Seven Holy Founders School

After-School/Summer Program Policy and Procedures

November 2003

Definition:

An after-school program is an elective, extra-curricular academic or fine arts program, which takes place after School hours but on School property, offered by an instructor who may or may not be a regular faculty member, and for which a fee may be charged.  

A summer program is an elective, extra-curricular academic or fine arts program, which takes place during the School’s summer vacation but on School property, offered by an instructor who may not be a regular faculty member, and for which a fee may be charged.

Policy:

Seven Holy Founders School supports and encourages the enrichment of its standard curriculum through the addition of after-school and summer programs, provided that their content and structure are consistent with the mission of the Parish and the School.

1. Sponsorship

1.1. Every after-school and summer program must be sponsored by an officially recognized Parish organization, e.g. the Parish School Board or Home/School Association.

1.2. The School Board must sponsor all academic programs.

1.3. Sponsorships must be renewed each academic year.

2. Quality Assurance

2.1. In order to ensure quality of academic programs, the Principal must approve the instructor’s professional credentials and/or relevant experience.

2.2. Student and/or parent satisfaction surveys may be required.

3. Fees.  If a fee is charged:

3.1. The fee must be at or below normal and customary rates for the type of instruction being provided.

3.2. A tithe to Seven Holy Founders Church of least ten percent (10%) of the gross receipts of the program is required.

4. Security and Safety

4.1. The instructor will be familiar with emergency procedures, the location of fire alarms and exits, etc.

4.2. The instructor is responsible for the physical security (including closing and locking) of the space allocated for use.

4.3. The instructor will agree, if requested, to a police criminal background check, at his or her own expense.

4.4. The instructor will complete the “Protecting God’s Children” program.

4.5. The instructor will compile a list of students’ names, phone numbers and emergency contact information and will provide a copy of the list to the School office and Priory Business Office.

4.6. The instructor will provide scheduling information, classroom location and contact information to the School office and Priory Business Office.

5. School Building and Resource Use

5.1. Scheduling

5.1.1. Official or regular School or parish functions or activities will take precedence over after-school and summer programs in the case of a facility scheduling conflict.

5.1.2. After school and summer programs may not interfere with the schedules of building cleaning crews.

5.2. Cleanliness

5.2.1. The instructor will ensure that the classroom or facility is maintained in a safe and clean condition.

5.3. Use of Resources

5.3.1. Additional approval from the Principal will be required for use of School resources such as office or classroom supplies, air conditioning, computing or telecommunications systems.

5.3.2. Overuse or abuse of School resources may result in the termination of the program.

6. Admission/Enrollment

6.1. After-school and summer programs must follow the Admissions Policy of the School.

6.2. If the program includes students from outside Seven Holy Founders School, the program will use the Admissions Procedure of the School as a guideline for determining admission priority.

6.3. Maximum enrollment is 32 students per classroom.

7. Termination

7.1. Failure to comply with this policy and its procedures, or any of the policies and procedures of the Archdiocese of Saint Louis, Seven Holy Founders Parish or School may result in the suspension and/or termination of the program. 

Procedure for Academic Programs:

1. The instructor meets with the Principal.

2. The Principal provides a recommendation to the School Board regarding the credentials of the instructor, the value of the program, expected enrollment, and any other relevant factors.

3. The School Board may request that the instructor attend its next scheduled meeting.

4. The instructor agrees to comply with this entire policy.

5. The School Board may request written documentation with respect to the provisions of this policy, especially, but not limited to paragraphs 3. Fees, 4. Security and Safety, and 5. School Building and Resource Use.
