
 

 

Dear Parents, 

 

The following material is presented as an ongoing handbook  

for the St. Francis School Extended Care Program, Falcon’s 

Nest.  We have tried to include all information considered  

important for your child’s safety and for the basic operation of  

the program.  We realize some things may have to be modified  

or changed.  As the year progresses, you too, may have some  

suggestions as we all work together to make this a happy and  

worthwhile experience for your child and family. 

 

    Sincerely, 

 

    Program Staff 

    St. Francis Falcon’s Nest 

 

 

St. Francis of Assisi School 

866 Oak Grove Road 

Concord, CA 94518 

925 682-5414 

Sister James Marien Dyer, CSJ, Principal 

 

Extended Care Program Office 

925 685-7931 

Mrs. Anne Shelley, Director 

 

 

 

 

 

 

 

 

 

 

 



PHILOSOPHY 

 

St. Francis of Assisi School is concerned with serving the  

families of our school community and our students as their 

needs dictate.  Aware of the fact that in many of our families 

both parents work and that it is difficult to find a safe and 

wholesome environment after school, St. Francis offers an 

after school extension program.  It is available to all families 

whose children are enrolled in kindergarten through eighth 

grade.  The program is designed to offer a positive after- 

school experience with recreation, study, creative and 

enrichment activities, and nutrition in a secure, nurturing 

environment.  The program also strives to provide individual 

attention to enhance self-esteem, resulting in cooperative play 

and a positive attitude about sharing and caring for each other 

in a group setting.  Though primarily designed to serve the 

needs of working parents, St. Francis Falcon’s Nest is also 

available to parents on a drop-in basis, depending on their 

needs. 

 

ORGANIZATIONAL STRUCTURE 

 

Falcon’s Nest is an extension of the overall school program at  

St. Francis of Assisi School and is under the supervision of the  

School Principal.  The School Principal has the final approval  

in the hiring of all Extended Care personnel. 

 

LOCATION 
 

Falcon’s Nest is located in the building next to the church.   

As activities of the program dictate, the school playground  

and occasionally the gym in the Family Center will be used.  

 

 

 

 

 

 

 



PROGRAM 

 

Students have a wide choice of activities including: 

Arts and Crafts  Holiday Celebrations 

Outdoor Recreation  Quiet time for study 

Indoor Games   Computers 

Storytelling   Cooking 

Snacks    Movies 

 

HOURS 

 

The Falcon’s Nest Program is open from 6:45-8:00 A.M.  

and 2:45-6:00 P.M. each day that school is in session, 

including minimum days. *  The program is not offered  

during Thanksgiving, Christmas and Easter breaks, on school  

holidays or during summer vacation.  Please refer to your  

school calendar for these dates. 

 
*The program does not operate in the afternoon on the following minimum  

days:  the first day of school, Aug. 22; Holy Thursday, Mar. 28; and the last  

day of school, June 7.  

 

REGISTRATION 

 

Every child attending Falcon’s Nest, either on a regular or  

drop-in basis, must be registered in the Extended Care Program.   

A $35.00 per family non-refundable registration fee is due at  

the time of enrollment.  Checks should be made payable to  

St. Francis of Assisi School. 

 

 

 

 

 

 

 

 

 

 



FINANCIAL POLICIES 

 

The Extended Care Program operates as a prepay contract  

system.  To receive the contract rate, a monthly calendar  

contract must be filled out and submitted with payment  

for estimated hours of use at the start of each month.  

If a monthly contract is not on file, your account will be  

charged the drop-in rate. 

 

Contracted rate:  $5.00 per hour for 1
st
 child 

         $4.00 per hour for each additional child 

Drop-in rate:        $6.00 per hour for each child  

 

A billing statement will be issued at the end of each month  

reflecting hours used, rate charged, payments received, and  

credit or balance due.  Any outstanding balance is due  

in full by the 15
th

 day of the month.  A $10.00 late fee  

will be charged to your account after that date. 

 

Our program has financial obligations.  We must maintain a  

full paying enrollment in order to fulfill our responsibilities.   

A child’s place in the program will be terminated if the  

balance is delinquent for two consecutive months.  There is a  

$15.00 fee for a bounced check. 
 

Payments are to be made to the program director at the  

Extended Care Center or to the school office.  Checks should  

be made payable to St. Francis of Assisi School. 

 

All accounts must be paid in full by June 24, 2013.   

Accounts with an outstanding balance after June 24, 2013  

will be charged a $25.00 late payment fee. 

 

 

 

 

 

 

 



DROP-IN POLICY 

 

Drop-in service before school and directly after school is  

available to all families registered in the program.  The drop- 

in rate is $6.00 per hour per child.  Drop-in service is arranged  

by calling the center at 685-7931.  Please do not tell your  

child to go to Extended Care after school without notifying  

the center.  For your child’s safety and for purposes of 

planning for snack and art materials, we need to know how  

many drop-in children to expect each day. 

 

CHECK-IN/CHECK-OUT PROCEDURE 

 

Before school, students must be escorted into the program  

and be signed in by the parent/guardian.  Upon dismissal from  

school, a designated staff member signs students in grades  

1-8 into the program.  Program or school personnel will escort  

kindergarteners to Extended Care. 

 

For insurance purposes, a child who leaves school prior to  

the end of the school day, for anything other than a school 

related activity, may not return after the school dismissal time  

and be signed into the Extended Care Program. Once a  

child has been signed out of the program he/she may not  

return for the remainder of the day. Children who attend  

enrichment classes, music lessons, choir, scout meetings,  

field trips, etc. following school dismissal, will be signed in   

and out of the program as needed.  

 

A parent/guardian or other pre-authorized adult must come  

into Extended Care to sign out a child and notify a staff  

member.  Written notice is required if a person, other than  

those currently authorized on your child’s emergency form,  

is to pick your child up from Extended Care. 

 

 

 

 

 



LATE PICK-UP 

 

Our closing time is 6:00 P.M.  A late charge of $1.00 per  

minute per child after 6:00 P.M. will appear on your monthly  

statement. 

 

If you are going to be late, please call someone from your  

emergency list to pick up your child.  Then call and notify us  

as to what arrangements have been made.  Our telephone  

number is 925 685-7931.  At 6:00 P.M., if your child has not  

been picked up and we have not heard from you, we will  

contact someone from your authorized list to come and pick  

up your child.  Late fees will be charged accordingly. 

 

Parents who are late picking up their child on more than 3  

occasions will be unable to further participate in the program  

until notification is received of an emergency contact that can  

be called to pick up your child by 6:00 P.M. 

 

ILLNESS/INJURY 

 

All children must be in good physical health to be admitted to  

Extended Care.  A child who becomes ill at school will not be  

admitted to Extended Care.  If your child is injured or becomes 

ill, you will be contacted to come and pick up your child, as  

we are not set up to handle ill children.  Please keep the 

Director informed of any change in your work or emergency  

numbers.  If you cannot be reached, we will contact someone 

from your authorized list. 

 

First aid will be administered for injuries that appear to be of  

a minor nature.  In cases which appear to be serious, the  

Director will make every effort to carry out the instructions as  

stated on your child’s emergency form.  If the instructions  

cannot be followed at the time of the emergency, the staff  

will use their best judgment to provide for the safety and  

welfare of your child. 

 



MEDICATIONS 

 

If your child needs to take any type of medication during  

Extended Care hours, the following procedures must be  

followed: 

  

 A “Request for Medication Form” needs to be  
completed by the parent and licensed physician.   

 

 The completed form, medication, and a note indicating  

amount of medication to be administered and time  

schedule for administering medication, must be  

submitted to the Director. 

 

 

EMERGENCY PROCEDURES 

 

School insurance covers all students while on the Extended  

Care premises.  Program personnel have access to all school  

emergency supplies and emergency information for each child.   
Fire and earthquake drills and procedures are in accordance  

with school policy. 

 

ABSENCES 

If your child is contracted to come to Falcon’s Nest but will  

not be attending due to illness, an early or unscheduled pick- 

up from school, a play date or vacation, please notify a staff  

member or call the center at 685-7931. 

 

 

 

 

 

 

 

 

 

 

 



MINIMUM DAYS 
 

Children will be signed into the center at 12:30 P.M.  Please  

pack a substantial lunch for your child on these days.  There is  

no hot lunch program at school on minimum days.  A snack  

will be provided at 2:45 P.M. 

 

SNACK 

A nutritious snack plus a beverage will be served each day  

between 2:45 and 3:00 P.M.  Any food allergies should be  

noted on your child’s emergency form. 

 

HOMEWORK POLICY 

 

Quiet time is held Monday through Thursday at 4:00 P.M.  

for 30-45 minutes.  The children work in groups with other  

members of their class and are supervised by a staff member.   

Each child is expected to bring the appropriate books and  

supplies from school.  If your child has no written homework,  

he/she is expected to study or quietly read.  Kindergarteners  

have story time and work on numbers, letters or art with a  

staff member. 

 

Some parents are insistent that their children start homework  

as soon as they arrive at Extended Care.  While we recognize  

the importance of homework, we also feel that it is important  

for your child to have some free time to unwind after the  

school day.  Our program does follow a format consisting of  

snack time, free and organized outdoor play, free and  

organized indoor activities and crafts before quiet time.  We  

have found that children settle down and are ready to do  

homework if they have had this time to unwind. 

 

 

 

 

 

 

 



If you wish your child to begin homework immediately  

after snack, this will be an arrangement between you and  

your child.  Staff members will be busy with other  

program activities and cannot be expected to oversee  

homework at that time. 

 

Be assured that we will do our best to assist and  

encourage your child with homework, but the responsibility  

for its completion lies with your child.  Please discuss  

your expectations about homework with your child. 

 

CLOTHING AND BELONGINGS 

 

All uniform clothing, sweatshirts, jackets and belongings  

such as backpacks and lunch boxes should be clearly labeled  

with your child’s name.  Items left at Extended Care and not  

claimed after 2 weeks will be placed in the school lost and  

found barrel. 

 

PERSONAL PROPERTY 

 

We ask that students not bring money, electronic items (ipods,  

video games, etc.) or toys to Extended Care.  Cell phones are  

to remain in students’ backpacks.  If a student should bring  

something to share in class, he/she is advised to keep it in a  

backpack while attending Extended Care or to ask a staff  

member to put it away for safekeeping until time to leave.   

We are not responsible for lost or damaged items brought  

from home to Extended Care. 

 

 

 

 

 

 

 

 

 



EXPECTATIONS FOR BEHAVIOR 

 

As members of a Christian and caring community, the children  

are expected to be respectful of the Extended Care staff, each 

other, and their environment.  Children must never leave the 

building or grounds without explicit permission from a staff 

member. 

 

The discipline policy in the School Handbook is also  

applicable to the St. Francis Extended Care Program.  Any  

disciplinary action deemed necessary at the time of an incident  

will be discussed with a parent as soon as possible.   

Recurring incidents will be brought to the attention of  

parents/guardians and the Principal.  Conference time with the  

Director or a staff member is available upon request. 

 

PAENTAL RESPONSIBILITIES 

 

With the children’s safety and well being in mind, it is most  

important that parents fill out the emergency form completely  

and accurately.  Please keep all information current and notify  

the Director immediately of any changes. 

 

A parent/guardian should not take any child from the Extended  

Care premises without notifying the program staff and signing  

out the child. 

 

A parent is to provide a written note to the Director stating an  

arrangement for their child to leave Extended Care with  

another student, parent, teacher or coach. 

 

Parents are responsible for timely payments and prompt  

pick-up of their child.  

 

 

 

 

 

 



ON A PERSONAL NOTE 

 

Our staff wishes to give your child the very best care.  In  

order to accomplish this, we need to work together.  We seek  

your support and your cooperation. 

 

Please communicate any special needs your child might have  

and inform us of any events that might influence your child’s 

behavior such as lack of sleep, an illness or death in the family, 

or change in family routine.  We will respect any confidence 

shared with us for the welfare of your child. 

 

We want your child to think of St. Francis Falcon’s Nest as an 

extended home away from home.  As a staff, we will strive to 

provide an environment that encourages your child to be 

happy, active, and challenged while learning to socialize, make 

friends, and most importantly, HAVE FUN! 


