
Child Enrichment Services

Family Handbook
Adventure Club

Accepted by Board of Education March, 2022

Child Enrichment Services Office
1701 NE Wildcat Way

(479) 254-5040

Revised Annually 2010- 2019



Adventure Club Family Handbook
Table of Contents

Mission Statement/Philosophy/General Information 3
State Licensed 3
Non Discrimination 3
Enrollment Process 3
Enrollment Eligibility 4
Financial 5
Vacation 6
Withdrawal 7
Dismissal 7
Illness 7
Activities Outside Adventure Club Programming 8
Medication 8
In Case of Injury 8
Nutrition 8
USDA Non-Discrimination Statement 9
Guidance/Discipline 9
Bullying 10
Visitors 11
Reporting Child Abuse 11
Additional Safety Measures 11
Emergency Procedures 12
Field Trips 13
Movie Time 13
Bringing Items from Home 13
Youth Electronics and Phone Policy 13
Lost and Found 14
Parent Cell Phone Usage 14
ARKids First 14
Medical Home 14
DHS Minimum Licensing Requirements 14
Recalled Items 14
Parent’s Responsibilities 14

2



Mission Statement

To create a safe and caring environment
where integrity, compassion, and respect are fostered

with a goal of promoting lifelong learning, self-worth and responsibility.

Philosophy

We believe...
In the dignity and worth of each individual.

In encouraging youth to make choices.
In a warm and caring atmosphere.

In high standards and a motivated staff.
In the whole child learning: social, emotional, physical, and cognitive skills.

We strive to meet the needs of all youth and they are encouraged to explore their environment and think creatively.
Teachers guide and enhance this process through materials and activities. Lesson plans are developed by staff denoting
themes around a monthly focus.  The focus incorporates Developmental Assets
(http://www.search-institute.org/research/developmental-assets) and the K-12 frameworks.  We are committed to
providing a stimulating child-oriented environment which is clean, healthy, and safe. Interest centers and long-term
projects offer challenging play, exploration, and success at a range of developmental levels.  Opportunities are provided
for youth to practice leadership skills through student-led activities and peer mentoring.

We are committed to supporting our teachers with specific and appropriate professional development and the
opportunity to create unique learning experiences for our youth. We provide opportunities for staff to share ideas and
grow professionally through continuing education. All staff members are required to complete a minimum of 25 hours of
professional development annually. Most of our staff are CPR and First Aid certified. All staff are required to attend Child
Care Orientation Training.  Adventure Club is participating in the state program, Better Beginnings
(www.arbetterbeginnings.com) to continue to maintain the highest quality of care for our youth and families.

We are committed to developing and maintaining an atmosphere of mutual respect and trust between parents and
teachers. For the benefit of the child, this partnership requires daily communication between parents and staff. The
Director of Early Childhood, Program Coordinator, Team Leaders and Site Supervisors are available for parents to discuss
the Adventure Club program.  The Bentonville School’s Board of Education is the governing body of Adventure Club.

State Licensed:
Adventure Club is licensed by the Department of Human Services. It is our policy to meet and exceed minimum licensing
regulations for childcare centers. The regulations relate to facilities, staff, health, safety procedures, nutrition, child/staff
ratios, and record keeping. Rigid enforcement of state and city health, fire, and licensing standards are in the best

interest of all youth. Each site has a file of compliance reports available for review.

Non-Discrimination: Bentonville Schools does not discriminate in its policies and programs on the basis of race, color,
creed, religion, age, sex, handicap, national origin, or ancestry. Inquiries concerning the application of Title IX or Title VI,
may be referred to the Equity Coordinator; 500 Tiger Blvd. Bentonville, AR 72712. 479-254-5000.

Enrollment Process:
Adventure Club will accept any child whose needs can be met in the childcare setting, provided that space is available in
the program. In all cases, the child must be able to participate to some degree and substantially benefit from the

3

http://www.search-institute.org/research/developmental-assets


program without risk to himself/herself or to the other youth and this must be accomplished without fundamentally
altering the nature of the program or resulting in an undue financial and administrative burden.  All applications are
reviewed for special circumstances which may include: daily medications, allergies with or without medication, dietary
needs, or special physical, behavioral, social/emotional and/or educational needs, etc. If there are no special
circumstances, registration and activity fees are collected and a start date is scheduled.  If it is determined that the child’s
needs are non-typical requiring additional information, the Registrar will request from the parents a copy of the child’s
IEP and/or behavior plan.  In addition, the parents will sign a Parental Consent Form in order for information to be
released to the Program Coordinator.  The consent form also provides district approval for Adventure Club staff to
observe the child in the classroom and have a conference with the classroom teacher. Parents as well as the primary
teacher will complete an Enrollment Questionnaire.  If needed, an observation and conference with the school teacher is
completed.  All the information gathered will be reviewed by the Program Coordinator and a meeting with the parents
will be set up if needed to discuss strategies/accommodations that will help the child be successful.

If it is determined that the child’s needs exceed reasonable accommodations for the program or the program
experiences an “undue hardship” or “burden”, the program coordinator will contact the parents explaining why
Adventure Club is unable to enroll their child in the program or may not be able to continue care once it has been
started.  An example might be in the case where a nurse is needed and staff are not trained at the level needed to care
for the child or if the child is a safety risk to himself or others.   The Program Coordinator will offer parents a list of other
after school programs in the area and all documentation of information gathered outlining the attempts to provide
service will be placed in the child’s file.

If the program is able to meet the needs of the child, modifications must be put in place, and discussed with staff prior to
the first day of attendance. Parents will be notified of start date, accommodations that will be put in place and that the
child will be enrolled on a probationary basis up to 30 days as is the case with all youth. Registration and Activity Fee
must be paid prior to start date. The child will be observed in Adventure Club if necessary to consider additional
modifications.  The Program Coordinator will communicate with the parent to discuss progress and seek additional
accommodations if needed.  Prior to recommending disenrollment if needed, the Program Coordinator will contact the
family at least one week in advance to discuss why Adventure Club is not a good fit at this time.  If a parent is interested,
Adventure Club can re-evaluate the child attending Adventure Club in 6 months or at the beginning of the next school
year.  Program Coordinator will give parents a list of other after school programs in the area and no further action is
needed.

Enrollment Eligibility:
The following youth will be considered for enrollment in the program:

1. Youth who live in the Bentonville School District and attend Kindergarten through the
summer after the 6th grade.

2. Youth who do not live in the Bentonville School District will be considered for enrollment for summer and full
days if space is available.

Acceptance will be determined on a first-come, first-serve basis. Youth will be enrolled with a 30-day probationary
period.  We do not accept drop-in youth under any circumstances.  Youth must be registered with paperwork on file to
attend.  The youth are divided into groups with similar ages. The number of youth in a group is determined by state
licensing requirements. During the school year, youth will attend Adventure Club at the site where they attend school.  In
the summer and full days out, Adventure Club will consolidate. During the summer or other school breaks, teacher
in-service and snow days, a full day program will be provided. The program is closed based on the district annual
calendar and one day at the beginning and end of the summer program. If the holiday (New Year’s Day, 4th of July, or
Christmas Day) falls on a Saturday, we will close the Friday before, and if it falls on a Sunday, we will close the Monday
after.  We do not charge for days we are closed.

Hours of operation are 6-7:30 a.m. and 2:30-6 p.m. or 2:50-6 p.m. depending on the school.  We are open 6 a.m. to 6
p.m. on all full days out with the exception of snow days. We are open Monday through Friday. In the event of school
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closings due to inclement weather, please listen to TV 40/29 and TV 5, view Facebook or go to www.bentonvillek12.org.
It will be listed as Adventure Club, not Bentonville Schools. An inclement weather message will also be left on the office
phone at 254-5040, and those who have signed up to be on the email distribution list on the Adventure Club website will
receive an email. All students attending Adventure Club on snow days need to report to Thomas Jefferson Elementary.
Snow Day hours are 7 a.m. to 5 p.m.  All youth will need to bring a well-balanced sack lunch.

Upon enrollment, parents must:
1. Complete and Sign Application and Food Program Form for summer and/or school year.
2. Complete and sign any other applicable forms such as special interest, field trip or electronics, etc.
3.    Have your current account balance paid in full and pay applicable registration and activity fees.
4.    Bring any medical action plans, behavior plans, IEP, 504 plans & court documents at the time of registration.

Enrollment forms must be updated as necessary regarding all information contained on the form. Any changes in
address, emergency information, work telephone number, etc. is the responsibility of the parent to notify the office. It is
the program’s policy that the custodial parent/guardian who is the enrolling parent is the only one who can make
changes to the application including authorized pick-ups. In cases where the court has ruled that each parent has specific
days of the week, the parent, on their day, can make changes to authorized pickups effective only on the days they have
the youth. On rotating weeks of on and off custody, it is the parents’ responsibility to keep up with what days they are to
pick up their child, not the program’s staff. In order for the program to set this up, the main office must have a copy of
the court documents that clearly states what days each parent has rights to pick up their child. In the event the program
reaches capacity, prospective applicants will be placed on a waiting list. When a child is brought to Adventure Club in the
mornings during a regular school day or during full days out, the parent must bring the child into the cafeteria or other
designated area and sign them in. If your child is not signed in at the time of drop-off, Adventure Club cannot accept
responsibility for your child.  The teacher in charge should be told that the child is there. Youth may not enter or exit the
building without an adult in attendance. Youth are not allowed to leave on their own.  They must be signed out by the
parent or someone on the authorized pick-up list who is 16 years of age or above with a valid, state issued driver’s
license. Anyone picking up should be prepared to show an official picture ID and staff must match the ID to the
individual named on the student’s application. If anyone other than the parent is to pick up your child, contact the site
supervisor so an ADD Form can be completed. Please date and sign the note. If there is someone not allowed to pick up
your child, please notify the site supervisor in writing. We cannot withhold a child from his/her parent unless custody
papers are on file. We will follow the guidelines indicated by the courts regarding visitation.  Adventure Club staff must
be informed of special issues or needs of a child including, but not limited to, allergies, sunburn, medication, or other
medical condition or disability. If a child is enrolled as a full day out only student, they may only attend when school is
not in session, (i.e. Teacher In-service days, school holiday breaks, and snow days).

Financial:
1. A $50 non-refundable registration fee and a $50 non-refundable school year activity fee must be paid when

the child is enrolled or re-enrolled into the program. If you switch your school year status from Full Time to Full Day
Out or from Full Day Out to Full Time, your account will be charged a $50 non-refundable registration fee.  Your
child is not automatically enrolled for the summer program if they attend during the school year. School year
applications expire at the end of the school year and youth must be re-enrolled to continue in Adventure Club for
the summer and pay the required $80 non-refundable summer activity fee.  When the activity fee is paid for
summer, parents will not have to pay an additional activity fee for the school year.  Full day out students who did
not attend any full day outs during the school year must pay a $50 non-refundable registration fee and a $80
activity fee upon enrollment for the summer. Those students, who were in the program on the last day of school
and are enrolled for the 1st day of summer, will not have to repay the registration fee.

2. Tuition for full time care is $65 per week during the school year ($130 during the summer regardless of
attendance).  There is an additional fee for early outs and full days. An early out is when school closes early. Early
outs will be an additional $2 fee. Full days (including snow days) will be an additional $13 per day.  Full weeks with
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full days are $65 per week plus an additional $13 for each day the child attends. If your child does not attend, you
must still pay the base rate. If your child is registered to attend full days out only during the school year, the fee is
$26 per day and your child is only eligible to attend on full days out. Parents are required to sign up in advance for
any breaks that your child will attend so that we may staff appropriately.  We are closed on holidays, therefore you
are not charged on these days.

3. Fees are to be paid on Monday prior to receiving that week’s services. Your account should be kept current at all
times. In the event that tuition is not received on Monday, you will be charged a late payment fee of $10 which will
be applied on Tuesday if no payment is made or there is a balance remaining.  Parents with a balance are notified by
email. Payments are accepted in multiple ways.  A check or money order may be mailed to the main office, paid
online (3% fee), bill pay through your bank, paid in person via check, cash or credit card.  Our main office is open
Monday thru Friday 8 am – 5 pm only.  (Summer hours will vary.) For your convenience, a tuition drop box is at the
entrance of the main office building. No cash will be accepted in the drop box. Payments are not accepted at the
sites. In the event that tuition falls behind, you will be asked to clear your account or your child will be dropped
from the program.  If a written receipt is needed, your payment must be made at the main office.  Receipts will not
be mailed. Payment is required for all days that the center is open.  Please write your child’s full name, parent’s full
name, driver’s license number, street address, and phone number on all payments. Checks must be written in blue
or black ink. Adventure Club reserves the right to raise fees should it be deemed necessary.

4. Non-Sufficient Funds Check: Non-Sufficient Funds Checks will be assessed a fee and recovered using FARS
(Federal Automated Recovery Systems).  After two NSF checks, you will be placed on a cash or money order only
basis for payment.

5. Voucher Payments: Adventure Club accepts payments by voucher through the Department of Human
Services.  Parents are responsible for applying for vouchers through DHS and following all requirements to maintain
their arrangement with DHS.  Parents who use DHS vouchers are responsible for that portion of tuition incurred
before they are accepted into the DHS program and for any payments that are due if their arrangement is
terminated by DHS.  The registration and activity fee is not covered by vouchers and must be paid in full within 3
months of enrollment.  If DHS does not cover your child’s tuition in full, your percentage payment is required on
Monday of each week.  If not paid on Monday, a $10 late fee will be assessed to your account and your child will not
be able to attend Tuesday if payment is not received at the main office prior to 2:30 pm.  You must abide by the DHS
Voucher attendance guidelines; otherwise Adventure Club reserves the right to drop the child from the program.  If
absences are exceeded, the parent will be responsible for non-billable tuition fees.  In the event a parent who
attends college withdraws their child(ren) due to a break in the college schedule, the child(ren) must be re-enrolled
and another registration fee paid in order to attend again.  Examples of this would be Christmas and Spring Breaks.

6. Early Drop Off/Late Pick-Up Fee: An early drop off fee will be assessed if the child is dropped off before 6 a.m.
The early drop off fee follows the same guidelines as the following late pick up fee.  A late pick up fee will be
assessed if the child is picked up after 6:00 pm. There will be a charge of $1 per minute for every minute that your
child is picked up after closing at 6:00 pm.  The facility clock is the time that is logged at arrival and departure time
and the staff will document on the sign in and out if the pickup written time differs from the facility clock.  If this is a
habitual problem, your child will be dropped from the program.  We only honor the time indicated by the facility
clock due to the many variations of each individual person’s watch/clock who attends the facility.

Vacation:
If your child attends Adventure Club for one full calendar year (12 months), you are entitled to one $65 credit to be used
during the school year when you take a vacation. You must request the vacation credit one week in advance and are not
eligible for another credit until 1 year from the current request.  To take a vacation credit, your child must be absent the
entire week, Monday thru Friday.  Each child only receives one credit per year to be taken any time during the school
year.  If you do not use your credit by the end of the school year, you will lose it.  Anyone who chooses to take a vacation
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during the summer will be allowed one vacation credit in the amount of $65 during the summer. Your child may not
attend during that week (Monday through Friday).

Withdrawal:
If you find it necessary to withdraw your child from Adventure Club, a two week notice is required. You must submit this
information to the main office, not at the site. You will be responsible to pay even if your child does not attend so it is
best to give advance notice so you will only pay through your child’s last day of attendance.  Your account should be
current and paid in full at the time of withdrawal. Failure to pay your remaining balance may result in the account being
turned over to a collection agency.  All balances must be paid in full to re-enroll in the future.

Dismissal:
Adventure Club reserves the right to terminate a child’s enrollment if the administration decides it is not in the best
interests of the child and/or Adventure Club to continue enrollment. Childcare services may be terminated when the
following occurs but not limited to:

▪ Parental abuse of the policies and procedures.
▪ Adventure Club cannot meet the physical, mental, or emotional needs of the child (In the case of a child with a

disability, after consideration of reasonable modifications to policies, programs, and procedures to seek to meet
such needs).

▪ Account is not kept current.
▪ Unacceptable behavior by a child in relation to the rights and safety of the other youth and staff. Adventure Club

follows the Bentonville Schools Discipline Policy.
▪ Parents displaying unacceptable behavior such as using offensive language or harassing staff.
▪ Parent withholds information on the application (medical, behavioral or identified special need) that would

directly affect the safety and care given to their child and/or other youth.
▪ Parent fails to provide local emergency contacts on the child’s application.

Illness:
Adventure Club cannot accept any child who has a contagious disease or if any of the following exist:

▪ Fever: (at present or within the last 24 hours) A child will be sent home if the body temperature is at or above
100.4 degrees. If other symptoms exist, a child may be sent home with a lower temperature than those stated
above.

▪ Diarrhea: defined as watery/runny stools, if frequency exceeds 2 or more stools above normal for that child, and
is not related to a change in diet or medication within a 24-hour time frame.

▪ Vomiting: Two or more occasions within a 24-hour period.
▪ Rash: Body rashes with fever or behavior change, not obviously associated with diapering, heat, or allergic

reaction.
▪ Sore Throat: If associated with fever or swollen glands in the neck.
▪ Severe Coughing:  Episodes which may lead to gagging, vomiting or difficulty breathing.
▪ Pink Eye:  Pink or red eye(s) which may be swollen with white, green or yellowish discharge with fever, eye pain,

redness or swelling of the skin around the eyes, until on antibiotics for 24 hours.
▪ Untreated Scabies, Head Lice: If live head lice bugs are found on your child, you will be called to pick up the child

and given information on treatment. The child will be checked upon their return to Adventure Club and may
return with proof of treatment and no presence of live bugs.

▪ Multiple Sores inside mouth with drooling: Unless the health department provider determines the condition is
non-infectious.

▪ Ringworm: A fungal infection of the scalp or skin. Child may return after treatment by a healthcare provider has
begun.

▪ Impetigo: Child may return 24 hours after treatment is initiated.
▪ Any contagious disease, illness or health condition.  May return based on doctor’s recommendation.
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Please understand these policies are in place to protect your child, rather than to create a hardship on anyone.  A child
sent home with any illness will not be able to return for 24 hours unless they are free of symptoms for 24 hours or have a
doctor’s note stating that the child may return to school AND is not contagious. If the above illnesses occur at Adventure
Club, parents will be called to pick up their child. The child must be picked up within 1 hour of being notified. The
student will be isolated to protect the well students from contamination. If your child has a contagious disease, please let
us know so that other parents will know that their child has been exposed. A child with a communicable disease should
have a doctor’s release before returning to Adventure Club. For any illness that a doctor’s note is required, please make
sure your doctor includes the following: child’s name, date child may return, statement that the child is no longer
contagious, and if a rash is not contagious but still visible, have the doctor notate the expected length of time it will be
present. We desire conditions that encourage cleanliness and good health practices among both staff and youth.
Common colds and allergies should not, unless causing the child to feel too uncomfortable, prohibit attendance. If your
child is well enough to come to Adventure Club and the weather permits, all youth will go outside. Please dress your
child appropriately for the weather.

Activities Outside Adventure Club Programming:
Due to the Bentonville Schools district facility use policy, outside agencies or individuals are not allowed to provide
services during Adventure Club operating hours.  This includes therapy, tutoring or other activities that are not a part of
the Adventure Club programming.  All approved therapists must submit a cleared child maltreatment, criminal record
check and FBI fingerprinting background check at the main office before therapy is permitted.

Medication:
During a full day out, there may be a need to administer medication at Adventure Club. There are medication forms at
each site for the parent to fill out in the event the child must receive medication. A record will be kept each time
medication is given to a child documenting the date, time, dosage and staff member’s signature.  For prescription
medicine to be administered, it must be in its original container with a child resistant cap with the child’s name, current

date, and frequency to be given.  Over-the-counter medication may be administered if it is in the original unopened
container with a child resistant cap and is accompanied by written permission from the parent. If the prescription states
that the medication is to be administered 3X or fewer a day, all doses should be administered at home with the exception
of full days out.  Adventure Club will not administer any medication that is listed as a controlled substance.  Examples:
concerta, ritalin, percocet, focalin, vyvanse, or starattera.  This is not an inclusive list.  Please ensure that Adventure Club
has a medical form from a physician for any allergies. AC cannot use medication from the school nurse as it must come
directly from the parent. If a child transfers to a different school or in the event Adventure Club is consolidated, it is the
parent’s responsibility to transport the medication to the new location. All medications will be stored in locked areas.
Youth with special health care needs (ex. Asthma, seizures, diabetes, etc.) who require scheduled daily medications or
medications to be given on an emergent basis (Benadryl, EpiPen, rescue asthma medication, etc.) shall have a care plan.
Care plans shall have clearly stated parameters, directions and symptoms for giving the medications.  Care plans shall be
updated as needed, but at least yearly.

In Case of Injury:
If a child is injured while in the care of Adventure Club, first aid will be administered. A written accident/incident form
will be completed for the parent to sign explaining what happened and will be given a copy.  If treatment by a doctor is
needed, we will make every effort to contact you and/or the doctor you have chosen. In the event of an emergency, we
will make sure your child receives the necessary emergency treatment until you are reached. The authorization for
emergency treatment must be signed when you enroll your child. Parents are responsible for any expenses incurred due
to an injury.

Nutrition:
Breakfast is available in the school cafeteria during a regular school day. During full days out, Adventure Club will provide
a “breakfast-like” snack such as cereal or pop-tarts and milk. We also serve an afternoon snack that meets state
nutritional guidelines. On full days out, parents are asked to provide a nutritious sack lunch. Lunch must include 1
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protein, 1 grain, 1 fruit or 100% fruit juice, 1 vegetable, and dairy in accordance with state nutritional guidelines. If
parents choose to provide an afternoon snack, it must also meet nutritional guidelines. Candy and
carbonated/caffeinated drinks are not acceptable. If a lunch is not provided, the parent will be called to bring one. If your
child has a special condition concerning his/her diet, please notify the office staff at the time of registration and a
doctor’s note must be provided.  Youth are not to bring outside food to the center except for a sack lunch or snack. For
the majority of the summer, lunch is provided. We encourage parents to feed students prior to arrival or allow them to
eat with their group at the scheduled breakfast time.

USDA Nondiscrimination Statement: In accordance with Federal civil rights law and U.S. Department of Agriculture
(USDA) civil rights regulations and policies, the USDA, its agencies, offices, and employees, and institutions participating
or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability,
age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large
print, audiotape, American Sign Language, etc.), should contact the agency (state or local) where they applied for
benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-8339.  Additionally, program information may be made available in languages other than
English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027)
found online at http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed
to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form,
call (866) 632-9992.  Submit your completed form or letter to USDA by (1) mail: U.S. Department of Agriculture, Office of
the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; (2) fax: (202)
690-7442; or (3) email: program.intake@usda.gov.

Guidance/Discipline:
Discipline will be individualized and consistent for each child. It shall be appropriate to each child’s level of understanding
and be directed toward teaching the child acceptable behavior and self-control. It is the philosophy of Adventure Club to
provide positive discipline/guidance to youth. These are suggestions to be used by staff:

▪ Redirection: Suggest appropriate behavior.
▪ A quiet, private talk: Show respect for the child’s feelings. Get down to the child’s level and give the child

your complete attention. Be direct and brief.
▪ Direct praise: Praise the child that is behaving appropriately. Catch the child being good and comment on that to

the child. Avoid always catching the child engaging in inappropriate behavior.
▪ Indirect praise: Praise a child who is behaving the way you want the rest of the group to behave.
▪ Role Model: The staff should always be a role model for youth. Staff should also role model behavior such as

using a whisper voice when they want youth to be quieter.
▪ Logical Consequences: The outcome is a natural consequence of the behavior.
▪ Arrange Contingencies: For acts of physical aggression or other serious offenses, a “break” or supervised

separation from the group is appropriate. Staff will give forewarning, then follow through in a firm, fair, and
friendly manner with the action announced. When the child is calm enough to listen, the reason for the “break”
will be explained. Staff will listen to the child tell how they felt, why they did what they did, and the teacher will
tell how she/he felt about the situation. It is very important that we take time to listen to the child’s side of the
story.

▪ The Conscious Discipline strategies will be taught to all youth.
Learning to express emotions verbally and honestly is a normal part of childhood. Staff will help by modeling appropriate
behavior and by teaching an acceptable vocabulary to express anger, annoyance, sadness, etc. Staff must keep their eyes
and ears open to possible discipline problems that can be avoided and we must always listen to what youth have to say.
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▪ The following activities or threats of such activities are inappropriate as disciplinary measures and shall not be
used for youth; these include but are not limited to: abusive language, isolation without supervision, inflicting
physical pain, forced physical activity, yelling at youth, group punishment, etc.

▪ Physical punishment shall not be administered to youth.
▪ Staff shall not shame, humiliate, frighten, physically or mentally harm youth, or label them negatively.
▪ Discipline shall not be associated with food, rest, or illness.

These are the Adventure Club rules for youth:
▪ Always follow directions.
▪ Use inside voices.
▪ Be respectful to adults and other classmates.
▪ Clean up after yourself.
▪ Keep hands, feet, and other objects to yourself.
▪ Follow playground rules. (These may be different at each site.)

Examples of Conscious Discipline Strategies:
▪ Youth ask themselves, “Was that helpful or hurtful?”
▪ Breathing: Make a balloon, Be A STAR, The Drain or The Pretzel
▪ The youth should use their “big voice” and tell the other student that they did not like what they said/did.
▪ The youth should ask themselves, “What are my choices/what are the steps? What should I do?”
▪ Use the conflict resolution mat to resolve conflicts.
▪ The youth can go to the “Safe Place” to calm themselves and return to resolve the conflict when ready.
▪ Staff tell the youth, “You fixed it! You solved your own problem.”

These are the consequences for youth abusing the rules:
1. Verbal Warning - This reminds the child of the rule broken. The key is to learn from the mistake.
2. Calm-Down Area/Safe Place - This allows the child to calm so they can come back and discuss the issue and their

choices so as not to make the same mistake again.
3. Speaking to Parents - If a rule is continually broken, it will be documented and the parent will be informed.
4. Remove from Group - The child may be removed from the setting to allow the child to calm down.
5. Missing a field trip (if applicable)
6. Suspension - In cases of severe or continuous inappropriate behavior.
7. Disenrollment from the program - Continuous inappropriate behavior after appropriate interventions.

If multiple incidents occur, a Disciplinary Action will begin.  If a child is dis-enrolled from the program due to behavior,
he/she will not be allowed to re-enroll until the next school year on a probationary basis. If a child is dis-enrolled during
the summer, he/she may re-enroll in January on a probationary basis. If a parent is called to pick up their child due to
inappropriate behavior, they must do so within 45 minutes or an emergency contact will be called.

Bullying
Respect for the dignity of others is a cornerstone of civil society. Bullying creates an atmosphere of fear and intimidation,
robs a person of their dignity, detracts from the safe environment necessary to promote student psychological and
emotional safety, and will not be tolerated. Students who bully another person shall be held accountable for their actions
whether it occurs on the school grounds; off school grounds at a school sponsored or approved function, activity, or
event; or going to or from school or a school activity. Definition: Bullying is any pattern of behavior by a student, or a
group of students, that is intended to harass, intimidate, ridicule, humiliate, or instill fear in another child or group of
youth. Bullying behavior can be a threat of, or actual, physical harm or it can be verbal abuse of the child. Bullying is a
series of recurring actions committed over a period of time directed toward one student, or successive, separate actions
directed against multiple students.

Examples of "Bullying" may include but are not limited to a pattern of behavior involving one or more of the following:
1. Sarcastic "compliments" about another student’s personal appearance,
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2. Pointed questions intended to embarrass or humiliate,
3. Mocking, taunting or belittling,
4. Non-verbal threats and/or intimidation such as “fronting” or “chesting” a person,
5. Demeaning humor relating to a student’s race, gender, ethnicity or personal characteristics,
6. Blackmail, extortion, demands for protection money or other involuntary donations or loans,
7. Blocking access to school property or facilities,
8. Deliberate physical contact or injury to person or property,
9. Stealing or hiding books or belongings, and/or
10. Threats of harm to student(s), possessions, or others.

Students are encouraged to report behavior they consider to be bullying; including a single action which if allowed to
continue, would constitute bullying, to their group teacher or the site supervisor.  The report may be made anonymously.
Teachers and other school employees who have witnessed, or are reliably informed that, as a student has been a victim
of behavior they consider to be bullying, including a single action which if allowed to continue would constitute bullying,
shall report the incident(s) to the site supervisor.  Parents or legal guardians may submit written reports of incidents they
feel constitute bullying, or if allowed to continue would constitute bullying, to the site supervisor.  The site supervisor
shall be responsible for investigating the incident(s) to determine if disciplinary action is warranted.

Students found to be in violation of this policy shall be subject to disciplinary action up to and including disenrollment
from the program. In determining the appropriate disciplinary action, consideration may be given to other violations of
the discipline policy which may have simultaneously occurred.

Notice of what constitutes bullying, the District’s prohibition against bullying, and the consequences for students who
bully shall be conspicuously posted.

Visitors:
Adventure Club welcomes parents and families to visit the sites at any time and wants you to feel free to ask questions.
Please consult with the site supervisor should any problems arise concerning your child, whether at home, school, or
Adventure Club. Please notice parent boards for postings of announcements and important information.  All visitors will
be required to enter through the main AC entrance using the AI phone/doorbell system and provide a photo ID if
requested.

Child Safety
Reporting Child Abuse:
Adventure Club is required by law to report any incidents of suspected child abuse or neglect. Such a report is not a
statement of blame; it is simply a statement that may result in an investigation by the proper authorities.
In the event that the Department of Human Services carries out an investigation of child abuse, Adventure Club staff will
cooperate fully with investigators. The child maltreatment hotline number is 1-800-482-5964.  Youth may be subject to
interviews by licensing staff, child maltreatment investigators or law enforcement officials to determine licensing
compliance or for investigative purposes without parental notice or consent.

Additional Safety Measures:
▪ A staff member in charge of a child or a group of youth shall be responsible for their safety.
▪ Staff are aware of fire, tornado, and other emergency procedures.
▪ Fire and tornado drills are practiced each month.
▪ Intruder drills are practiced 2 times per year.
▪ All personal belongings (including youth backpacks) will be examined as outlined by minimum licensing

requirements.
▪ There will be 2 staff, when available, opening the sites together in the mornings.
▪ If a child needs restroom assistance, 2 staff will be utilized.  If two staff are not available, several youth will be

taken at the same time, or the buddy system for 2nd grade or above will be utilized.  Staff are not permitted to
take only 1 child to the restroom.
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▪ All staff IDs along with parent IDs are run through the Raptor, sex offender database.
▪ New hires must complete Child Maltreatment, Criminal and FBI district and DHS background checks prior to

starting.  The district CRC must be cleared and the DHS status must be provisional before starting.  New hires
cannot be left alone with children until the final DHS approval status if given.

▪ Capping enrollment at Adventure Club until additional staff can be hired to prevent supervisors from consistently
being a group teacher which allows for better supervision at the site.

▪ AI phones installed which frees up the supervisor so they don’t have to monitor the door.
▪ Assure parents there will never be 1 teacher alone with 1 child. Following licensing, 1 staff is allowed to have up

to 18 youth.  As numbers decrease in the afternoon, groups are combined. The only instance where a child may
be alone with an adult is in the event a child is ill or has behavior concerns and needs to be removed from the
group until a parent can arrive for pick-up.

▪ Child Maltreatment Training is provided at the beginning of each school year. It is also included in New Hire
Orientation and Summer Orientation.

Emergency Procedures:
Our Emergency Plan provides for response to all types of emergencies. Depending on the circumstance of the
emergency, we will use one of the following protective actions:

▪ Immediate evacuation-Youth are evacuated to a safe area on the grounds of the facility in the event of a fire, etc.
▪ In-place sheltering-Sudden occurrences, weather or hazardous materials related, may dictate that taking cover

inside the building is the best immediate response.
▪ Evacuation-Total evacuation of the facility may become necessary if there is a danger in the area. In this case,

youth will be taken to the relocation facility. There will also be a notice posted on the entrance of the site
providing information on the relocation site.

▪ Modified Operation-May include cancellation/postponement or rescheduling of normal activities. These actions
are normally taken in case of a winter storm or building problems (such as utility disruptions) that make it unsafe
for youth but may be necessary in a variety of situations.

Our staff will contact you, or other emergency contacts identified by you, in the event the youth and staff are relocated
or if there are injuries. The contact with you, or the other emergency contact, will be at the numbers provided by you.
We encourage you to periodically update the contact information to insure we have you listed correctly. We ask for your
patience in that effort since we will be ensuring the safety of all the youth.  We specifically urge you not to attempt to
make different arrangements during an emergency. This will only create additional confusion and divert staff from their
assigned emergency duties.  A copy of the emergency operating procedures may be viewed at any time at the facility and
is available upon request.  This plan is updated annually. The designated relocation sites are as follows:

1. Apple Glen will relocate to Building Bridges Pre-K facility just south of the school building.

2. Centerton Gamble will relocate to the church on the corner of Seba and Gamble. It is south of the school.

3. Central Park will relocate to Willowbrook Elementary located northwest on Gator Blvd.

4. Cooper Elementary will relocate to the Mercy Medical Building west of the school.

5. Elm Tree/Ardis Ann will relocate to the BPS transportation terminal located northwest of the school.

6. Evening Star will relocate to the clubhouse in the Scissortail Subdivision across the street from the school.

7. Mary Mae Jones will relocate to Ruth Hale Barker middle school located south of MMJ on C Street.

8. Old High Middle School will relocate to Thomas Jefferson Elementary.

9. Osage Creek/Creekside will relocate to the Trails apartment complex across from Creekside.

10. RE Baker will relocate to Thomas Jefferson Elementary.

11. Ruth Hale Barker will relocate to Mary Mae Jones Elementary to the north of the school on C Street.
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12. Sugar Creek Elementary will relocate to Thomas Jefferson Elementary south across the parking lot.

13. Thomas Jefferson will relocate to Sugar Creek north across the parking lot.

14. Vaughn Elementary will relocate to TBD.

15. Willowbrook/ Bright Field will relocate to Central Park Elementary on Gator Blvd.

Field Trips:
It is the policy of Adventure Club to provide field trips to increase community knowledge, recreational opportunities, and
to have fun! The activity fees will help cover the cost of field trips and other special activities for your child throughout
the year. Student behavior and bus safety is of vital importance to the success of any field trip. Youth must follow bus
safety rules, including the need for quiet voices, and following loading and unloading procedures. Students will never be
left alone on a bus. Students must have a signed permission slip to attend each field trip. Staff members are required to
take a first aid kit, medical release forms, and emergency phone numbers. If you pick your child up while they are on a
field trip, you must sign your child out and notify the person who is in charge of the group. Parents may not bring their
student to a field trip that has already left the school due to staff-child ratios and are required to arrive 15 minutes
before departure in order to prepare for departure.

Movie Time:
Adventure Club does offer students the opportunity to watch a movie but only one day a week including inclement
weather days.  Movie time will not be offered before 4:30 p.m. with the exception of full days out.  Maximum movie time
will be 1.5 hours.  Additional activities will be available for the youth who choose not to participate.  Movies offer both
educational and social value, therefore a ratio of 50% educational and 50% social value will be maintained.

Bringing Items from Home:
Adventure Club does not allow youth to bring blankets, pillows, toys, etc. from home unless permission is given by the
Program Coordinator. A variety of toys and activities are available for every group. Personal toys are easily lost or
broken, and it is difficult to create an environment for sharing when personal items are involved. Exceptions include
special times such as show-and-tell or theme weeks. Teachers will inform parents of these types of events. Adventure
Club is not responsible for any personal item (including electronics) that a child brings to the program that may get lost,
broken or stolen.  Adventure Club does not pay for or reimburse for any items, whether it is a toy, an article of clothing,
glasses, spending money, etc.

Adventure Club Youth Electronics and Phone Policy:
(Elementary: K-4th grade)

1. There are a minimum of 2 district iPads available at each location.
2. Groups will be assigned specific days for iPad use during center time.
3. Youth will sign up to use iPad for 15 minute increments.
4. The ongoing list should give all students the opportunity to utilize the device during the week.
5. Other students will not interfere or watch students during their assigned time.
6. Only district approved websites and approved downloaded games will be accessed.
7. IPad will only be used at a designated table so they can be monitored by staff.
8. Only technology located in the computer lab will be used during that time.
9. Youth who require technology as a modification will be assessed individually.

(Middle School: 5th – 6th grade)
1.   Youth will be allowed to use their devices for a maximum of 30 minutes.
2.    Additional time will be allowed after 5 p.m.
3.    Youth may use their personal devices during computer lab time but they must be sitting at a computer.
4.    Devices must remain with their personal belongings unless it is a designated time for usage.
5.    With staff approval, a student may access their device to contact their parent, then put it back with their
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personal belongings.
6.   While on their device, students must be on BYOD, otherwise cellular data must be turned off. Cell phone and

electronics privileges will be lost if Wi-Fi is not on BYOD or cellular data is turned back on.
7.   During times youth do not have their devices, parents may call the site phone to contact their student.

Lost and Found:
If your child is missing articles of clothing or personal property, please inquire at the site as soon as possible. Remember
to label everything in order for us to get the item back to its owner. Unclaimed items will be put in the school’s lost and
found and will be given to a charity after a length of time. Adventure Club is not responsible for lost items.

Parent Cell Phone Usage:
Please be aware that using a cell phone while operating a motor vehicle inside a school zone is a violation of state law.

ARKids First:
ARKids First health insurance provides coverage for more than 70,000 Arkansas youth who otherwise might have gone
without.  The information that families provide on the simple application form determines the level of coverage for
which their youth are eligible.  ARKids First information is available by calling toll-free at 1-888-474-8275 and from the
ARKids First website at http://www.arkidsfirst.com.

Medical Home: This is the clinic where your family goes to see your primary care physician or PCP.  Having a medical
home – one doctor or clinic to call every time – means you are more likely to get the best care possible.  If you see the
same doctor every time, you get to know that doctor and the doctor will know what illnesses and health care you have
had. https://humanservices.arkansas.gov/wp-content/uploads/Medical-Home-Brochure-English-1.pdf

Minimum Licensing Requirements: Adventure Club is licensed by the state of Arkansas and complies with all Minimum
Licensing Standards for Out of School Time Programs.  These requirements can be accessed using the following link:
https://humanservices.arkansas.gov/wp-content/uploads/2020-Out-of-School-Time.pdf

Recalled Items
Parents can access a list of recalled items on the site computer or iPad.  A link for product recalls is on the desktop of the
computer and available upon request.  It can also be accessed at the following link: https://cpsc.gov/Recalls

Parent’s Responsibilities:
1. To pay current week’s tuition on Monday.
2. To notify the office if anyone other than those listed on the pickup list will pick your child up.
3. To update child’s records as changes occur.
4. To sign your child in/out daily (a.m. and p.m.)
5. To pick your child up on time. (Call if you will be late.)
6. To have your child picked up within an hour of notification on snow days and when your child is ill (45 min. for

behavior).
7. To notify the Site Supervisor of any special needs your child may have.
8. To notify Site Supervisor in the event of a concern or problem with Adventure Club policies or staff.
9. To complete the enrollment process and pay the $80 activity fee for the summer if your child is going to attend.

All applications are good through the end of the school year but youth who are currently attending during the
school year are not automatically enrolled in the summer program. You do not have to pay another registration
fee unless you drop your child from Adventure Club and then re-enroll.

10. Provide contact information of persons living locally who are authorized to pick up on the application.
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