Golfland Entertainment Centers Inc.

2010-2011 Parent Handbook

“Believe In yourself and everything is possible."

Our Staff is very excited and looking forwaml a wonderful
year. This handbook contains GEC Royal Academycgdiand
procedures, which are important to you and youdchBy signing
the following, you agree that you have received @@l a copy of
the enclosed GEC Royal Academy Handbook. You aigeeato
follow the policies, procedures, and practices giabefore you
within the GEC Royal Academy Handbook.

Name of Child Schag@m
Name of Parent(s) Start Date
Signature Date

Please remember to notify your child(ren)’s school about the days your child will be attending
GEC Royal Academy. We also ask that you remembert o notify GEC Royal Academy of all absences.
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GEC Royal Academy Handbook
GEC Royal Academy
155 w. Hampton Avenue
Mesa, AZ 85210
480-834-8319
www.golflandroyalacademy.com

Policies and Procedures

1.
2.

10.

11.

12.

13.

14.

Pickup : All children must be picked up no later than 6:00 p.m. or a late fee will be charged.
Child Absent from School _: Please remember that it is your responsibility if your son or daughter is absent from
school to call and notify GEC Royal Academy before 1:00p.m on the day missed. If you do not notify us we will
spend time calling you at work and the main office at your school to notify you of a missing child. A daily fee of $5.00
will be charged each day GEC Royal Academy is not notified of your child's absence.
Sign In and Sign Out: _ All children, upon arrival at GEC Royal Academy, must be signed in; and all children being
picked up from GEC Royal Academy, at any time and under ALL circumstances, must be signed out by his or her
parent/guardian or designated pickup person.
Parental Visitation: _ Parents and/or guardians of enrolled/attending children are permitted to view and observe their
children at any time while being escorted by a staff member. We only allow observation by parents of
enrolled/attending children.
Designated Pickup Persons: We will only release children to persons designated by parents on the child's
registration form. Parents may also provide an additional list. An ID provided by the designated pickup person must
be shown to a staff member at the desk before release of the child will be permitted.
Responsible for Child: GEC Royal Academy will not assume responsibility of any child until his/her actual arrival
and sign-in on GEC Royal Academy transport vehicles.
Fee Calculation: All School Program fees are calculated on a 180-day school year. We have set annual fees in
accordance with the schedules that accommodate your needs and divided these fees into ten (10) equal monthly
installments for your convenience. This is why there are no discounts for months with holidays, or for the first and
last months of the school year (August and May). Summer Camp, Winter Break Camp, Spring Break Camp and
School Holiday Camp fees are due at registration or before commencement of service.
Half-Day Dismissals: Half-day dismissals are included in your monthly fees. It is the parent’s responsibility to check
their monthly school calendars distributed by their school to be sure that their school’s half days are listed
appropriately. Lunch, one morning snack and one afternoon snack is provided for Full-Day children (at no
additional charge). One snack is provided for part day programs, including before and after school ca re (at
no additional charge) .
Days Off/School Closings _— Days off and school closings are not included in your tuition. Childcare is available for
such days, but it is at an additional cost (see fee schedule).
Personal Property: GEC Royal Academy is NOT responsible for lost, stolen or damaged items brought to class. All
personal property must be labeled with child's firs t and last name.
Lost and Found: _Clothing/items left at camp at the close of each business day will be placed in Lost and Found. It is
the parent's responsibility to check this area daily. All items left at month’s end will be discarded.
Change in Personal Information:  GEC Royal Academy administrative personnel must be notified immediately
when there are any changes in the following, i.e., home telephone, work phone, address, emergency contacts etc.
Parents Authorization: | hereby grant permission for my child to be escorted by GEC Royal Academy ‘s staff on
walking excursions in and around the surrounding property/buildings of GEC Royal Academy and Mesa Golfland-
Sunsplash.
Discipline Policy - Definition of a Behavioral Problem:

1. Any behavior by a child that is viewed or deemed unsafe to the well being of himself/herself, or any other

person/child.

2. The improper use of language or gestures directed to staff or other children.

3. Damage or theft on GEC Royal Academy property or the property of others.

4. An overall disrespect to staff or other children.




15.

16.

17.

18.

Pg. 2

Methods of Guidance and Discipline Used Shall:
1. Be positive. For example, Instead of saying, “Stop kicking the table!” Say, “Please keep your feet on the
floor.”
2. Shall be consistent with the age and developmental needs of the children.
3. Lead to the child’s ability to develop and maintain self control.
Early Childhood
1. Staff members shall not discipline children for failing to eat or sleep or soiling themselves.
2. Time outs will only be given when all other options have been exhausted. The length of time outs will be
Consistent with the developmental needs of the child combined with the age of the child. For example, one
(1) minute for each year of the child’'s age.
Behavioral Disciplinary Actions
1. Children may be removed from a group activity to another area, where the child is either under the
supervision of another staff member or continuously visible to a staff member.
Verbal warning from director
Verbal warning from director with a written notice for parent(s) to be signed.
Conference with director
Suspension or termination from GEC Royal Academy without refund.
Extreme or violent behavior resulting in an injury to another child or staff member may warrant immediate
termination from our program without any previous warnings.
7. GEC Royal Academy retains the right to dismiss any student without prior written notice from or conference
with the director.
8. The center will not expel a child based solely on the child’s parent making a complaint to the Bureau of
Licensing regarding a center’s alleged violations of the licensing regulations.
9. Staff members shall not use hitting, shaking or any other form of corporal punishment of children.
10. Staff member shall not use abusive language, ridicule, harsh, humiliating or frightening treatment of any other
form of emotional punishment of children.
11. Staff members shall not engage in or inflict any form of child abuse and/or neglect.
12. Staff members shall not withhold from children food, emotional responses, stimulation, or the opportunities for
rest of sleep.
13. Staff members shall not require a child to remain silent or inactive for an inappropriately long period of time for
the child’s age.
Policy On Release of Children:
1. Each child may be released only to the parent(s) or person(s) authorized by the parent(s) to take the child
from the center and to assume responsibility for the child in an emergency if the parent(s) cannot be reached.
2. If anon-custodial parent has been denied access, or granted limited access, to a child by a court order, the
center shall secure documentation to that effect, maintain a copy on file, and comply with the terms of the
court order.
3. If the parent(s) or person(s) authorized by the parent(s) fails to pick up a child at the time of the center’s daily
closing, the center shall ensure that:
a) The child is supervised at all times.
b) Staff members will attempt to contact the parent(s) or person(s) authorized by the parent(s).
¢) An hour or more after closing time, and provided that other arrangements for releasing the child to
his/her parent(s) or person(s) authorized by the parent(s), have failed, and the staff member(s)
cannot continue to supervise the child at the center, the staff member shall call the Division of Youth
and Family Service's 24 hour Child Abuse Hotline (1-800-792-8610) to seek assistance in caring for
the child until the parent(s) or person(s) authorized by the child's parent(s) is able to pick-up the child.
d) If the parent(s) or person(s) authorized by the parent(s) appears to be physically and/or emotionally
impaired to the extent that, in the judgment of the director and/or staff member, the child would be
placed at risk of harm if released to such an individual, the center shall ensure that, the child may not
be released to such an impaired individual:
i. Staff members attempt to contact the child's other parent or an alternative person(s)
authorized by the parent(s); and
ii. If the center is unable to make alternative arrangements, a staff member shall call the
Division of Youth and Family Service’s 24-hour Child Abuse Hotline (1-800-792-
8610) to seek assistance in caring for the child.
e) For school-age childcare programs, no child shall be released from the program unsupervised except
upon written instruction from the child's parent(s).

o gk wN
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19. Vacation Policy (Pre-School Program ONLY) — One continuous week may be taken, one calendar year from your
last requested vacation week. A parent does not need to pay for this requested vacation period. A calendar year is
defined as 365 days from last requested/taken vacation. Days used must be in a continuous format and must be the
same days as normally attended per week. To qualify for vacation your child must be registered and have attended for at
least 6 months.

20. Policy on the Management of Communicable Diseases __: If a child exhibits any of the following symptoms, he/she
should not attend school/camp. If such symptoms occur at school/camp, the child will be removed from the
classroom/area, and you will be called to pick up your child.

Severe pain or discomfort Infected untreated skin patches

Acute Diarrhea Difficult or rapid breathing

Episodes of acute vomiting Skin rashes lasting longer than 24 hours
Oral temperature of 101.5 degrees Fahrenheit Swollen joints

Sore Throat or severe coughing Visibly enlarged lymph nodes

Yellow eyes or jaundice skin Stiff Neck

Red eyes with discharge. Blood in urine

Once the child is symptom free for 24 hours, or has a physician’s note stating that he/she no longer poses a serious
health risk to themselves or others, he/she may return to school. If a child contracts any of the following diseases,
please report it to us immediately. The child may not return to school/ camp without a doctor's note stating that the
child presents no risk to himself/herself or others.

Table of Excludable Communicable Diseases:

Respiratory lllnesses Giardia Lamblia* Tuberculoses*

Meningococcus
Chicken Pox Hepatitis A* Mumps
German Measles* Salmonella* Lice (must remove
Homophiles Influenza* Shigella* all eggs/nits before
Measles* Whooping Cough returning to GEC
Strep Throat Contract ilinesses Royal Academy
Gastro-intestinal illnesses Impetigo with note from

Scabies physician)

*Reportable diseases: If your child is exposed to any communicable diseases at school or within our program,
you will be notified in writing
21. Policy on Safety and Security: _ Safety is our top priority here at GEC Royal Academy. We have
security/surveillance cameras located through out our building and property with restricted access to only our security
department to use as a tool to ensure the safety of our students and staff.
22. Medication Policy : In the event that a child needs medication we will administure the medication with a prescription
from the doctor and precise administration directions. Each medication is logged in our binder and recorded and handled
by only one staff member.
23. Emergency Medical Procedures : In the event of a medical emergency staff will contact the emergency contacts on
the child’s blue card emergency contact form immediately. If the child needs to be transported to the hospital we will
contact the hospital listed on the child’s blue card emergency contact form as well as the child’s doctor.
24. Transportation : In the event that your child’s school does not provide transportation from our center we will provide
transportation if we have a minimum of 3 children that attend the same school or route as your child. This applies to
before school and after school. We transport to any school within an 8 mile radius of our location.
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INFORMATION TO PARENTS

Under Provisions of the Arizona Department of Health Services Office of Child Care Licensing for Child Care Centers, every licensed child care
center must provide to parents of enrolled children written information on parent visitation rights, State licensing requirements, child abuse/neglect
reporting requirements and other child care matters. The center must comply with this requirement by reproducing and distributing to parents this
written statement, prepared by GEC Royal Academy based off the requirements from the state office of Licensing. In keeping with this
requirement, the center must secure every parent's signature attesting to his/her receipt of the information.

* * * * * * * *

Our center is required by the Arizona Department of Health Services to be licensed by the Office of Child Care Licensing. A copy of our current
license must be posted in a prominent location at our center. Look for it when you're in the center.

To be licensed, our center must comply with Arizona Administrative Code for Child Care Facilities (the official licensing regulations). The
regulations cover such areas as: physical environment/life-safety; staff qualifications, supervision, and staff/child ratios; program activities and
equipment; health, food and nutrition; rest and sleep requirements; parent/community participation; administrative and record keeping
requirements; and others.

Our center must have on the premises a copy of the Arizona Administrative Code for Child Care Facilities and make it available to interested parents for
review. If you would like to review our copy, just ask any staff member. Parents may secure a copy of the Arizona Administrative Code for Child Care
Facilities by contacting the Arizona Health Department of Child Care Licensing at 602-364-2539 or 150 N. 18" Avenue, Suite 400 Phoenix, AZ 85007

We encourage parents to discuss with us any questions or concerns about the policies and program of the center or the meaning, application or alleged
violations of the Arizona Administrative Code for Child Care Facilities. We will be happy to arrange a convenient opportunity for you to review and discuss
these matters with us. If you suspect our center may be in violation of licensing standards, you are entitled to report them to the Health Department of Child
Care Licensing at 602-364-2539. Of course, we would appreciate your bringing these concerns to our attention, too.

Our center must have a policy concerning the release of children to parents or people authorized by parent(s) to be responsible for the child. Please discuss
with us your plans for your child's departure from the center.

Our center must have a policy about dispensing medicine and health care procedures and the management of communicable diseases. Please talk to us
about these policies so we can work together to keep our children healthy.

Our center must have a policy concerning the expulsion of children from enrollment at the center. Please review this policy so we can work together to keep
your child in our center

Parents are entitled to review the center's copy of the Office of Licensing's Inspection/Violation Reports on the center, which are issued after every State
licensing inspection of our center. If there is a licensing complaint investigation, you are also entitled to review the Office’s Complaint Investigation Summary
Report, as well as any letters of enforcement or other actions taken against the center during the current licensing period. Let us know if you wish to review
them and we will make them available for your review.

Our center must cooperate with all Department of Health Services inspections/investigations. Department of Health Services staff may interview both staff
members and children.

Our center has a written statement of philosophy on child discipline and is available to parents upon request. We encourage you to review it and to discuss
with us any questions you may have about it.

Our center must post a listing or diagram of those rooms and areas approved by the Office for the children's use. Please talk to us if you have any questions
about the center's space.

Our center must offer parents of enrolled children ample opportunity to assist the center in complying with licensing requirements; and to participate in and
observe the activities of the center. Parents wishing to participate in the activities or operations of the center should discuss their interest with the center
director, who can advise them of what opportunities are available.

Parents of enrolled children may visit our center at any time without having to secure prior approval from the director or any staff member. Please feel free
to do so when you can. We welcome visits from our parents.

Our center must inform parents in advance of every field trip, outing or special event away from the center, and must obtain prior written consent from
parents before taking a child on each such trip.

Our center has liability insurance, pursuant to Arizona Administrative Code for Child Care Facilities R9-5-308.

Our center is required to comply with the Arizona Law Against Discrimination (LAD),41-1461 et seq., and the Americans with Disabilities Act (ADA), Code
R10-3-405. Anyone who believes the center is not in compliance with these laws may contact the Arizona Attorney General's Office at 602-542-5263 (TTY
users may dial 877-624-8090), or may contact the United States Department of Justice for information about filing an ADA claim at (800) 514-0301 (voice) or
(800) 514-0383 (TTY).

Anyone who has reasonable cause to believe that an enrolled child has been or is being subjected to any form of hitting, corporal punishment, abusive
language, ridicule, harsh, humiliating or frightening treatment, or any other kind of child abuse, neglect, or exploitation by any adult, whether working at the
center or not, is required by State law to report the concern immediately to any Arizona Law Enforcement Agency or Child Protection Services or by calling
Arizona’s Child Abuse Hotline at 1-888-SOS-CHILD. Such reports may be made anonymously.

Parents may secure information about child abuse and neglect by contacting: ChildHelp at 1-800-4-A-CHILD or online at www.childhelp.org or Arizona Child
Abuse Hotline at 1-888-SOS-CHILD.
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Yearly Schedule for GEC Royal Academy Programs

Program
Before and After School

Preschool
% Day Preschool

Spring Break

Winter Break

School Holiday Camp

Summer Camp

*Program dates will coincide with the opening and ¢

Dates Running
1/4/10 - 5/27/10
8/11/10 — 5/26/11

1/4/10 - 5/26/11
1/4/10 - 5/26/11

3/15/10 — 3/19/10
3/14/11 - 3/18/11

12/20/10 - 12/31/10

Labor Day, October Break, Veter an’s
Day, Civil Rights Day, President’'s Day
and April Break

6/1/10 — 8/6/10

losing dates of Mesa Public Schools

*Due to seasonal property availability space could be limited to accommodate programs.

GEC Royal Academy Closing Dates

On the dates GEC Royal Academy is closed, parents m ust make alternate arrangements

November
December
January
May

July

Please remember to notify your child(ren)’s school
Academy. We also ask that you remember to notify G

for their child’s care.

Thanksgiving Holiday
Christm as Day
New Years Day
Memoarial Day

Independence Day

about the days your child will be at GEC Royal

EC Royal Academy of all absences.
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Fee Calculation: _All fees are calculated on a 180-day school year. We have set annual fees in accordance with the schedules that

accommodate your needs and divided these fees into ten (10) equal monthly installments for your convenience. This is why there are no
discounts _for months with holidays, or for the first and last months of the school year (August and May).
Invoices NOT Provided: _An invoice will not be provided unless requested. Payments should be made in accordance with the program
fees outlined below. All fees are non-refundable once payment has been made and registration has begun.

Acceptable Payment:

Credit/Debit Card, Cash, Check (made payable to GEC Royal Academy and have two forms of ID if personal).
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GEC ROYAL ACADEMY Financial Policies

1)

2)
3)

4)
5)
6)

7

9)

10)

11)

No Refunds or Credits Available
Payment Due Schedule:
After School, Before School and Preschool Programs:
Payment is due the week priorto . A late fee of $15.00 will be assessed on any account which is not paid in full by 6:00
p.m. on the 5™ of that month. If the 5" falls on a Saturday or Sunday, payment will be due on the immediate Monday by 6:00
p.m. If the 1% falls on a day that is not normally a day your child attends camp, your payment must be mailed with a post-
mark date no later than the 4™ of the month. Invoices will not be provided unless requested.
Payment for Summer Camp, Winter Break Camp, Spring Break Camp and School Holiday’s is due upon registration _ or before
commencement of service.(DO NOT send in with child )
Payments will be applied as follows: registration fee, late fees, past due balances, then current balances.
A non-refundable registration fee of $100 per child is due upon enrollment in any of GEC Royal Academy programs. A separate
registration fee is due for each GEC Royal Academy program (e.g. Summer Camp, After School program, etc.)
Under no circumstances will GEC Royal Academy credit for absenteeism or cancellation of a child's enrollment in any of our
programs.
Returned Checks: A $25 fee will be assessed to your account. In the event that this situation occurs twice, cash or a money
order will be required for payment for the remainder of the year.
Payments for May must either be paid on the first or must be postmarked no later than the first. There is no credit for shortened
months (see #10 — Fee Calculation) .
Accounts that are delinquent may result in suspension or termination from GEC Royal Academy without refund.
If outside assistance is required to collect any outstanding balances on your account, all costs incurred, including any and all
attorney fees, collection fees, and/or court costs will be added to your account.
Vacation - *Preschool Programs ONLY _ — A one week vacation period may be taken one calendar year from the last
requested/taken vacation week. A parent does not need to pay for this requested vacation period. A calendar year is defined as
365 days from last week taken/requested. Days used must be in a continuous format and must be the same days as normally
attended. Must have attended for 6 months to qualify.
Fee Calculation: Fees for school programs (Aug — May) are calculated on a 180-day school year. We have set annual fees in
accordance with the schedules that accommodate your needs and divided these fees into ten (10) equal monthly installments for
your convenience. This is why there are no discounts _for months with holidays, school closings due to teacher conferences, etc.
or for the first and last months of the school year (August and May).
Disenrollment: We request that if you wish to withdraw your child(ren) that you submit a note in writing to GEC Royal Academy.
Any fees paid for registration or program fees are non-refundable.
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REQUIRED SUPPLIES

Those supplies pertaining to your child’s age group must be provided as needed by the child’s parents or
legal guardian. PLEASE LABEL EACH SUPPLY ITEM WITH YOUR CHILD'S NAM _E.

Pre-School (3 years - 5 years)

Before

(2) Extra Sets Of Clothes

Blanket

Pillow

Tissues

Bottle of Sun Protection (SPF 30 or higher)
Box of Baby Wipes

Parent-size t-shirt to use as a smock

Crib Sheet

and After School Program

Snack Card - A pre-paid snack card can be maintained for your child to purchase daily snacks. See the front office
to set-up, add to, or close a snack account.

Homework Club — You may place your child on the homework club list. See the front office.

Socks and tennis shoes must be brought or worn dail y to be allowed to play on all equipment.

Please remember to notify your child(ren)’s school about the days your child will be attending

GEC Royal Academy.

We also ask that you remember to notify GEC Royal A cademy of all absences.

Summer Camp Program

Snack Card - A pre-paid snack card can be maintained for your child to purchase daily snacks. See the front office
to set-up, add to, or close a snack account.

Bottle of Sun Protection (SPF 30 or higher) — child needs to come to camp with one application already on.
Socks and tennis shoes must be brought or worn dail y to be allowed to play on all equipment.

(1) Change of Clothes

Beach Towel

Water Bottle






