
  

The Kids’ Clubhouse, LLC 
  Parent Handbook 

Mission Statement: 

To enhance the lives of school age children within the community by providing an enriched educational opportunity 
through participation in academic, social, artistic, and physical activities during the after school and summer hours. 

Purpose and Goals: 

Within our program, the first purpose is to provide a safe and nurturing environment for school-aged children within the 
surrounding communities.  We consider it a priority to maintain a program that is in the best interest of the children at all 
times. 

Secondly, it is our focus to ensure that parents can be assured that their children will receive excellent care while in the 
program.  We will strive to maintain open relationships with all parents in order to provide the highest quality of care for 
their children. 

Thirdly, we believe that our after school care and summer camp program should not only be a place of excitement and 
fun, but also a place of growth.  We will continually seek to provide an environment that encourages children to grow on 
an academic, social, artistic, physical, and spiritual level.   

Times of Operation: 

After School Care:  Operating hours are Monday through Friday from 2:00pm through 6:00pm. 

Summer Camp:  Operating hours are Monday through Friday from 7:00am through 6:00pm. 



We provide After School Care for: 

1. Cash Elementary 
2. Caleb’s Creek Elementary 
3. Colfax Elementary 
4. Kernersville Elementary 
5. Kernersville Middle 
6. Oak Ridge Elementary 
7. Piney Grove Elementary 
8. North Carolina Leadership Academy  
9. Southeast Middle 

The following schools will ride public transportation to the facility: Cash, Piney Grove, Kernersville Elem & Middle. 

A bus or van belonging to The Kids’ Clubhouse, LLC will pick up from the following schools: Caleb’s Creek, Colfax, 
Oak Ridge, NCLA, and Southeast Middle. 

Enrollment Procedures: 

1. Parents may either pick up an application at the program or download an application from the website.  
2. Parents are encouraged to visit the facility before their child is enrolled.  We welcome the idea of bringing the 

child along for the visit. 
3. The application must be returned and approved before the child may attend the program. 
4. Parents are responsible for completing all sections of the application.   
5. Parents are required to submit an updated copy of immunization records no later than the first day of enrollment. 
6. At the time of enrollment, parents are required to pay a non-refundable registration fee of $50.00.  (This is an 

annual fee that will cover after school care as well as summer camp in the same school year.)  

Tuition: 

The cost of after school care will be $2,400.00 ($1,650.00 for each additional child) for the 2017-2018 school year.  This 
amount will be broken into 10 equal payments and drafted on the 1st of each month, beginning on September 1, 2017 and 
ending on June 1, 2018. (NCLA students will begin drafting on August 1, 2017 and ending on May 1, 2018) 

The cost of summer camp will be $165.00 ($150.00 for 2nd child/$140.00 for 3rd child) per week for the 2018 summer 
program.  This amount will be drafted each Friday prior to the week the child is signed up for.   

**If a parent decides to pay by cash or check rather than use the draft system, the payment must be submitted by 
the 1st of the month for after school care or by Monday morning for each summer camp week the child will be 
attending .   

Full Day Policy: 

Full Day Care will be offered to cover the following:  Teacher workdays, Holidays, and inclement weather days.  
Operating hours will be from 7:00am to 6:00pm. 

Parents will receive a calendar listing the dates that full days will be offered.  Parents are required to sign their child up in 
advance for any full day. We must receive a 24-hour cancellation notice via email in order for the parent not to be charged. 
If we do not receive the proper cancellation notice, there will be a $10.00 charge for the day.  

During periods of inclement weather, the facility will be open to run a full day schedule (opening at 8:00am) if the staff 
are able to make it to work.  Please check Fox 8 to ensure we will be open.   

There will be an additional $15.00 charge per child for each day used.  (If a child is not currently enrolled in the After 
School Care program, the cost is $30.00 per child for each day used).   



Penalty Charges: 

A late fee penalty will be charged if a student is picked up after the operating hours (6:00pm).  If a child is picked up after 
this time, there will be a $1.00 per minute fee added to the monthly draft.  

There will be a $10.00 service charge for all returned payments.  The payment due along with the service charge must be 
paid within a week of the return date.  If payment is not received, the Director has the right to discontinue services.   

Withdrawal Policy: 

If a parent decides to withdraw a child from the program, a withdrawal form must be completed.  If the monthly draft (or 
weekly draft for summer camp) has already occurred, no refund will be issued.   

Arrival and Dismissal Policy: 

All children will be checked in immediately upon arrival to the program.  In order for dismissal, a parent must sign their 
child out.  In order to ensure safety, parents must be prepared to present identification until the staff is familiar with them.   

During the enrollment process, parents are given the chance to provide a list of emergency contacts that are also approved 
to sign the child out.   

**If an individual other than the parent/guardian is picking up the child, the parent must notify the staff in 
advance.  The individual must show identification prior to departing with the child.   

Transportation Policy: 

Once my child is dismissed from school, they are to go directly to the van/bus pickup location. Failure to get to the van/
bus on time will result in the child being left at school. If a child misses the van/bus, the parent will be contacted by the 
school and will then be responsible for picking their child up. The Kids’ Clubhouse will not be able to return to a school to 
pick up a child. (This does include all public school buses as well as The Kids’ Clubhouse bus/van) 

Sickness Regulations: 

If a child becomes ill while in the program, parents/emergency contacts will be contacted immediately and expected to 
pick up the child as soon as possible.  We will make sure the child is taken care of and made as comfortable as possible 
until a parent arrives.  If a child is showing signs of illness while at home, please do not send the child to the program.  If 
a child has a fever of 100F or above, they must not return to the program until 24 hours after the fever has passed.  Any 
child whose physical condition appears to be unsafe to other children and staff will not be permitted to stay. 

Injury Policy: 

Any time a child receives a minor injury (scrapes, bruises, carpet burn, etc.), staff members will be sure to complete an 
injury report for the parent to read and sign.   

If a serious injury occurs at the program, the parents/emergency contacts will be contacted immediately.  If necessary, the 
local rescue squad may be contacted for assistance.  Staff members will also be required to complete an injury report for 
serious injuries. 

Lice Policy: 

While parents have the main responsibility for the detection and treatment of head lice, we will work in a cooperative and 
collaborative manner to assist all families to manage head lice effectively. If a child develops lice while at The Kids’ 
Clubhouse, a parent will be contacted to come pick up the child. A child may return to The Kids’ Clubhouse once they 
have been fully treated and cleared by a doctor. We must receive a copy of the doctor’s note.  



Administering Medication Policy: 

If a child is required to take medication during operating hours, the parent must complete a medical consent form along 
with providing the medication.  Any medications must be in the original container, labeled with the child’s name, Doctor’s 
information, and specific dosage instructions.  If the parent does not complete the medical consent form, no 
medication will be given to the child. 

Personal Belongings: 

Each child will have a place to store their personal belongings.  They will be able to store backpacks, coats, extra clothes, 
etc here.  It is important that the child/parent remove all items at the end of each day.   

Personal toys, games, cell phones, mp3 players, ipods, etc. are not permitted in the program.  If a child is caught using any 
of these, the item will be taken and returned to the parent at the end of the day.   

Discipline Management Policy: 

We believe that children should be given clear guidelines for behavior, treated with respect, and shown a consistency in 
discipline practices.  We also believe that it is important for children to learn to make the right decisions as well as to be 
taught how to handle consequences.  Children will always be supervised in all activities and any inappropriate behavior 
will be handled immediately.   

Steps to handling a behavior issue: 

1. Child will be given a warning as well as given another way of accomplishing something.   
2. Child will be pulled aside and spoken to by a staff member. 
3. Depending on the incident, the child will be given a consequence.  (We believe that a consequence should directly 

relate to the problem and the child should easily understand a lesson behind the consequence.  The staff will also 
be sure to talk with the child to ensure they understand the reasons.) 

4. If the problem continues, the child will be sent to speak with one of the Directors. 
5. If necessary, a discipline form will be completed for the parent to read and sign that evening at pick-up.  (After 

three discipline forms, the child will either be suspended or removed from the program.)  
6. At any time, the Director may request a parent conference.  Parents may also feel free to schedule a conference 

with the Director. 

**We will never use any form of physical punishment on a child or use any type of verbal abuse including making 
fun of, yelling at, threatening, or using profanity.   

**In the event that a child is caught intentionally trying to harm another child, they will be immediately removed 
from the group.  A discipline form will be completed and the parent will be contacted.   

Contact Information: 

We believe in honest and open communication at The Kids’ Clubhouse. If at any point, a parent feels uncomfortable with 
anything or has an issue, please feel free to contact one of the owners. We consider all our “families” very important to us 
and want to make sure we have a chance to resolve any conflict that might arise. 

Owners: Sondra Vaughn & Jill Eversole 

Office Phone: (336) 992-0881 

Business Cell Phone: (336) 420-7849 

Emails: Sondra.Vaughn@gmail.com  or Jill.Eversole@gmail.com 
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