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The Earthplace After School Enrichment Program provides a bridge between school and home that connects students with
nature in a meaningful way. The program also provides working parents with the knowledge that their child will have a
seamless transition from school to an afternoon of fun and learning.

Daily Preparations:
Communication
Important ASEP information is communicated in three major ways: e-newsletter sent home every other week,
individual emails sent directly to parents, and by phone as needed. To stay up to date on everything happening at
ASEP, be sure to look at the emails sent from ASEP@earthplace.org. There is also general program information
available on our website at http://earthplace.org/page/kindergarten-5th-programs.
If you have any questions concerning your child or the policies of Earthplace, please speak with your child’s lead
teacher. You may also call the Director of Preschool and After School Programs at 203-557-4402. Always feel free
to contact us with any questions you may have. We assure you that your phone calls will be returned as soon as
possible.
Clothes and Shoes – Yes, sneakers and socks! No, sandals or crocs!
We want your children to have a fun, safe experience. We will be outside on the trails almost every day. Please
choose clothes for your child with this in mind. We ask that all ages wear socks and sneakers or other closed-toe
shoes. Sandals, crocs, cowgirl and cowboy boots are not safe footwear for our program.
For all students, please label all outerwear, gloves, and hats with your child’s name.
Extra Clothing
Expect your child to get dirty and wet at Earthplace ASEP.
Please send in a clear zip-lock bag labelled with your child’s name.
Rain Gear
Students will continue outdoor activities during rainy days. Please send students with appropriate rain coats and
boots. Students may arrive at camp with umbrellas, but umbrellas may not remain at camp. Please take umbrellas
home and bring them back at dismissal time.
Items from Home
We ask that children do not bring toys or electronics from home. Earthplace is not responsible for lost and stolen
items. If your child needs a comfort item, it may be kept in his or her back pack.
Backpacks
Students will be able to store their backpacks in the auditorium.
Snacks
If a child has any food allergies or intolerances, parents are required to provide snacks. Snacks must be nut free and
non-perishable.
Reusable Water Bottles
Children in all groups must bring a reusable water bottle labeled with their name.
Ticks
It is our policy at Earthplace to visually scan each child before entering the building after spending time outdoors.

We ask that parents perform or instruct their child(ren) to perform nightly tick checks. If we find a tick on your
child, we will remove it if the tick is not embedded. If the tick is embedded, we will call the parent or emergency
contact number and give you the option to pick up your child.
Pets
We would like to remind everyone that no pets are allowed on the Earthplace grounds.

Daily Routine
Arrival
ASEP students arrive at our facility at different times. Children from SES arrive daily at 3:00 PM on the Earthplace
Van. Children from KHS arrive daily at approximately 3:35 PM on the Dattco School Bus. Children from CES, GFS,
and LLS arrive daily at 3:45 from the Earthplace Van. An ASEP teacher will meet each group in the lobby and escort
the students to the classroom or playground.
Dismissal
Please park in the parking lot and walk into the Earthplace building. Check in at the front desk Visitor’s Services
area to find out your child’s location.
Please wait for the teacher to dismiss your child to you. This allows us to ensure and record that your child has
been dismissed to an authorized adult.
All adults authorized to pick up your child must be listed on the ASEP Student Record Form or added using the
Authorization Release Form. Please make sure that anyone who you authorize to pick up your child knows to have
his or her license available when he or she comes to pick up your child for the first time. This includes nannies,
grandparents and friends. Even mothers and fathers that we have not met previously will be asked for their license.
Thank you for your cooperation. Your child’s safety is our top priority.
Late Fee
Effective 08/31/17, Earthplace will charge a late fee if you pick-up your child/children after 6:00 PM from the
program. We are implementing this charge to offset the cost of paying the teachers who need to stay with your
child/children until you arrive. We ask that you please call by 5:45 PM if you are going to be late. Below you will
find the new fees:
*$15 charge for the first 15 minutes per child
*$25 charge for every 15 minutes you are late thereafter per child
Absent Due to Illness or Other Reason
If your child is going to be absent for any reason, please notify the ASEP staff by emailing the ASEP lead teacher at
ASEP@earthplace.org or by calling Earthplace at (203) 557- 4400, ext. 101.

Severe Weather Closing/Early Dismissal
In the event that school is closed due to severe weather, Earthplace will be closed as well. We will notify parents
via email, and we will post closing information on our website and News 12 CT. In the event of severe weather, we
will contact every person on the child’s ASEP Student Record Form to let you know that we will be closing early.
Parking and Speed Limit – 15 mph
Traffic safety is a priority on Earthplace grounds. Please follow the direction of those who direct traffic in the
parking lot. Speed limit of 15 mph into and out of our parking lot must be observed. Additionally, there is no
parking or idling in the fire lane loop in front of the building. Children must be accompanied by an adult at all times.
Please do not leave children unattended in or around vehicles. These rules and procedures are for the protection
and safety of your children.

Medical and Health Policies
Please note: Physical Exam and Medical Forms, Medication Forms and any pertinent Allergy Forms must be
returned to Earthplace two weeks prior to the start of your child’s session in order for him or her to attend.
Physical Examination and Health Assessment Record Form
We require that children in ASEP have a physical examination by their health care provider. The Health Assessment
Record form is valid for one year from date of exam. Allergies must be listed by the doctor on the form. Please
make sure that the date of your child’s physical exam and immunizations are all noted.
We suggest that you keep a copy of your child’s completed medical form at home for your records.
Medication Policy and Forms
At Earthplace, we administer only medicines that aid in life saving situations. These include Epi-Pens, Benadryl and
inhalers. If your child has an allergy or condition that would require these medications, you must complete and
submit all applicable forms. It is very important that all forms be submitted two weeks prior to your child’s start
date so that we can be sure they are filled out correctly. Your child will not be allowed to join the program until all
medications and forms are in place.
In each group, there is an individual who has been trained to administer Epi-Pens, Benadryl, and inhalers. All
medications should be unopened and sealed with the appropriately calibrated utensil for dispensing. All
medications must be picked up within a week of the end of your child’s last session or they will be destroyed by the
nurse consultant.
Please note: Because we remove Epi-Pens from their packaging, the Epi-Pens themselves must have a pharmacy
label.
Illness-Notes to Return and 24-Hour Stay-Home Policies
If we see that your child is becoming ill, we will call you to pick him or her up before further symptoms develop and
other children are exposed to possible infection. There are some health situations such as but not limited to
impetigo and pink eye which require a doctor’s note for the child to return to our program.

The following symptoms require adherence to our 24-hour Stay-Home policy: vomiting, diarrhea and fever.
Children who have exhibited these symptoms must remain at home at least 24 hours after the last incident or after
the child's temperature has returned to normal without fever reducing medications such as Tylenol or Motrin.
First Aid
In each group, there is an individual who has been trained to administer First Aid, CPR, and AED. If your child is
given first aid, we will send home a note describing the reason for the first aid, what we did and who administered
the first aid.
Environmental Allergies, Food Allergies and Food Intolerances
We will be in touch with all parents who have indicated that their children have environmental allergies, food
allergies or food intolerances. Please review the medical form your doctor fills out to be sure that all allergies are
listed. Although all lead teachers have been informed of the children who have allergies, please remind them on
your child’s first day with us.
Peanut Allergies- No Peanut Butter
No nuts or nut butters, such as peanut butter or almond butter, are allowed for snack. This includes trail mixes and
other prepared items that include nuts. Suggested nut butter alternatives include soy butter and sunflower butter.
Please label carefully.
Communicable Diseases
If your child is diagnosed with a contagious illness, please alert the staff so that the appropriate steps may be taken
to protect all the students and staff. We will keep this information confidential but will alert parents that the risk
exists.
Sunscreens and Repellents
Teachers may apply parent-provided sunscreen and or insect repellent to students that have submitted the NonPrescription Topical Medication Authorization Form. Please note that insect repellents should be applied sparingly
and to clothes rather than to skin and never to the face.
Forms
See table below to learn about forms that must be completed and submitted before your child can attend our
program:

Form
Student Record Form
Health Assessment Record
Non-Prescription Topical Medications
Authorization for the Administration of
Medicine
Emergency Health Care Plan

Who must complete the form?
All students
All students (form is valid for one year from date of
exam)
All students who wish to have staff apply sunscreen or
insect repellent
Students with medication that require administering
during program hours.
Students with a life-threatening allergy.

Asthma Action Plan
Allergy/Food Intolerance Care Plan
Religious Exemption Statement

Authorization Release Form

Students with asthma.
Students with a food allergy.
Students who have elected to opt out of
immunizations must complete this form and have it
notarized.
Parents who wish to authorize additional adults to
pick up their students.

