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Introoduction

wWelcome to “7The Cool School Zone” San Dlego Unified School District’s
PrimeTime Extended Day Progravm. PrimeTime offers elementary and
middle school age students with an exciting and engaging learning
environwment before and/or after school. Parents/Guardians can feel
comfortable knowing their children ave pavticipating in academic and
enriching activities, while interacting with peers in a physically and
emotionally safe environment. PrivmeTime services ave available at no cost
to participating famdilies.

This handbook is a comprenensive gulde to understanding the policies and
procedures of PrimeTime. Please read it carefully, and keep it handy for
future vefevence throughout the year. As a parvent or guardion of a child
enrolled tn PrimeTime, we value Your bnvolvement. Any contributions of
Your Ldeas, tme, talents and/or materials are not vequired, but greatly
oppreciated.

To Reep You informed monthly newsletters and calendars of activities
and events ave distributed and posted on the PrimeTime Parent/Guardian
nformation Board. If you have any questions, please feel free to ask the
PrimeTime programw Leader.

Program Description

PrimeTime is designed and operated by experts in child development,
education, and youth Leadership. A program Leader, credentialed teachers,
and program activity leaders are requived to staff every site. staff
members work closely) with the school staff, classroom teachers, and the
school principal.

PrimeTime is operated by individual schools or community partners.
PrimeTime matntalns lnvolvement with commuwi’cg organizations,
public agencies, and volunteers to provide each school with a broad
spectrum of resources.
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PrimeTime is designed to create an enthusiasm for learning and building
skills in the areas of reading, mathematics, writing, speech anol science.
Activities are fun, challenging, and developmentally appropriate for
progrom participants. PrimeTlme is located Ln classrooms, computer Labs,
multi-purpose rooms and auditoriuums on school campuses where the
chilotven feel safe and comfortable.

Student Participation (Enrolliment)

PrimeTime Student Participation Forms must be completed and signed
by a parent/guardian prior to students participating tn PrimeTime. It is
the parent/guardian’s responstbility to keep all pertinent information
current.

Student/Staff rRatlo

The student to staff ratio is 15 to 1 at the elementary level and 20 to 1 at
the middle Level.

Program Hours

PrimeTime operates every regular school day. Plense see the

program Leader for specific information regarding the school’s schedule,
and to obtain a calendar of holidays, mintmum days, and school
closures.

PrimeTime does not operate on non-school days.

o PrimeTlme Ls avatlable before school hours at wmost, but not all
schools and program start times vary among schools. Before
school programs operate for a minimum of 90 minutes.

o ALl PrimeTime Locations offer after school programs beginning
after school s dismissed until at least &:00 P.M. each day and for
a minlmum of 15 hours per week.
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Academic Support

Academic support Ls provided on a daily basis through homework
assistance, tutoring, or instruction. Principals work closely with
community partners and program Leaders to identify credentialed
teachers and to ensure that activities complement the regular school day.

Although program staff provides homeworle assistance daily, family
members are encourageot to check thelr child’s homework for completeness
and aceuracy.

Ewnrichment Activities

Students participate in a variety of fun activities with their friends
including arts and crafts, playing musieal instruuments, writing and
performing plays, athleties and educational games.

Nutritional Swnack

Students are offeved a {ree afternoon swack. (f your child has any
dietary restrictions or allergles please contact the program leader so an
alternate snack may be provided.

Attendance Policies and Procedures

n accordance with the california Education Code Section £4€3(a) (1) that
provides funding for PrimeTime, students are expected to attend the before
and/or after school program every day for the full range of hours offered.
Students who do not attend regularly may be subject to disenrollment.

It is the parent/guardian’s responstbility to notify the program Leader if
thelr chilol will be absent. If the child (s scheduled to attend and does not
report to the program, the program staff will malee every effort to verify
the absence with the school staff and/or contact the parent/guardian.
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Before School Program Policy

Students participating in the before sehool program must be signed in by
a pavent/guardion, with the exception of those students who normally
walke or vide the bus to school will be signed in by PrimeTime staff.
Students are expected to attend the program every day for the full range
of hours offered. Students who do not attend regularly may be subject to
disenrollment (if, for any reasown, a child is unable to attend the program
every day for the full range of hours offered,parent/guardian must
complete a Before School Late Arvival Form).

Occasional before school program Late arvival Ls permissible for reasons
such as:

e Medical appointments.

*  Family emergencies (such as bereavement, catastrophic
bncldents).

e weather conditions.

o Other (as specified wnder Reason for Request).

Adter School Program Policy

Students participating in the after school program must be signed out by
parent/guardian or authorized adult. Students are expected to attend the
program every day for the full range of hours offered. Students who do
not attend regularly may be subject to disenrollment (if, for any reason,
a child is unable to attend the program every day for the full range of
hours offered, the parent/guardion must complete anol submit the After
School Barly release Form specifying the days and hours the child will
attend and the reason for requesting the modified attendance scheolule).

A child may be released early from the PriveTime after school program
prior to the endl of the program time baseol on the following:

o Attending a parallel program (programs in the school or
commw@ta centers such as soccer, basketball, etc.).
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o Family emergencies (such as beveavement, catastrophic
Ineldents).

e Medical appointments.

o \wenather conditions.

o Illness and/or accldents that occur during program hours
(program staff will call parent/guardian).

o ‘Dark 20" (November through March - student walking howe
may be dismissed from program 20 minutes before dari).

e Other (as specified wnder Reason for Request).

Child Release Authorization

(f someone other than the child’s custodial parent(s) or legal guardian will
be plcking up the child from the program, prior written authorization
must be glven and the person will be required to show photo 1>, The
custodial parent(s) or legal guardian(s) ave the only persons who can
authorize the PrimeTlme staff to release the child to another indivictual.

Late Pick Uup PoLch

It is Lmperative that children ave picked wp promptly when PrimeTime
ends each day. Emergency contacts will be called for any child who is
not picked up by the end of program hours. If a PrimeTime staff s unable
to contact an authorized adult, the police maybe contacted to take custody
of the child. if a child is habitually left after the end of PrimeTime, the
child may be suspended or disenrolled from the program. Children Left at
the site after closing time, without notification, will be consiolered to be
abandoned. If this occurs, the school police may be contacted to take
custody of the child,

PrimeTlme Partners and the San Dlego Lnified School District are not

Liable for incldents tnvolving a child which occur before and/or after
his/her authorized avrival and/or departure time.
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Positive Behavior Management

PrimeTime uses positive reinforcement and developmentally appropriate
guldance technigques and consequences to encourage appropriate behavior.
Parents/Guardians will be provided with a student discipline policy.
Students are expected to follow school and program rules and the
following respect rules:

*  Respect Yourself

®  Respect others

* Respect materials

*  Take responsibility for your actions

Not following program rules may result tn your child being disenrolled
from the program.

(Llness

(f a chilol becomes Ll during PrimeTime and cannot participate in the
normal datly routine, the program Leader may notify a parent/guardian
or emergency conkact to piek up the child.

Please keep Your child at howe if experiencing:

o Afever - A colo with heavy nasal discharge - A persistent cough
* Symptoms such as: sore throat or vomiting - A contagious disease

Medications

In the event that wedication needs to be administered to a child while
attending PrimeTime, a parent/legal guardian wmust complete the
Authorization to Administer Medication Forme. This form Ls available
from the program Leader. Medication must be presented to PrimeTime
staff in its original container, labeled with physician’s name, phone
number, prescription explration date, prescription directions, and

pmrmactd contact.
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If & student has asthma, it is necessary to have a physician complete the
Asthma Action Plan (available from the program leader) to proviole
guldelines on how to proceed tn the event of an asthwma attack.

School Nurses are not available during PriveeTime hours.

Accldent or lmd'wg

Mild scrapes or “Ouches” will be veported to a parent/guardian by way of
an “Ouch Report”. staff will use standard first atd ano universal
precautions whew treating scrapes or falls. Awn tncident Report will be
completeo for wmore serious tnjuries anol will be placed on file with
PrimeTime with a copy to the principal and San diego Lnified School
District’s Extended Learning Opportunities Department.

when a serious accldent or injury occurs the program Leader will attempt
to notlfy parents/guardians and emergency contacts. A more serlous
accldent / injury may require:

911 wotification;
Emergency room Visit - accompanied by PrimeTime staff;
Follow-up care by a doctor/dentist.

AlL emergency numbers must be Rept curvent tn order to assure that a
parent/guardian can be reached whenever necessary. Parents/guardians
are vesponstble for all costs bncurved tn the provision of emergency medical
treatment for thelr child.

Child Abuse / Neglect

The State of California considers all PriveeTlme staff “Mandateot
Reporters” of child abuse or neglect. This requires the staff to veport any
and all cases of suspecteo child abuse. f abuse/neglect is suspected the
proper authorities will be contacted and an tncident report will be filed. AlL
staff wmendbers ave trained in chilol abuse awareness. It is helpful to advise
staff regarding accldental injuries that have occurred at home.
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nelusion of Special Needs Students

PrimeTime recognizes and supports the rights of special needs students to
participate alongside their peers. ALL PrimeTime programs are open to such
bnclusion, so long as the student is selected for envollment baseo on the
criteria set forth for all families, follows established program rules, anot
the famdily abides by all program policies. PrimeTime will provide
reasonable accommontations for students with special needs.

Please note PriveeTlime operates with an established supervision ratio.
Students will still be expected to comply with program health and safety
standards. if a child’s actions endanger the health and safety of himself
or herself, another student, or staff menmber they wmay be disenrolled from
the program.

Rights/Privileges

AlL participants, students, staff and parents/guardians, are entitled to
the following rights and privileges:

* To be accorded digwi‘cg;

+ To be accorded a safe and healthful environment;

* To be accordeot an environment free from the following: corporal
punishment, humiliation, intimidation, ridicule, threats, plflgsicm
vestraint or mental abuse;

© To be accorded an environment that tncludes all of the necessities of
cave.
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Any parent/guardian or child representative has the vight to be tnformed
of the appropriate procedure regarding grievances, questions or
complaints. The procedure is as follows:

tep #1 -
Contact the PrimeTime Program Leader (phone number posted on
PrimeeTime Parent/Guardian nformation Board)

g

St -
Cowntact the Community Partner’s office (phone number posted on
PrimeTime Parent/Guardian information Boarol)

St -
Contact San Dlego Unified School District, Extended Learning
Opportunities Deptartment as follows:

San Dlego Unifled School District

Extended Learning Opportunities Department
2441 Cavdinal Lane, Blog. A

Son Dlego, CA. 92123

Phone: (858) 62F4-F#562

Fax:  (85%) 496-194€
E-Matl: PrimeTime@sanol.net
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