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OUT-OF-SCHOOL TIME HANDBOOK 
 2016 - 2017  

WELCOME 
 

 
Thank you for enrolling your child into East Brunswick Public Schools’ before and/or afterschool 
programs. It is our common goal to make every child’s experience with us a positive one. The 
programs are operated by the Community Programs Department, and it is our mission to provide 
a safe, nurturing, and affordable environment for children enrolled in our programs. We focus on 
maximizing every extended learning opportunity to develop youth positively through a variety of 
avenues and approaches.  
 
Your active involvement as a parent or caregiver in our programs is extremely important for 
everyone’s continued success. The rules and guidelines in this handbook are outlines of what 
you may expect from our programs and what our Community Programs staff will expect from you 
and your child. In order for your child to have a positive experience in the morning and 
afterschool programs, parents and staff must work together.  
 
We hope you find this handbook to be helpful.  Please do not hesitate to call the staff in the 
Community Programs Department if you have any questions, comments, or suggestions. 
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Early Morning Program (EMP) / After School Kids (ASK) / Morning Start / 
Encore Program Goals 

 
Our programs follow the New Jersey’s Quality Standards for Afterschool programs while 
applying the basic elements of quality programming.  
  
It will be our goal to: 
 

1. Provide a safe structure with flexibility.  All programs will have a sense of structure and 
order through an established daily schedule with flexibility built in.  

 

2. Offer a variety of age- and grade-appropriate activities.  Activities like crafts, service-
learning, games, sports, and science and technology activities will be offered.  

 

3. Employ competent staff who are committed to caring.  We will train and hire staff who will 
get to know the children and connect with them. 

 

4. Give all youth a voice and choice throughout the day.  Youth voice/youth choice is key to 
a successful schedule, and our programs will provide children a chance to use their voice.  
These opportunities will give children a sense of ownership and responsibility to and for 
the program. Children will be able to lead as well as help plan activities. 

 

5. Help youth in the exploration of their skills and interests.  We will give children a chance to 
develop their hobbies, skills, and interests while getting excited about learning and 
building self-confidence.  

 

6. Assist in the development of the child’s social skills.  Our program schedule will include 
activities, behavior guidance, and discussions that offer children time to develop social 
skills and build positive character traits.  

 

7. Provide an opportunity for youth to do something real.  With service learning projects and 
other hands-on activities, children will be able to see tangible results.  

 
With the assistance and support of administration/staff and the support of parents and families, 
our goals will be accomplished and reproducible from year to year.  
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Locations, Contact Numbers, and Hours 
 

The EMP/ASK programs are available at every East Brunswick public elementary school. The 
programs are open every day that school is open. Program hours are: 

 
EMP – 7 AM to 8:50 AM 

ASK – End of School Day to 6 PM 

School Site Numbers 

Bowne-Munro (732) 353-0911 

Central (732) 353-0913 

Chittick (732) 353-0912 

Frost (732) 353-0916 

Irwin (732) 353-0927 

Lawrence Brook (732) 353-0909 

Memorial (732) 353-0944 

Warnsdorfer (732) 353-0945 

 
 
The Morning Start and Encore programs are available at Hammarskjold Middle School. Both 
programs are open every day that school is open. Program hours are: 
 

Morning Start – 6:50 AM to 7:50 AM 
Encore – End of School Day to 6 PM 

School Site Number 

Hammarskjold (732) 353-0917 

 
 
Community Programs Administration: 
  
Stephen Decker, Principal 
(732) 613-6989; sdecker@ebnet.org 
 
Karen Ector, Out-of-School Time Coordinator  
(732) 613-6629; kector@ebnet.org 
 
Community Program Office Staff: 
 
Andrea Castaneda, Secretary 
(732) 613-6983; acastaneda@ebnet.org 
 
Janice Tedesco, Secretary 
(732) 613-6982; jtedesco@ebnet.org 
 
Financial Services Office: 
(732) 613-6674, ebonlinepayments@ebnet.org 
 
 

mailto:sdecker@ebnet.org
../../../../2014-2015/kector@ebnet.org
mailto:acastaneda@ebnet.org
mailto:jtedesco@ebnet.org
mailto:ebonlinepayments@ebnet.org
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Program Routines 

 
Attendance: 
If your child is present in school during the day but will not be attending ASK/Encore on a 
scheduled day, a call should be placed to the ASK/Encore site. Messages can be left throughout 
the day and will be checked at the start of program. In addition to calling the site, a note should 
be sent in with your child to be given to his/her teacher or to the main office indicating that your 
child is to go home on the bus, as a pickup, or as a walker.  
 
If your child is scheduled to attend and the staff has not received a call, a note, or a message 
from the teacher/office, your child will not be released to go home and will remain in the 
program. 
 
If your child is absent for the school day or is sent home sick by the school nurse, your child 
cannot attend ASK/Encore for that day. 
 
No credit or refunds are given for days absent. 
 
Sign In/Out: 
Each child must be signed in at morning drop-off and/or signed out at PM pick-up time.  
Each student must be walked into the school and signed in by an adult in the morning programs. 
Signing in and out is a critical part of tracking the children throughout the day.   
 
Release of Children: 
Children will be released only to their parents/guardians or persons designated by their 
parents/guardians. Any person picking up a child (parent included) should be prepared to show 
photo ID at the sign-out desk/table which can be matched to the child’s registration paperwork.  
No minor under the age of 18 may sign a child out of a program. 
 
If a non-custodial parent has been denied access, or granted limited access to a child by a court 
order, the custodial parent must provide legal documentation to the site staff who will maintain a 
copy on file, and comply with the terms of the court order.  
 
If a parent/guardian or designated person fails to pick up a child at the program’s daily closing, 
the program shall ensure that: 

1. The child is supervised at all times. 
2. Staff members will attempt to contact relatives and other designated people authorized for 

pick-up. 
3. An hour or more after closing time, and provided that other arrangements for releasing the 

child have failed, staff is authorized to call the Department of Children and Families 24-
hour Child Abuse Hotline (1-800-792-8610) to seek assistance in caring for the child until 
a parent or person authorized is able to pick up the child. 

4. If a parent or authorized person appears to be physically and/or emotionally impaired to 
the extent that, in the judgment of the Site Leader and or staff members, the child would 
be placed in harm if released to such and individual, the program will ensure that the child 
will not be released to such an impaired individual and staff members will attempt to 
contact the child’s other parent or an alternative person authorized for pick-up.  If the 
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program is unable to make alternative arrangements for the pick-up of the child, a staff 
member will call the Department of Children and Families 24-hour Child Abuse Hotline (1-
800-792-8610) to seek assistance in caring for the child.  

 

While it is hoped that none of the procedures above will ever be implemented, such precautions 
are in place for the safety of the child in such unlikely events. 

 

 
School Closings and Inclement Weather: 
If weather conditions threaten a possible school closing, please check the district website  at 
www.ebnet.org and check your phone for a message from the District. Below are possible 
scenarios and procedures.   

 Schools Closed – All programs closed. 

 Delayed Opening – EMP opens at 9 a.m. and Morning Start begins at 8:50 a.m. 

 Early Dismissal – Dismissal is at 1:45 p.m.  If your child is assigned to take the bus, 
please call the school and notify the office of how your child will get home. You or 
someone you designate may also come to pick up your child. If you plan to pick your child 
up, please arrive shortly after dismissal time to ensure all staff and children arrive home 
quickly and safely. 

 

 
Emergency Evacuation:  
If any emergency should occur and the school building is evacuated during program hours, your 
child will be transported to an alternate, secure site where all parents will be called immediately.  

 

http://www.ebnet.org/
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Registration and Enrollment 
 

Registration: 
All registrations and payments are conducted online. In order to register for a program, go to 
www.ebnet.org/registrationandpayment and select “Community Programs Before and After 
Care/Early Learning Academy 2016-2017.” An annual $50 non-refundable registration fee and 
the first month’s tuition are due at the time of registration.  (Please note that the registration fee 
is $25 if your child is registered before June 1, 2016.)  When registering for ASK/Encore, parents 
may choose a 3-day or 5-day option; if the 3-day option is chosen, parents must specify the days 
the child will attend in advance.  No substitution of days will be permitted.  If you have any 
questions or concerns regarding registration, please contact the Financial Services office at 
(732) 613-6674.  
 
Please see the table below for important registration dates. 
 
 

Date Registration Received By: Child’s Program Start Date: 

August 16  September 6 (first day of school) 

August 17 – September 6  September 9  

September 7 – end of year One week after registration is received  

 
 
Occasional Use Electronic Coupon Book: 
Occasional use coupon books are available for Out of School Time programs for $110 and can 
be used for children to participate in the morning and afternoon programs. Each booklet contains 
10 coupons.  Registration and payment must be conducted online in order to purchase a 
booklet. Coupons are non-refundable, and expire on the last day of school. For EMP/Morning 
Start, one electronic coupon will be deducted when signing a child in for program. For 
ASK/Encore, two electronic coupons will be deducted when signing a child out.  
 
Coupons for EMP/Morning Start can be used on the first day of school. However, 
coupons for ASK/Encore cannot begin to be used until October 1. 
 
For ASK, please write a note to your child’s teacher and call the main office to ensure that your 
child is held for ASK at dismissal. For Encore, please call the main office to inform them that 
your child is staying for Encore. 
 
 
Financial Assistance: 
If your child qualifies for free/reduced lunch, a discount will be applied when registering online. 
The child’s free/reduced lunch status must be maintained in each month for which services are 
provided. It is the responsibility of the parent to inform Financial Services when the child no 
longer qualifies for free/reduced lunch. If a child’s tuition and fees have been pre-paid for the 
year and the child no longer qualifies, the parent will be responsible for the difference in tuition.  
 
 
 
 

http://www.ebnet.org/registrationandpayment
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Tuition and Fees: 
Payments are due on the 15th of the month prior to service (i.e. October tuition is due September 
15). All fees will be billed through the online system and email notifications will be sent on or 
about the first of every month when billing is assessed.  Neither the District nor the Community 
Programs Department is responsible for ensuring you receive the email notification. It is the 
responsibility of the parent/guardian to ensure that all payments are received timely whether or 
not the email notification is received. There is no automatic debit program to pay for tuition. If 
payment is overdue for three months, the students will no longer be able to attend.  Additionally, 
East Brunswick Public Schools reserves the right to take legal action in pursuit of payment. 
 
Below are the rates for the 2016-2017 school year.  
 
EMP/ASK (Elementary) 

 EMP  
(Early Morning Program) 

3 day-ASK 
(After School Kids) 

5 day-ASK 
(After School Kids) 

EMP & ASK 
(5-day combination) 

First Child $116 $183 $226 $331 
Second Child $92 $146 $181 $263 
Third Child $69 $110 $135 $194 

 
Morning Start/Encore (Hammarskjold) 

 Morning Start 3 day-Encore 5 day-Encore 
Morning Start & Encore 

(5-day combination) 

First Child $82 $188 $237 $309 
Second Child $66 $173 $193 $248 
Third Child $49 $112 $143 $181 

 
A 5% tuition discount is available for the year if the full year (September-June) is paid by Sept. 30. 

 
Registration Fee – An annual non-refundable fee of $50 per child is due upon registration.   The 
fee is $25 if registered before June 1. 
 
Late Fee – A late fee of $20 per month will be assessed per family if payment is received after 
the due date. If the June payment is not received by May 15, student/s will be unable to attend in 
June. 
 
Returned Check Fee – A returned check fee of $20 will be added to your balance and is due in 
money order form for each returned check.  
 
Program Change/Re-enrollment Fee – There is no charge for the first program or enrollment 
change, however any changes thereafter will incur a $40 fee, per student.  Should you need to 
suspend the program and re-enroll during the year, a fee of $20 will be charged for each re-
enrollment.  
 
Outstanding Balances – Families with outstanding fees or balances in the district will not be 
permitted to register for any programs until all balances are paid in full.  
 
Late Pickup Fee – A minimum penalty of $15 per family per school will be charged for the late 
pick-up of any child after 6 p.m.  After 6:15 p.m. an additional charge of $1 per minute until pick-
up, will be added.  
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Emergency Early Morning Drop-In Procedures 
Should an emergency or an unforeseen event result in dropping off your child prior to the start of 
school and your child is relocated to the EMP/Morning Start Program, you will automatically be 
required to register your child as an Occasional Use participant. As a result you will be charged a 
$50 registration fee, per child, and a $110 fee, per family, for an Occasional Use Coupon Book. 
The Occasional Use Electronic Coupon Book will be mailed to your home for future use, minus 
those coupons used for the emergency drop-in 
 
Emergency Afterschool Pick-up Procedures 
Should an emergency or an unforeseen event prevent you from picking up your child after 
school and the child is relocated to the ASK/Encore program, you will automatically be required 
to register your child as an Occasional Use participant. As a result you will be charged a $50 
registration fee, per child, and a $110 fee, per family, for an Occasional Use Coupon Book. The 
Occasional Use Electronic Coupon Book will be mailed to your home for future use, minus those 
coupons used for the emergency drop-in. 
 
Program Withdrawals: 
Should a withdrawal be necessary, a 30-day written notice to the Financial Services Office is 
required. The withdrawal will begin as of the date mentioned in the written notification, and may 
not be retroactive.  All regularly scheduled tuition will be assessed for withdrawals without 30-
day notice and the parent/guardian will be held responsible to pay all fees in full through the date 
the withdrawal notification was received.  The 30-day notice must be provided in writing by mail, 
fax, or email. Notices should be sent to: 
 

East Brunswick Public Schools 
Financial Services Office 

c/o Community Programs Bookkeeper 
760 Route 18 

East Brunswick, NJ 08816 
Or 

ebonlinepayments@ebnet.org 
Or 

(732) 698-9624 
 

 

mailto:ebonlinepayments@ebnet.org
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Medical Procedures 
 

Although there is no assigned nurse on duty during program hours, our staff will follow medical 
practices and procedures which permit them to administer basic First Aid/CPR when necessary. 
There shall be a minimum of two staff members at each site trained and certified to administer 
First Aid/CPR and Epi Pens. For medical emergencies requiring medical attention beyond the 
scope of our staff, parents/guardians and 911 will be called.   
 
If morning staff observe any medical issues with your child during EMP or Morning Start, the 
staff will report these observations to the school nurse at the start of the school day.  
 
 
Illness: 
In order to prevent illness from being spread to classmates, please observe the guidelines 
below. Your child should be at home if ill and will be sent home if he/she has the following: 

 High temperature 

 Persistent or excessive cold symptoms 

 Vomiting 

 Rashes that cannot be identified or have not been diagnosed by a physician 

 Contagious diseases such as measles, chicken pox, mumps, roseola, pink eye and 
impetigo 

 Strep infections  
 

Your child may return to school and our programs when he or she is fever-free for 24 hours 
without medication. Students may return from a strep infection after they have been treated with 
an antibiotic for 24 hours.  
 
In the event that your child becomes ill during program time, a staff member or administrator will 
contact you. Upon notification, we require that your child be picked up from the program as soon 
as possible. If you work far away, please designate one or more local family members or friends 
on your contact list for pick-up.   
 
We attempt to minimize illness and disease with the following measures: 

 Cleaning the eating area thoroughly before and after each child eats. 

 Staff use of gloves during snack distribution 

 Requiring and supervising hand washing with children before meals and after toileting. 

 Disinfecting toys. 
 
Injury: 
If emergency medical care is necessary, any of the following steps may be taken: 

1. Call 911 for emergency medical assistance. 
2. Attempt to contact the parent or guardian. 
3. Summon an ambulance or paramedic to transport child to the hospital you requested 

during registration. If one was not designated your child will be transported to the nearest 
hospital. (If child is transported to a hospital, a program staff member will accompany the 
child and remain with the child until a parent/guardian arrives.) 

4. Attempt to contact persons listed on the student’s registration.  
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Medication: 
Community Programs staff cannot and will not administer any medications, prescription or non-
prescription, to any child, with the exception of an Epi-Pen. If your child needs an   Epi-Pen 
please provide the school nurse with a current dose. The school nurse will store it in an 
appropriate and safe location that will be known to all staff.  
 
Children are not permitted at any time to administer their own medications, prescription or non-
prescription. Emergency medications such as Albuterol or Xopenex may be carried and 
administered by students only when proper documentation from a physician and parent are 
provided to the school nurse. Forms for self-administration of medication plans can be obtained 
at your school nurse’s office. Once completed and signed, please give the forms to your school 
nurse.  
 

Program Rules 
 

It is our shared belief that providing positive behavior supports is the most important piece of 
behavior management to ensure a positive and safe environment. Proactive solutions will be 
taken by our program staff in order to prevent inappropriate behavior as well as any incidents 
that may lead to suspension/termination from the program.  
 
Discipline: 
Students participating in any program are expected to adhere to their respective school’s 
discipline guidelines. Should a student’s behavior be inconsistent with the guidelines of his/her 
perspective school, the Site Leader or Manager will consult with site staff, the Supervisor of 
Community Programs, school administration, and the student’s parents/guardians to determine 
appropriate consequences for the child’s behavior.  
 
For the safety of all children, physical fighting and bullying in any form (verbal, physical, 
emotional or cyber) is absolutely prohibited and will not be tolerated. Therefore, any fighting or 
bullying offense may result in immediate suspension from the program or termination.  
 
Other types of misbehavior that are prohibited include, but are not limited to: 

 Failure to follow directions from program staff and/or program rules. 

 Disruption of program by not behaving in a safe, appropriate, and respectful manner. 

 Use of inappropriate language. 

 Destruction, vandalism, or theft of property. 
 
In the event of an incident, the following will occur: 

 Staff will intervene immediately and appropriately. 

 Disruptive children will be separated for a brief period of time, always under staff 
supervision. 

 The child(ren) and a staff member will discuss the circumstances leading up to the 
misbehavior and the appropriate actions that could have been taken to avoid the incident.  
Afterwards, the child(ren) will return to the program group.   

 Program staff will complete a report for administration and site records. 
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 Parent/guardian will be notified and encouraged to help correct behavior. 
 
Behavior reports can carry the following consequences: 

 Verbal warning and parent/guardian notified. 

 Supervised separation from group 

 Suspension from the program 

 Termination of services (If services are terminated, the child will be permitted to attend for 
two weeks after the expulsion date in order to allow the family time to find alternative 
care.) 

 
Parental actions for possible suspension/termination include: 

 Failure to pay fees; habitual lateness in payments. 

 Failure to complete required forms or sign in/sign-out procedures. 

 Habitual late pick-ups. 

 Physical or verbal abuse to staff or children in program. 
 
 
* Please note that this handbook is subject to change at any time. 


