
Parents Handbook 
Desk Information Card: 
 Each child must have a desk information card on file at Kids and Company 
before beginning the program. A medical authorization form must also be 
completed with a signature. Please provide a number or numbers where one or 
more parents/guardians can be reached at any time. Please include pager or 
cell phone numbers, as well. All numbers provided will be used in our attempt 
to contact a parent or guardian in case of an emergency, so be sure to 
complete the entire form. For your family’s protection, the list of people 
authorized to take your child must also be completed.  We will not release 
your child, without prior written instructions, to any person not on 
this l ist.  
  
Medications:   
 Medications that need to be administered to your child must be handed 
directly to the Staff, and should be provided with written instructions 
specifying the dosage, time(s) to be administered, name and phone number of 
the prescribing doctor, and any other directions. Also include written 
authorization for Kids and Company staff to administer the medication. A 
medical authorization form can be obtained from the director, Bridget Freiri. 
 
Signing in/out:   
 For your child’s safety, Kids and Company requires that children be signed 
in when they arrive and signed out when they leave for the day. As such, 
when you leave your child at Kids and Company, you must sign your child in 
and ensure that a staff member is present. If your child comes to Kids and 
Company after school, we will sign him/her in for you. Likewise, your child 
must be signed out upon pick-up each day. Please note that these are our 
only attendance records, so a child that is not signed out may be 
inadvertently charged for the additional time they were “signed in” and were 
not present. Sign-ins and sign-outs are mandatory and a $3.00 charge will be 
applied when children are not properly signed in or out. 
 During pick-up, we ask that you give your child a minimum of five minutes 
to transition and gather their things. This extra time helps to reduce stress for 
everyone. We also ask that the tone and volume of your voice be relaxed in 
our environment. If you are in a rush, please call ahead and we will gladly get 
your child ready for you.  



 If someone other than a parent or guardian listed on the Desk Information 
Card is picking up your child(ren), please provide notification including the 
identity of the person to Kids and Company or your child will not be released 
to them. 
 
 
 
Minimum days (12:30 p.m. Dismissal):    
Kindergarten Mini Club: There is no afternoon bus when the kindergarten 
classes are released, so please let us know if:  

(a) your kindergartener is not coming on these days,  
(b) you will be picking them up at 2:45 p.m., or  
(c) they will staying later on these days. 

1st-5th grades: If your child is enrolled on these days, there are no extra 
charges. Care for children not regularly enrolled on a weekday that is a minimum 
day will be charged the drop-in rate.    
 
Early Release Wednesdays (1:30 p.m. – 2:45 p.m.):  
 The fee for regularly enrolled children is $25 per month; the fee for children 
who are not regularly enrolled is $30 per month.  
 

Absenteeism:  
 Each day we make sure that all children who are enrolled to attend Kids and 
Company on that day are present. Since it takes about 3 to 5 frantic minutes to 
locate an unexpectedly absent child, we request notification when an enrolled 
child will not be in attendance. For kindergarteners, such notification should be 
provided by 11 a.m., and for older children notification should be provided by 2 
p.m. Notification must be provided directly to Kids and Company (353-KIDS) and 
NOT to the school office. Kids and Company has a message machine; please 
leave messages there. If you do not call in, a $3.00 fee will be charged.  This is 
for your child’s safety. 
 If you are picking your child up after school on a day they normally attend 
Kids and Company and you have not called to let us know, please check in at 
Kids and Company before leaving the school. If your child(ren) is/are going to a 
friend’s home on the bus, make sure they bring a bus note (in addition to 
providing notification of their absence to Kids and Company) or they will not be 
allowed to leave campus on the bus. 
 
 

 

 



Late pick-up:  
 Kids and Company closes promptly at 6:15 p.m.  If you are going to be late, 
please call or make other arrangements for your child to be picked up. After 
6:15 p.m., the Kids and Company staff will begin calling those individuals you 
have authorized to pick up your child, and will stay with your child until they 
have been picked up. If your child is picked up by an authorized person other 
than you, and we are unable to contact you, a note will be left to let you know 
who picked up your child in your absence. 
 Late pick-up for Elementary Mini Club(4:30pm) is $5.00 for every 15 minutes 
up to $25 if you do not make arrangements 24 hours in advance.   

A late fee of $1 per minute will be charged after 6:15 p.m., and 
this fee is due upon pick-up of the child. 

   

Drop-ins:   
 Drop-ins (unenrolled attendees) will be accepted ONLY if current 
enrollment and staffing levels allow.  A request must be made at least 24 
hours in advance for drop-ins. There is a processing fee of $50 for the year 
plus a fee for the time the child is in attendance (see payment forms). Please 
do not send your child without making specific arrangements with the 
Director; if there is no room your child will not be accepted and will need to be 
picked up.      
* Please note that if a drop-in is cancelled on the day it was 
scheduled to occur, a fee totaling half the drop-in fee will be due; 
if a scheduled drop-in is a no-show, the full fee will be charged. 
 
In Service Days:  
 If your child is enrolled in after-school care or extended day care five days 
a week, there is a $25 cost for these days. If your child is enrolled less than 
five days a week, the cost for an in service day is $40. Children are required 
to bring lunch on these days. If fewer than 15 children are signed up, the 
childcare may be cancelled. A child must be pre-enrolled to receive care on an 
in service day, and late sign-ups may not be accepted depending on current 
enrollment. If your child is signed up and does not attend, you will still be 
charged the above prescribed fee unless the request for attendance is 
cancelled at least three working days prior to the in service day. Late 
cancellations make staffing difficult and are unfair to those on the waiting list. 
The first two in service days for the 2015/2016 school year are on October 
12 and January 19. 
 
 



Special Camps:   
 Kids and Company offers Special Camps during school breaks for an 
additional charge.  Camps for the 2015/2016 school year are presently 
scheduled for the following dates: November 23-24, December 21-23, 
February 16–19, and April 4-8, as well as seven to eight weeks of Summer 
Camp during the summer months.  
 The camps are contingent upon a minimum number of enrollees, typically 
13 each day. Please note you must enroll for all Special Camps in advance if 
your child(ren) is/are planning to attend.  We reach our maximum sign-up 
quickly and we do not accept late sign-ups. Sign-up forms are provided 2 to 3 
weeks in advance, and there will be a non-refundable deposit due when you 
enroll your child. 

 
Closure Days: 
Kids and Company will be closed the following days during the 
2015/2016 school year:  

September 7 
November 11 & 25-27 
November December 24 – January 1 
January 18 
February 15 
May 30 
June 9-10 (preparing for Summer Camp) 

 
Snacks:  
 Each day, Kids and Company will provide a nutritious snack at around 3 
p.m. If your child does not wish to eat this snack, a piece of fruit will be 
substituted.  If your child is a fussy eater or has special nutritional needs, you 
may want to pack an extra snack. 
 
Information:  
 In order to keep up with all the things happening at Kids and Company, 
there will be posting on the parent board, and calendar of events.  You can 
also check the web site at www.loma.k12.ca.us, which has a link to the Kids 
and Company website. Please read these important flyers to ensure you do 
not miss a sign-up deadline.  
 
 



1st
     of the Month

Family’s File:   
 Each family will have a file located in a file box near the sign-out station 
where your child’s lost homework, possessions, notices, and artwork will be 
placed. Please check it regularly. 

Special Requests:   
 Any special request should be written and sent in an envelope to the 
director.  We will try to meet your needs. Please periodically ask your 
child(ren) if they have any special needs that are not being met, and let us 
know how we can help. 
 
Payments:   

We would like to have 100% participation in our Tuition 
Express program this year. There are two ways you can pay via 
Tuition Express. The first is by setting up automatic credit card 
payments or bank account deductions. You can choose the date 
of the payment each month, or allow the Tuition Express service to use a default 
date. Alternatively, you can bring in your credit card each month to pay your 
tuition fees.  
 
How payments work:   
 To calculate monthly payments, the price per day is multiplied by the 
number of 180 school days and divided by 9 months (even though the school 
year is based on 11 months). As a result, the fees for December and August 
are half and there is no charge for June. The number of school days was 
adjusted to subtract all in service days, holidays, vacation breaks, and five sick 
days. In most cases we will not credit or prorate our fees. 
 

Changing schedules:   
 If you are changing, adding, or dropping days, you must notify the director 
in writing three weeks before the new month begins.  We will accommodate 
any requests to add or change days of attendance as space and staffing levels 
allow. A three-week notification is also required if discontinuing the program. 
You will be charged the full tuition for three weeks following your notification, 
so please provide early notice to ensure prompt billing cancellation.  
 
 

 
 



Kids and Company Code 
 All participants and leaders go over the rules at the start of each program, so 
there is a mutual understanding of what the limits are. Both Kids and Company 
and Loma Prieta School rules apply at Kids and Company. Our leaders are trained 
to focus on the expected appropriate behavior and to correct inappropriate 
behavior. We ask that you go over the rules and consequences with your child, as 
well.   

 
Creed 

We shall respect the dignity and self worth of all who attend. 
We will enforce the rules fairly, firmly, and consistently all in a 

safe and nurturing environment. We will follow the 4 Basic 
Rules. 

 

 4 Basic Rules 
    1) Respect and accept each other       
    2) Respect of all types of property   
    3) Avoid put downs                    
    4) Be responsible for your own well-being 
 

In order to help the children remember these basic rules, staff will:  

  

1st time =  give a verbal warning and “time out” (based on child’s age) from the 
activity. 

  

2nd time = require a conference with the Director. 

  

3rd time =  require a conference with the Director. In addition, the enrollee will 
need to sign a contract stating desired behavior and will be 
suspended for a day. 

 
Some behavior is never acceptable and will result in a call to the 
parents for immediate pick-up. Examples of such behavior generally include 
anything that endangers physical and emotional well-being of other participants 
and/or staff members, or involves willful destruction of property.  

  

1st time =  conference with parents and child, one day suspension from the 
program. 

  

2nd time = if the unacceptable behavior continues, Kids and Company reserves 
the right to remove the participant from the program. 

 
 
 


