PARENT HANDBOOK
BEFORE AND AFTER CARE

WELCOME TO THE

CHILD DEVELOPMENT CENTER
12777 N. Rockwell, Oklahoma City, Oklahoma 73142
Phone 405.717.4327 Fax 405.717.4934
We serve the children of
Francis Tuttle Technology Center
students and staff, as well as community.

INTRODUCTION
The Before and After School Child Care Program offers a variety of age-appropriate activities
geared to meet the needs of your children.
Social, Emotional, and Physical Development
While your child is attending Before & After School Care, he/she will have the opportunity to
participate in a variety of activities such as art, music, dramatic play, science, reading and
math. Interest centers will be set up for children to move freely and explore on an individual or
group basis. Your child will have outside time each day, weather permitting. Gym activities
will also be offered.
Intellectual Development
Activities encourage children to think, reason, question, and experiment. Creativity in art,
drama, and writing is encouraged. Opportunities are available for students to sit quietly and
read, think or relax.
Warm, Caring Staff
Before & After Care is part of Francis Tuttle Child Development Center and classrooms are
licensed facilities. All staff members undergo an extensive reference and background check.
Our staff members not only have practical experience working with children, but also attend
conferences, workshops, and school-age courses to continue learning about the ever-changing
field of school-age care.

ENROLLMENT
Enrollment in the program is completed when the parent/guardian has:
Emergency Contact Card/OKDHS Child Info Sheet
Provided a copy of the child’s immunization record
Signed Media Release
Signed the Handbook Acknowledgment
Paid the enrollment fee/Financial Contract
Parent Orientation/Tour of Facilities

TUTION
Payments
Tuition amounts are specified on your financial contract. Fees are based on the school calendar
year’s tuition. ($80.00/week: days children are out of school for Spring break & Christmas
break, the fee will be $40.00/day or $155.00/week) Payments must be made weekly and are
due BEFORE service. Tuition payments must be placed in the drop box of the Child
Development Parent Entry-Way or you may register for automatic payments through
“Tuition Express.” Be sure to write your child’s name on your payment.
Late Fees and Service Charge
A late fee of $10.00 will be added to your account if tuition is not paid according to terms
agreed. If a check is returned due to non-sufficient funds, a $25.00 service charge will be
assessed.
Cash/Credit Payment
Payments at the sites must be check, money order, or payments through “Tuition Express.”

PROGRAM PROCEDURES
Dropping Off/Picking Up Your Child
A parent or registered person must come into the program to check-in the child in the morning
and to check out the child at the end of the day on the touch screen computer. Proper
identification is required to pick up a child. (Only registered/authorized individuals are allowed
to pick up a child) A parent may not be prevented from picking up a child unless we have legal
documents on file. If you are unable to pick up your child by 6:00 p.m., you will need to inform
the site which your child is attending. A late fee of $5.00 per minute will be charged for any
child picked up between 6:00 p.m.- 6:05 p.m. After 6:05 p.m. the fee will increase to $10.00
per minute per child. If you don’t contact us by 6:15 p.m., we will contact campus security and
Oklahoma Department of Human Services.
Absences
For the safety of the children, we need to know where the children in our programs are at all
times. If your child goes home from school during the day or will not be attending the
program after school for any other reason, you must report the absence to the program.
A $5.00 Finder’s Fee will be charged to your account if an absence is not reported to the
program. To report an absence, please call the appropriate Before & After School Care
number: 405.717.4327.
Breakfast/Snacks
Breakfast will be served from 7:15 a.m.-8:00 a.m. each morning. An afternoon snack will be
available each day. Menus will be posted in classrooms.
Safety Drills
Once a month, we will practice drills for fire, tornado, and intruder on campus to show the
children how to respond in case of an emergency.
Emergency Information
Please remember, if any emergency information changes, the program needs to be contacted
to update your family’s records.

News
The program will have a monthly newsletter. Also, a bulletin board will keep you informed of
daily events, including information on snacks, non-school day, and special happenings.
Program Hours
The Before & After School hours (two sessions):
7:00 a.m.- 8:20 a.m.
2:30 p.m.- 6:00 p.m.
Calendar
Non-school Days
A non-school day program will be available on days when school is not in session except on
holidays as stated in the contract. The cost will be $40.00 per day, paid in advance of the
non-school day. *The program follows the Putnam City Public Schools Calendar.
Holidays
Days the program will be closed and non-school day programs will not be available are
specified in the contract. See Putnam City Public Schools Calendar.
School Closing Due to Weather/Event
When Putnam City Public Schools or Francis Tuttle Technology Center cancels classes due to
unsafe weather conditions, Before and After School Care will also be closed. Before and After
School Care also may be closed on non-school days if there is inclement weather. Watch your
local news for school closing information.

BEHAVIOR MANAGEMENT
Students must follow behavior policies and classroom rules. The program will use a behavior
management plan when a student has behavior problems. We will conference with the
parents. If a behavior is serious or consistent, it may result in immediate removal at the
discretion of the Francis Tuttle Child Development Center Program Manager.

HEALTH
Injuries
If your child gets hurt while in the Before & After School Care Program, an incident report will
be filled out and sent home with your child. If your child has a serious injury while in the
Before & After School Care Program, the staff will call 911. The paramedics will decide on
appropriate action. You will be notified by phone as well as by an incident report filled out by
appropriate staff member who witnessed the incident. Francis Tuttle CDC Before & After
School Care will transport to Mercy Hospital.
Illness
If your child becomes ill while in the Before & After School Program, you will be notified. If for
any reason you cannot be reached, the emergency numbers listed on your enrollment card will
be contacted.
Symptoms:
Fever
Vomiting
Diarrhea
Undiagnosed rash
Inflamed or matted eyes
Lethargy
Inability to participate
Medication
The prescription medication must be in original container. (No over the counter medication is
given) Complete medication card with child’s name, dosage, and time to be given. The first
dose of medication must be administered by the parent/guardian.

ABUSE REPORTING
Child abuse is not condoned in any form. The center is required by law to report evidence or
suspicion of child abuse or neglect. All teaching staff is trained annually in the detection and
prevention of child abuse. The statewide child abuse hotline is 1.800.522.3511.

FAMILY CODE OF CONDUCT
To ensure that you, your child, our staff, and all that enter our center experience a safe,
welcoming, and respectful environment, we ask that families demonstrate respect for others.
Behavior that is inappropriate, illegal, threatening, or disrespectful in nature or language that
is abusive is not acceptable.

DISMISSAL
The Child Development Center attempts to meet the individual needs of each child, as well as
the needs of the group. If we cannot meet your child’s needs or if we cannot meet the group’s
needs, we will not be able to care for your child. Children will be dismissed from the program
in the following situations:
Has needs we cannot meet
Hurts other children or teachers
Needs medical or psychological services we are unable to provide
Destroys equipment or materials
When we cannot keep the child or other children safe
Parent/guardian making remarks that are detrimental to the self-respect of children, staff,
or other families will not be tolerated. This includes harassing remarks, comments that are
disrespectful to the teachers and other staff, a parent encouraging a child to be disrespectful,
not following procedure in discussing concerns with the child’s teacher first before going
to administration, arguing about policies and procedures, and refusing to follow said policies
and procedures.

Nondiscrimination Policy
It is the policy of Francis Tuttle not to discriminate with regard, color, religion, gender/sex, national origin, age, marital or
veteran status, or disabilities. This policy shall be followed in the operation of its educational programs and activities,
recruitment, admissions, employment practices and other educational services. Inquires concerning application of this
policy may be directed to the Human Resources Director, who serves as the Coordinator of Title IX; Section 504; and
Americans with Disabilities Act for all campuses, at 12777 N. Rockwell, Oklahoma City, OK 73142-2789, 405.717.7799

