University of Hartford Magnet School
Extended Day Program
Policy and Procedures           
University of Hartford Magnet School (UHMS)
The UHMS Extended Day Program follows ALL School policies and procedures with some additional policies specific for the Extended Day Program routines.
Registration for the Extended Day Program (EDP) at UHMS
Each year you must re-register your child. Registration does not roll over year to year.

Registration for the entire year must be filled out and returned before the first day of school. ALL payments are due the first week of each month. 

YOU WILL NOT BE BILLED EACH MONTH.
Late payments are subject to a $25.00 late fee.

Payments must be made each month or student WILL BE TERMINATED from the Extended Day Program. If you are experiencing hardship please contact program coordinator. 
All early release days are included in the monthly fee if you sign up for an afternoon program. There are 2 early release days when there is NO Extended Day Program. They are the early release day before Thanksgiving in November and the early release day before the winter break in December.
Registration for Extended Day Program during the school year must be submitted 2 weeks prior to start date with completed registration forms and $25.00 nonrefundable registration fee. Monthly fee may be prorated when starting after the first of the month if submitted to program coordinator in a timely manner. 

NOTE: 

Pre-kindergarten students must be toilet trained to participate in program.

Please contact program coordinator for any concerns for your child. We do not have access to school files. 

We strive to support all students and their needs.

There are only a certain number of slots for the Pre-school Extended Day Program. 

Registration is on a first come first served basis for each new school year.

Each year we design our program to fit the needs of the parents and students that attend our school. We listen to your suggestions and concerns.  I am pleased to inform you that 

again this year we will have 8 different payment plans to meet your needs for child care. See forms that are enclosed and return with the $25.00 registration fee. 

Students will not be added to the list without form and paid registration fee each new school year.

Student Drop Off and Pick Up

Students must be walked in and signed into the program each morning. Students may not come to the Extended Day Program before 7:30am. 

Adults must walk in and sign student out of the program each day. Students MUST be picked up by 5:30pm. Additional charges will be added for late pick up.

NO STUDENT IS ALLOWED IN THE BUILDING BEFORE 8:30am unless signed up for Extended Day Program. This is for your child’s safety. 

If your child is not signed up for the Extended Day Program and your child is dropped off before 8:30am or not picked up by 4:20pm each day, you will be charged for the Extended Day Program.  A staff member will fill out the forms to be charged accordingly. 
Late Student Pick Up
The after-school hours are from 4:00pm-5:30pm on a regular school day. On early release days the afternoon hours are from 1:00pm-5:30pm.   

The total costs to utilize this program are based on fees when the program is in operation.
Each additional 10 minutes past 5:30pm will be charged $5.00, payable immediately. 

Example: 

10 minutes late $5.00 --- 20 minutes late $10.00 --- 30 minutes late $15.00 

Student “Drop In” Days for the EDP 

Parents/guardians may choose to use the Extended Day Program for an emergency or if childcare is needed for only a few days from time to time. Fill out the “Drop In” form and return it to your child’s teacher along with payment for the day. 
Students may be enrolled in the Extended Day Program up to 2 days per week on a regular basis. If the students goes to 3 or more days they will be enrolled in the monthly fee schedule and registration form must be submitted.
Calling front desk or classroom teacher does not enroll student for the day – 

Form must be filled out and contact with program coordinator MUST be made. 

NO STUDENT WILL BE ACCEPTED INTO THE PROGRAM WITHOUT A FORM AND PAYMENT.

Early Release Days at UHMS

We will also be offering sign up for early release days. Please see form for sign up. Fill out the “Early Release” form and return it to your child’s teacher along with the $18.00 payment for the day. No student will be enrolled after 12:00 noon of the same day. 
Calling front desk or classroom teacher does not enroll student for the day – 

Form must be filled out and contact with program coordinator MUST be made. 

NO STUDENT WILL BE ACCEPTED INTO THE PROGRAM WITHOUT A FORM AND PAYMENT

Emergency Needs at UHMS

We are also here for your emergency needs if at any time you need the extended day program for your child. In an emergency there are several ways to sign your child up:

· Access the forms online at the crec.org web site and e-mail them to tdelahanty@crec.org or 

· Fax forms to 860-236-2062 attention Terri Delahanty, or  

· Contact your child’s classroom teacher and Terri Delahanty (ext. 2630). We will fill out the form with emergency information.

Payment for the day will be expected at time of pick up.

Inclement Weather/Emergency closings

If UHMS has a Delayed Opening, the Extended Day Program will open one and one half hours before school starts. 

If UHMS has an Early Closing, parents are expected to pick students up as soon as possible.

When a parent needs the Extended Day Program due to inclement weather in the morning ONLY, please fill out the “Drop In” form and submit at the door with the $10.00 fee. Students will not be taken in the afternoon due to inclement weather. 

Lost or Stolen Items

The UHMS Extended Day Program is not responsible for any lost, stolen, or broken toys and/or clothing from the program. We ask that students not bring toys to the program. We provide all materials for students’ enrichment. 
Additional Programs at UHMS
Programs will be added through-out the school year.  I am always looking for new and exciting programs to bring enrichment to your children.  All students who attend the University of Hartford Magnet School may sign up for the enrichment programs for an additional fee based on program costs. If you know of a program we can add to ours, please contact Program Coordinator, Terri Delahanty. 

***** ALL EXTENDED DAY FORMS AND INFORMATION ARE ONLINE AT CREC.ORG *****

