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Dear Parents/Guardians: 

Welcome to The Center's Before and After School Program. We are delighted to serve your family's child care needs. We 
are committed to providing a safe and nurturing experience for your child with plenty of opportunities for growth in spirit, 
mind, and body. 

Our goal in the Beyond the Classroom is to promote enrichment activities for our youth everyday while providing a fun 
safe and social environment for them. We believe in the uniqueness of each child and work to provide an array of 
activities to ensure each of their needs and talents are explored. 

Our number one priority is keeping all those in our programs safe. To ensure this, all of our staff have training in First Aid 
and CPR. Additionally, we have operational procedures in place to ensure the safety of the children within our care. The 
Center staff is provided with ongoing training throughout the year and we are proud to meet Florida DCF requirements. 

The Center's Before and After School Program is a non-profit program and meets the standards of the Florida Department 
of Children and Families. In order to retain our DCF license our staff are trained and experienced in working with children. 

This handbook is designed to assist you in better understanding the philosophy, goals, policies, and procedures of our 
Beyond the Classroom Before and After School Program. We encourage you to review this booklet with your child and 
retain it for future reference. If you have any questions or concerns, please feel free to contact your Program Director. We 
are very interested in your comments, questions, and feedback regarding our program. As a team we can provide your 
child with a successful experience in our program. Welcome to The Center of Anna Maria Island Family. 

About Us 

Statement of Purpose 

The purpose of The Center's Beyond the Classroom Program is to provide quality care in a safe and supportive 
environment that fosters the physical, emotional, intellectual, and social growth of children, while supporting and 
strengthening families. 

Goals and Objectives 
The Center's Beyond the Classroom Program promotes character values along with healthy lifestyles and choices. Our 
programs meet the needs of children at different stages of development by creating an environment that is relaxed and 
fosters independence, cooperation and self-control among the children who participate. The daily schedule is structured 
so that it allows a choice of a wide range of developmentally appropriate activities, balances active and quiet times, and 
provides opportunities for children to pursue particular interests and develop individual abilities. Children are encouraged 
to participate in the daily operation of the program, especially on the formulating of behavioral expectations and choosing 
program themes and activities. 













• Physical punishment:
• Striking, biting, kicking, squeezing, spanking, shaking, twisting.
• Demanding excessive physical exercise or prolonged lack of movement or motion.
• Strenuous or bizarre postures.
• Methods of discipline that frighten, demean, humiliate, or shame.
• Verbal or emotional abuse.
• Withholding food or restroom privileges.
• Forced feedings or compelling a child to eat or have in the mouth soap, foods, hot spices, or foreign substances.
• Confining children in small locked rooms.

Center staff and volunteers need to be sensitive to each person's need for personal space. The Center encourages 
appropriate touch; however, at the same time it prohibits inappropriate touch or other means of sexually exploiting 
children. 

In the event that there is an accusation of suspicion of child abuse, the Center will take prompt and immediate actions as 
follows: 

• The mandated reporter (employee) notify The Florida Abuse Hot Line immediately at any time of the day or week 
by calling the hotline. 

FLORIDA ABUSE HOT LINE 1-800-96 abuse 

The following information should be included in oral and written reports: 

• Child(ren)'s name, address, sex, age.
• Facts about the injury or suspected harm to the child.
• Physical indicators observed.
• Behavioral indicators observed.
• Other indicators observed/ known.
• Any knowledge of earlier injuries or problems.
• Name of the person responsible for suspected maltreatment.
• Facts about the family.
• Your name and where you can be reached.
• What action, if any, taken by you to protect the child.
• Photographs - If necessary, color photographs may be taken of visible trauma. Any photographs must be sent to 

the Child Protective Services at the time the written report is sent or as soon thereafter as possible.
• At this point, the person in charge, or his/her designee, will ask the as described as Child Protective Service

(CPS) warrants reporting.
• The person in charge, or his designee, immediately implements the directions as given by the CPS worker: If a

CPS report is not recommended by the CPS worker; this fact, plus any other advice or directions given, will be
noted on an incident report and the appropriate staff notified so as to ensure compliance. The Center Executive
Director will promptly receive a copy of this incident report. If a CPS report is warranted in the opinion of the CPS 
worker, it is to be immediately reported. An incident report will be completed and promptly forwarded to the Center
Executive Director.

• If a CPS report was deemed necessary, within 48 hours after such oral report, (Report of Suspected Child Abuse
or Maltreatment) will be completed and mailed to the Local County Child Protective Services. A copy of the report
will also be forwarded to the Center Executive Director. Written reports from persons or officials required by law to
report shall be admissible as evidence in any judicial proceedings related to child maltreatment.

The Center will make all efforts to protect the confidential nature of such reports and the reporter's name and the Center 
will also remain confidential. If the child or program staff is determined to be in immediate danger, a call will be made to 
law enforcement officials. 
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• Incidences of past or continuing pattern(s) of behavior
• Relationship between the parties involved
• Context in which the alleged incident(s) occurred

Consequences and appropriate remedial actions for a child or staff member who commits one or more acts of harassment 
or bullying may range from positive behavioral interventions up to and including suspension or expulsion 
Consequences for a child who commits an act of harassment or bullying shall be unique to the individual incident and will 
vary in method and severity according to the nature of the behavior, the developmental age of the child, and the child's 
history of problem behaviors and performance, and must be consistent with the Center's approved Code of Conduct. 
Remedial measures shall be designed to: correct the problem behavior; prevent another occurrence of the behavior; and 
protect the victim of the act. Effective discipline should employ a Center approach to adopt a list of bullying offenses and 
the associated consequences. 

The consequences and remedial measures may include, but are not limited to, the examples listed below: 

• Temporary removal from a program
• Loss of privileges (time away)
• Legal action
• Expulsion or termination

Family Counselors 
The Center has developed a partnership with Centerstone Bradenton in order to provide our families with wrap around 
services. This partnership will allow for counselors/social workers to be on-site once a week to interact with the children 
and discuss topics relating to positive choices and mental health. Some of these topics will include self-esteem, team 
building, empathy, self-awareness, coping with emotions/stress, problem solving, and others. 

This interaction within our program will also allow for identifying children and families that may need additional services 
and early intervention for behavioral, social or chemical issues. On-site, one on one, or family counseling will be available 
to those that need or desire it. 

Additionally, Centerstone will be providing Parent workshops to coincide with topics addressed with children, and to assist 
parents with some of the more difficult aspects of parenting. 

The Center's Weather Policy 
Our primary concern is that all the children are safe. We follow Manatee County School Board's weather policy. If the 
Manatee Country government offices are closed because of weather- related issues, then our program is also closed. If 
Manatee Country is under Tropical Storm or Hurricane Warning our program will be closed. 
As always, please stay informed by using our website and Facebook page for the most up-to-date information. 

Drop Off/Pick Up 

Pick Up Authorization 
Persons authorized to pick up your child are identified in the Child Release Information Section of the enrollment form 
filled out and signed by the parent/guardian. Enrolling parent is also responsible for adding them into ProCare. If a child 
is to be picked up by someone other than one of those authorized persons, The Center must be notified within twenty-four 
hours in writing. Parents or designnated persons picking up children must come into the building with photo identification 
to pick up the child. A finger print will also be registered in our ProCare system for child. For your child's safety, we will 
not allow your child to leave the site without staff authorization. All persons authorized to pick up must be at least eighteen 
years of age. 
Please be advised that if staff suspect you have been consuming alcohol/ drugs your child will not be released to you and 
another designated person will be called to pick up your child. 

Policy for Releasing Children 
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A child must be released to a parent unless there is legal documentation stating otherwise. (For example if a mother 
enrolls a child but does not provide the father's information but there is also no legal paperwork stating the father may not 
have contact or has no rights, the facility would be required to release the child to either parent regardless. However, if it 
were to be another relative or guardian (not parent) requesting pickup then written permission would be required and 
verified with the individual's ID in order to release a child to them.) 

Parents are invited and urged to visit The Center at any time. The staff must ensure that a child is released only to a 
parent or an adult designated by the parent/ guardian, or to an authorized pick up person. No child will be released to 
anyone under the age of 18. If the person authorized to pick up your child is not known to staff, we will verify the identity 
of persons authorized to pick up the child by a government picture ID (i.e. a State driver's license). 

Late Pick Up Policy 
On certain occasions when a parent must be late, the Center has established these firm policies: 

• Parents must call the Center staff to let them know what time they will expect to arrive or to inform them of
alternate transportation arrangements that have been made.

• In the event of consistent tardiness, your child(ren) will be suspended from the program for an amount of time to
be determined by the Executive Director.

• After the first 15 minutes, late fees will begin to accrue at the rate of $1 per minute, per child.

If the Center does not receive a notification from the parent, the following procedures will be immediately implemented: 
• A Center staff member will contact parents for instructions. If contact cannot be made;
• Center staff will call the emergency contact list to arrange pickup (parent will be charged one dollar per child each

minute the emergency contact person is late.)
• If 30 minutes late from official closing time and contact cannot be made to the child's parents or emergency

contact people, a call will be placed to the Police Department. Parents will be informed to contact the Police
Department for further instructions.

Billing 

Financial Payment Information 
Beyond the Classroom payments must be made the Thursday prior to the week of attendance. 

Credit/Refund Policy 
The Center does not issue credits or refunds except under the following conditions: 

• A program has been cancelled by the Center
• An error has been made by the Center regarding payment
• A medical excuse is presented with a physician's signature due to emergency

The registration fee is nonrefundable and non-transferable. This fee is required to hold your child's spot in our Program. 
Should your child be withdrawn from the program the fee is forfeited 
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$25 registration due at time of registration 

After School Prices

Full week package – Members – $75 & Non-members – $80

Three (3) day package – $60

Two (2) day package – $40
*Half Days are included 

All Day Camps

$45 per day (or additional $25 per day to your weekly rate)



Financial Assistance 
The Center's policy states that no person will be denied membership or program participation solely because of inability to 
pay. Sliding Fee applications are available at the front desk or online at www.centerami.org under "forms". Discounts are 
granted based on available resources of the Center and on  household income. It is our intent that all individuals contribute 
toward membership and/or program fees. 

Payments Through ProCare

You must fill out the Tuition Express "automated Payment Processing" form located in the registration form. The information 
provided will be used for tuition payments. If  you pay cash you will be charged a $5 processing fee each time. If our 
payment is declined you will be charged a $25 fee and after being declined three times you will be required to pay cash. You 
must let the Youth Program Manager/Recreation Director know the Thursday prior to the week of care if there are any 
changes or  will be charged and a refund will not be give.

Confidentiality of Records 
All information contained in your child's record is privileged and confidential and cannot be released without your written 
consent. Authorized representatives of Manatee County Children's Services and DCF have the right and responsibility to 
review all records upon request. 

Registration Changes 
Any changes in registration information concerning you or your child must be arranged in advance, in writing, with the 
Youth Program Manager (i.e. change in service, discontinuation of service, changes in pickup authorization, address, 
work or home phone numbers, emergency contacts, etc.) If you are changing your child's scheduled days, two weeks' 
notice must be given in writing to the Program Supervisor. This does not ensure a refund of funds paid. Please refer to 
our Credit/ Refund Policy for details. 

Student's Responsibilities 
All students participating at The Center must comply with The Center's rules and standards of behaviors. All students are 
expected to stay with their group and follow the directions of the staff. Rules are enforced for safety and health reasons. 
The Center has the right to terminate any student's participation in the program if he/she does not comply with Center 
rules and standards of behaviors. 

Parent Responsibilities 
We ask for the parents' cooperation in making the child's time at the Center as safe and exciting as possible. Please 
keep these requests in mind at all times. 

1. Registration forms are required to be completed entirely upon registration for our Beyond the Classroom program and 
signed by the parent or legal guardian.

2. Register in ProCare by visiting www.myprocare.com/Default/Index?aWtuPTg1MDkxMTM3NjAmc2NoSWQ9Mg== (you 
can also visit www.centerami.org and go to youth program for the link. 

3. A $25.00 Non-Refundable/Non-transferable Registration fee is required at time of registration.

4. Please be sure to mark all the student's belongings with his/her name. We are not responsible for lost or stolen items.

5. If your child is taking any medication, it must be accompanied with a written note and be in the original bottle.
Medications and note should be given to the Program Supervisor upon arrival. 

Parents MUST sign their children out of the Beyond the Classroom program in the ProCAre system , using your finger 
print or your code given to you by staff. If an alternate individual is picking up your child they must be on the pickup list 
or have a written note from you, the parent in advance. Please be prepared to show photo ID at time of pickup. 
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