LEARNING TODAY FOR
BRIGHTER TOMORROWS

Coffee County School’s Excellence
Student/Parent Handbook
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Hello Parents and Guardians,

Welcome to Coffee County School’s Excellence. The primary goal of this 21st Century Community
Learning Centers Program is to provide a safe, academically enriched, and fun environment for all
students. We offer an after-school enrichment, homework assistance, and tutorial program that is
available to qualifying students first, and then to all if space is available. Excellence will serve students in
kindergarten through fifth grade. Due to state regulation, we will have limited numbers in the classes.
This program is a non-discriminating choice program funded completely by the Federal 21st Century
Community Learning Center grant, and there is no cost to you.

Coffee County School’s Excellence will:

% Provide a safe learning environment for all students
% Offer after school academic assistance to students in need

++ Provide opportunities for expanded experiences in the areas of reading, math, music, art,
recreation, health and wellness, safety, STEAM (Science, Technology, Engineering, Art-

Aerospace-Agriculture, Math) and other areas of interest

« Employ quality certified and non-certified staff to implement student activities

The after-school program operates from 3:00-6:00 p.m., Monday-Thursday. Hillsboro Excellence starts at
2:45- 5:45 p.m. Students must be picked up by 6:00 pm and 5:45 p.m. at Hillsboro by an adult on the
approved pick-up list. The first day of Excellence is Tuesday, September 5th, 2023.

Children will have the opportunity to engage in activities that will benefit them educationally,
emotionally, and physically. The program includes recreation and leisure activities, games, snacks,

art/crafts and music, and special learning opportunity activities with outside resources. Each day



(Monday-Thursday) your child will have an allotted time for a healthy snack, physical activity,
homework, academics, and skills of standards assistance, if needed. Students will also be provided

experiences in other areas of interest during elective time.

This handbook contains information regarding the policies and procedures of the Excellence program.

Please read this entire handbook with your child.

We are looking forward to an exciting year with you and your child. We welcome your involvement in
making this venture successful. As one of our most important partners, you are always welcome to come
by and visit with your child during their time at Excellence. Parent input concerning the program is

important; please feel free to share these comments with your school’s Site Coordinator.

21st Century Site Coordinators are listed below:

East Coffee-----Jillian Abed--931-723-5185------- abedj@k12coffee.net
Deerfield-------- LeAnn Greer----931-570-2652------- greerl@k12coffee.net
Hickerson------- Amy Partin---931-455-9576------- partina@k12coffee.net
North Coffee----Janice Talley-931-723-5183-----talleyj@k12coffee.net
Hillsboro------ Connie Heatherly- 931-596-2775-----heatherlyc@k12coffee.net
Excellence Funded by ESSER:

New Union------ Regina Hickerson-931-723-5187---hickersonr@k12coffee.net

Coffee County Middle School- Norma Pichulo- 931-723-5177- pichulon@k12coffee.net

All questions concerning policies and procedures of Coffee County Schools Excellence should be
addressed to Tonya Garner, Project Director at (931) 570-2660 or garnert@k12coffee.net.

Sincerely,
Tonya Garner, Ed.S.

Project Director



Coffee County School’s Excellence

Coffee County School’s Excellence Mission Statement

Coftfee County School’s Excellence will provide challenging after-school programming that will meet the

academic, recreational, cultural, social, and safety needs of the students attending the program.

General Program Information

Coffee County School’s Excellence program is offered to students in Kindergarten through the
Fifth Grade.

Hours for the program will be: 3:00 p.m. until 6:00 p.m. daily Monday through Thursday.
Hillsboro Excellence runs from 2:45-5:45.

Parents should plan on students attending a minimum of four days per week for 1% hours (until
4:30 p.m.) if accepted for the program. We will work with parents on special circumstances
concerning attendance.

The program will only operate on the days that school is in session.

If school is closed for inclement weather, the program will not operate.

If school releases early, the program will not operate.

The program will not operate on days there are parent/teacher conferences.

Enrolled Students and Attendance

If your child enrolls in the program, please have them attend regularly. Staffing and funding is
based on students that attend on a regular basis. Attendance is important in the program and poor
attendance could result in removal from the program at the program director’s discretion.

Unless custody papers/parenting plans are on file in the student’s school office AND this is
communicated to Excellence site coordinators in writing which specifically states otherwise, both
parents will have equal access to the child, and the child’s records.

Registration forms and contracts must be completed and on file for each student and turned in to
the Excellence office for the child to be enrolled and attending. New contracts must be filled out
and on file each school year. If any of the contact or emergency information changes, it is the
responsibility of the parents to update the information immediately with the Excellence staff in
writing. Students will not be released to anyone that is not written on the pickup list, NO
EXCEPTION

Tennessee Department of Education child care rules require that all students be officially

registered in Coffee County School’s Excellence in order for service to occur. The Department of



Children’s Service or the Coffee County Sheriff's Department will be contacted by school
personnel for all students dropped off in Excellence without proper Excellence registration.
Excellence staff cannot, and will not, be responsible for any child who is not officially registered
in Excellence.

Excellence closes at 6:00 p.m. Monday — Thursday and 5:45 at Hillsboro Elementary. It is
understandable that problems do arise from time to time that prevent you from getting here on
time to pick up your child. However, if a parent is consistently late, which will be determined by
program staff, the privilege of attending Excellence can be revoked. Please be considerate of
everyone, especially your child.

If you do not arrive on time to pick up your child AND after all emergency numbers are contacted
and no communication from the parent has been received by 6:30 p.m., the local authorities
(Sheriff Department) and/or Department of Children’s Services may be called for assistance with

the child (children). Please contact us if you are going to be late.

Pick Up
All children must be personally checked out from the program in the afternoon on the official sign-out

sheet maintained at the front entrance.

Students will not be allowed to wait for parents in the parking lot.

Students will not be released to anyone whose behavior may place the child (children) in
immediate danger.

Children WILL NOT be released to any person other than the parent/guardian unless he/she is
listed on the program release form completed by the parent when enrolled in the program or
updated in writing by the parent after enrollment (with a parent signature provided).
A child may not be signed out for pick up by anyone under the age of 16.

Identification will be required for first time pickups unless the person is known to the
receptionist and staff.
The parent must notify Excellence IN WRITING if a person other than those on the authorized
list will be picking up a child.
Telephone calls will not be used to add someone to the list. It must be in written form with a

signature by the parent.

Broken/Lost Items

Excellence strongly discourages children from bringing toys/personal items from home and will not be

responsible for broken, lost, or stolen items (including toys, clothing, backpacks, books, food items,



eyewear, money, electronic items, cell phones, jewelry or any other personal items brought into the
building).
Medication Policy

e Excellence strongly discourages the giving of medications to children involved in the program. If
a child has to be given daily medication (such as behavior or seizure medicine) or has an
emergency medication (an inhaler or epi-pen for allergies, for example), a medication form
MUST be on file with the school’s nurse who will communicate this to the Excellence staff.

e This form must have clearly stated instructions such as the name of the medication, dosage, and
time of day to be administered. The instructions should include the physician’s signature. The
medication must be given to the school’s nurse in a prescription bottle from the pharmacy.
Antibiotics and over the counter medications such as cough syrup, aspirin, or cold medicines
CANNOT be administered in Excellence.

e If the child has medication that must be administered and the School Nurse already has a copy of
the form, the parent is responsible for communicating to Excellence that the child does have

medication in the nurse’s office.

Parent Involvement

Families are an important part of Excellence. Family nights, newsletters about program activities, bulletin
boards with announcements, and individual feedback to parents on each child’s participation in the
program will help in creating the best experiences for the children involved. Parent suggestions on
enrichment offerings are always appreciated.

The Site Coordinator will keep parents informed about special happenings in Excellence through
postings, newsletters, and REMIND messages. It would be helpful to keep Excellence informed of any
changes which may occur in a child’s environment such as illness in the family, a change in living
location or any other stressful situation that may be important to the child. The staff will be able to better

meet the needs of the child if they are aware of these situations.

Discipline Policy
Children enrolled in Excellence are expected to exhibit behavior which does not disrupt or interfere with
the school climate or the learning process and social interaction of other children.
e Excellence staff will enforce school rules throughout program hours.
e Parents will be notified in person, by phone call, OR in writing when a discipline problem occurs.
o After three (3) write-ups a child could be suspended from the program for an indefinite

period.



o The Zero Tolerance Policy for the Coffee County School System also applies to
Excellence.
Parents are asked to cooperate with Excellence staff in stressing the importance of good behavior patterns
for all children. It is imperative that parents work with the Site Coordinator to correct any behavior that is
interfering with the child’s success in Excellence. This helps to keep the program fun as well as
instructionally sound.
Parents who demonstrate abusive language and/or inappropriate scenes or disturbances to children, staff,

or other adults during Excellence hours could be asked to withdraw their children from the program.

Rules of Conduct for Students:

The following behaviors are considered inappropriate and unacceptable in Excellence. Any of these
behaviors could result in immediate suspension:

. Possession of weapons, contraband, or other dangerous objects (Zero Tolerance Policy applies).

. Fighting, Wrestling, Spitting (peers or staff).

. Destruction of school property.

. Destruction of the personal property of another person.

. Vulgar language, cursing.

. Improper display of private body parts.

. Disrespectful behavior to other children or staff.

. Climbing on desks, tables, cabinets, etc.
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. Playing in the bathrooms (crawling under stalls, climbing on sinks, splashing water, turning lights
on/off, etc.)

10.Throwing balls or other outside equipment while inside the building.

11.Stealing.

12.Physical attacks on staff or other students (Zero Tolerance Policy applies)

13.Improper use of Excellence supplies & school equipment.

14.Throwing objects (rocks, sticks, desks, tables, etc.).

15.Leaving the group without permission (i.e., running away, hiding, etc.).

16.Behavior deemed inappropriate and unacceptable by the Site Coordinator or Program Director.

Children’s Code of Conduct
The following outlines the code of conduct expected of Excellence attendees when enrolling in the

program. The protection and safety of the children enrolled in the program is the number one priority.



When you sign the registration forms, you and your child are agreeing to abide by this code of conduct.
As a participant in Coffee County School’s Excellence, I agree to:

e Check into Excellence immediately after school each day.

e Keep my personal belongings in my storage area during the program.

e Remain seated and quiet during announcements and instructions.

e Follow all program rules during free play, snack time, activity time, and emergency drills.
e Follow all instructions given by the program staff.

e Tell the Excellence staff if [ am sick or hurt.

e Follow the discipline plan of Excellence.

e Respect all other children and the program staff at all times.

e Respect all Excellence supplies, equipment, and property.

e Respect all personal belongings of other children.

e Help clean up after myself following all activities.

e Never leave the Excellence site without permission from the Program Staff.

e [cave Excellence only by signing out with an adult.



Coffee County School’s Excellence
Withdrawal Form

If you decide to withdraw your child from Excellence, please
complete this form and return it to the site Coordinator.

Site: Date:

Parents Name:

Child(children) Name(s):

I am withdrawing my child (children) from Excellence. The last day my child
(children) will attend the program will be:

Reason for

Withdrawing(optional):

Date Parent Signature



Coffee County School’s Excellence
Permissions and Statement of Understanding

Please read all the information carefully.

1.

Report Card Release Form: I give Excellence After School Program permission
to view my child’s report card, progress reports, and any testing results from the
school to check on student’s grade progress throughout the year. However, my
privacy, the privacy of my child, and the confidentiality of my child’s
participation in the program will be protected according to legal and
professional standards (FERPA).

Policy Against Weapons and Drugs: The Excellence program has a ZERO
Tolerance Policy against such items, such as knives, guns, drugs, or drug
paraphernalia. If your child brings any of these items that can be categorized as
a weapon or drug, he/she will not be allowed back into the program and will be
suspended from the Coffee County school system for one year. You will be
called regarding any incident that violates this policy. This policy will be strictly
enforced during the school year.

Lice: I understand the Excellence staff will contact me in case head lice is
discovered on my child. I agree that my child will not attend Excellence until
the nurse has proof of treatment and has completed a satisfactory examination.
Liability Insurance: I understand that Excellence does not carry individual
liability insurance on the children that attend the program.

Excellence Photo Policy: I give Excellence permission to photograph my child
at various functions. I also give Excellence permission to publish my child’s
picture in the newspaper, newsletter, or any other publication during different
times throughout the year. I will indicate otherwise below in the signature
section of this packet if I do not wish this for my child.

Equal Rights Policy: Excellence is an equal opportunity program and does not
discriminate on the basis of gender, age, race, religion, or creed. Persons
perceiving any form of discrimination may file a grievance report with Tonya
Garner, Program Director in order to receive fair mediation and resolution to
any issue.

Excellence Student Handbook: The student handbook is located at the
beginning of this document. Please read it completely before agreeing and
signing.

Excellence After School Program: I give permission for my child to participate
in the Excellence after school program at their designated site.

Grievances: All grievances may be filed in writing to: Tonya Garner, Excellence
Program Director at 1343 McArthur St. Manchester, TN 37355 or emailed to
garnert(@k12coffee.net.
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Coffee County Schools’ Excellence Program
2023-2024 Student Information Sheet

School: Student Full Name

Date of Birth Grade Homeroom Teacher Name

Parent/GuardiansName(s)

Address Email
Home Phone Cell Phone

Employer Name Employer Phone Number
Emergency Contact Information (other than guardian listed above)
Name Relationship Phone #
Name Relationship Phone #

Additional Adults Allowed to Sign-Out Students. Anyone that picks up students will
be required to show identification.

Name Relationship to student Phone Number

I authorize the above listed individuals to pick up my child from the Excellence program. I am aware
that no other adults will be allowed to pick up my child, other than the above listed individuals. I
understand that my child MUST be signed out of the Excellence program to be dismissed. I am to
provide immediately to the Site Coordinator any phone number, address, or contact change, in writing.

Signature of Parent/Guardian Date
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Parents/Guardians Signature of Approvals

Parents/Guardians: please read ALL registration and Student Handbook Policies before signing below.

Instead of signing many different sections, your signature below indicates you have completely read

and understand all registration and student handbook procedures and policies. The list below requires a

checkmark or X in either [ ] Yes or [ ] No, followed by your initials on each line. Yes indicates you
agree and will adhere to the policies and procedures in the registration form and Excellence Student

Handbook. If you select [ ] No, please add a note with the date and your signature indicating you do

not agree with the policy or procedure. Any [ ] No check marks or X’s will have to be discussed

individually and could affect your child being accepted into the program due to policy and safety

reasons.
Section Num Section Title (see pg. 8 for details) YES-Agree | NO-Disagree | Initials

1 Report Card Release
2 Policy Against Weapons and Drugs
3 Lice
4 Liability Insurance is not provided by Excellence
5 Excellence Photo Policy
6 Equal Rights Policy
7 Excellence Student Handbook
8 Excellence Program Information

By placing your signature below, you are agreeing that you have read and understand ALL
Excellence policies and procedures listed in this Registration Packet and Student Handbook.
The handbook is online at. If you would like a hard copy, please request it at your child’s school.

Student Name:

Grade:

Homeroom:




(Parent/Guardian Signature) (Date of Signature)

(Site Coordinator Signature of Acceptance) (Date of Signature)



