is not on staff during the Aftercare Program.  Program staff may not administer 

medications.  If your child requires medication during those hours, please arrange for the 

administration of medicine at home in the morning or by the school nurse during school 

hours.  In emergency medical situations, the program staff may call qualified emergency 

personnel to attend to your child. If your child has an allergy that requires an Epi-Pen, 

one must be provided to the school office prior to sending the child to Aftercare. 

 

Snacks 

 
Snacks are not provided by the Aftercare program. Be sure to send a snack with your 

child(ren). On early dismissal days, please remember to send a lunch and a snack.  

 

Homework Policy 
 

It is the parent/guardian’s responsibility to set the expectation with their child(ren) 

about homework completion during Aftercare. The Aftercare Supervisor will schedule  

 



 

time for homework. The Supervisor will also encourage and assist with homework, but the 

supervisor is not responsible for homework completion. 

 

Electronics Policy 
 

It is the parent/guardian’s responsibility to set the expectation with their child(ren) 

about the use of electronic devices during Aftercare. We will not restrict the use of cell 

phones or personal devices as long as they are used in a non-disruptive, appropriate 

manner. It is up to a parent/guardian to communicate any restrictions to the Aftercare 

Supervisor. Cell phone photographs or videos are not permitted.  

 

Code of Conduct 
 

We encourage appropriate behavior by our students whether they are in school or in our 

Aftercare program, and the same guidelines and expectations noted in the Saint James 
School Parent-Student Handbook apply. If any unacceptable student behavior is 

exhibited, parents will be contacted by a member of the school staff.  If the behavior is 

not corrected, the Principal will be notified and the student(s) may be suspended or 

removed from the program. 

 

Thank you for entrusting your child(ren) to our care.  We are committed to providing a 

safe and enjoyable program.  Please contact the SJS Administrative Assistant, Carolanne 

Patetta, at cpatetta@sjsbr.org or (908) 766-4774 x223 if you have any questions or 

concerns. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Saint James School - Aftercare Program 

2022-2023 REGISTRATION FORM 
(Please complete one registration form per family) 

 

Child’s Name _________________________________      Grade ___________ 
 

Child’s Name _________________________________      Grade ___________ 
 

Child’s Name _________________________________      Grade ___________ 
 

Child’s Name _________________________________      Grade ___________ 

 
Address ____________________________________________________ 
                    Street 

 

  ____________________________________________________ 
  City                                            State                            Zip Code 

 

Home Phone  (____)______________________________________________  
 

Mother’s Name _________________________________________________ 
 

Cell Phone  (___)__________________ Work Phone (___)_________________ 
 

Mother’s Email  _________________________________________________ 

 
Father’s Name __________________________________________________ 
 

Cell Phone  (___)__________________ Work Phone (___)_________________ 
 

Father’s Email ___________________________________________________ 

 
Our family will participate in the following Aftercare Plan (please check one): 

 

_____ Monthly Tuition Plan: 5 days per week for the calendar month ($360/month) 

 

_____ Hourly Rate Plan: $9 per hour, per child 

 
Please note that your child(ren) will only be released to a parent or other authorized individual as 
noted on the Student Release Form. No child may leave the Aftercare Program unaccompanied by an 
authorized adult. 
 

I have thoroughly read and understand the Aftercare Program 2022-2023 overview 

document. 

 

Signature:________________________________________Date:______________ 

 

Last 

Name:_______________________

______________ 



 

Saint James School - Aftercare Program 

2022-2023 MEDICAL HISTORY FORM 
(Please complete for each child) 

 
 

Child’s Name ________________________________________________________________ 

Allergies (including allergies to medicines, foods, and insects):   Yes         No 

Please list all allergies:  

___________________________________________________________________________ 

Does your child require an Epi Pen? Yes*          No 

*If your child requires an Epi Pen, please provide one to the After Care Program, prior to 

the first day of attending the program.   

Please list any limits to student’s physical activity: 

___________________________________________________________________________ 

 

 
 

Child’s Name ________________________________________________________________ 

Allergies (including allergies to medicines, foods, and insects):   Yes         No 

Please list all allergies:  

___________________________________________________________________________ 

Does your child require an Epi Pen? Yes*          No 

*If your child requires an Epi Pen, please provide one to the After Care Program, prior to 

the first day of attending the program.   

Please list any limits to student’s physical activity: 

___________________________________________________________________________ 

 

 
 

Child’s Name ________________________________________________________________ 

Allergies (including allergies to medicines, foods, and insects):   Yes         No 

Please list all allergies:  

___________________________________________________________________________ 

Does your child require an Epi Pen? Yes*          No 

*If your child requires an Epi Pen, please provide one to the After Care Program, prior to 

the first day of attending the program.   

Please list any limits to student’s physical activity: 

___________________________________________________________________________ 

 

 
 

Child’s Name ________________________________________________________________ 

Allergies (including allergies to medicines, foods, and insects):   Yes         No 

Please list all allergies:  

___________________________________________________________________________ 

Does your child require an Epi Pen? Yes*          No 

*If your child requires an Epi Pen, please provide one to the After Care Program, prior to 

the first day of attending the program.   

Please list any limits to student’s physical activity: 

___________________________________________________________________________ 

Last 

Name: ___________________ 



 

Saint James School - Aftercare Program 

2022-2023 STUDENT RELEASE FORM 
(Please complete one form per family and 

update as necessary throughout the school year.) 

 

 
I, ________________________________, give the Saint James School Aftercare 

Program permission to release my child(ren) to the following individuals listed below 

(Please include authorized Parents/Guardians on this list): 
 

 

Name Parent/Guardian Pick-up person #1:__________________________________ 
 

 

Phone Number (____)_________________________________________________ 

 

 

Name Parent/Guardian Pick-up #2:_______________________________________ 
 

 

Phone Number (____)_________________________________________________ 

 

 

Name Alternate Pick-up #3:_____________________________________________ 
 

 

Phone Number (____)_________________________________________________ 

 

 

Name Alternate Pick-up #4:____________________________________________ 
 

 

Phone Number (____)_________________________________________________ 

 

(Please list any additional authorized pick-up individuals on the back of this form) 

 

 
Signature:  ________________________________________________________ 

 

Date:  ____________________________________________________________ 

 

 

 

 

 

 

Last 

Name:_____________________

__ 



 

Saint James School - Aftercare Program 
2022-2023 “GETTING TO KNOW YOUR CHILD” 

QUESTIONNAIRE 
(Please complete one form per child; answer any questions 

you feel would be helpful for the Aftercare Supervisor) 

 
1. How would you describe your child? (Check all that apply) 

Outgoing       Shy       Talkative       Quiet       Leader       Follower 

Organized       Messy      Obedient       Curious       Easily Distracted 

          Creative         Nervous       Studious 

          Other:______________________________________________ 

 

2. Is there anything that makes your child upset or that she/he fears? 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 

3. What strategies do you use to soothe them? 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 

4. List some activities or hobbies your child is most interested or involved in: 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 

5. Provide any additional comments or information you would like to share: 

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 

Child’s 

Name:__________________

_____ 
 


