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FOREWARD 

 

Dear Parents and Guardians 

 

Welcome to YBC Kids After School Program! 

This handbook is designed to give parents and guardians an insight into the ASP Program offered by YBC 

Kids. It includes detailed information about our policies and procedures. Please read this handbook 

carefully and use it as a reference throughout the school year. 

YBC Kids strives to create an atmosphere where children can play, grow and learn.  Our staff welcomes 

suggestions and ideas that will help make your child’s time at YBC beneficial and rewarding.  We 

encourage parents and guardians to share your thoughts and ideas with us at any time. 

Many thanks to Fulton County for the opportunity to service their schools, to our staff for their energy 

and the outstanding job they do with the children each day and to the parents and guardians of the 

children in YBC Kids for their continued support and encouragement. The children benefit greatly from 

the many special qualities contributed to the ASP Program by so many wonderful and caring people! 

If you have any questions about the content of this handbook, please feel free to call our office at 770-

896-3944. I look forward to all the great memories that we will make in the upcoming school year. 

 

Best Regards, 

 

Jasmine Martin 

Program Director 
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YBC MISSION STATEMENT  

YBC is committed to helping each child achieve his or her full potential. Our contemporary and 

interactive events focus on the skills children need to enhance their self-image, and to present 

themselves to others in a sophisticated and confident style. 

 

YBC OBJECTIVE 

We coach young children through ongoing workshops and activities to increase their self-esteem, 

leading them to an understanding of their values and natural gifts. So, they will embrace and share 

these gifts with confidence and enthusiasm. 

 

We all want young people in our communities: 

• To excel academically; 

• To be well-rounded in their interests 

• To develop strong social and interpersonal skills 

• To be safe 

• To be emotionally and physically healthy; 

• To be confident and motivated to do well in life 

YBC Program Goals: 

• Help to reduce risky, destructive behavior, and increase child awareness 

• Improve students' performance in school 

• Boost pro-social behavior 

• Supplement school curriculum with enriching experiences that broaden children's 

perspectives 

• Improve young people's social skills and interpersonal relations 

• Improve a wide range of children's feelings and attitudes 

• Correlate with better nutrition and physical health 

 

YBC APPROACH 

YBC will provide essential life skills that are not always addressed in a traditional classroom setting. 

We teach the benefits of communication even though it is often overlooked, communication allows 

us to express thoughts and feelings. 

 

Positive thinking is the key ingredient of successful people and we encourage our youth to be 

positive thinkers which will give them the ability to believe in themselves and boost their self- 

confidence. 
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Our outstanding staff is comprised of certified elementary school teachers, qualified child care providers 

and college students. Background checks are performed on all staff members and vendors employed by 

YBC Kids.  

 

YBC Kids servers more than 50 children per day. Our operating policy for the program maintains a 

staff/child ratio of 1:10. On occasion, the staff/child ratio may increase to 1:13 depending on our drop-in 

activity.  

 

DAILY ACTIVITIES  

2:45 - 3:00 Snack and Socialize 

Visit with friends, teachers, mentors, and discuss their day & decompress from school. 

3:00 - 4:00 Homework / Lab Time 

Class is broken into groups to designate homework time in classroom and computer lab as needed. 

Each student is encouraged to participate in an academic activity (reading, writing, etc.) for at least 

20 minutes during homework time. It is important to us that we give each child gets an opportunity to 

have a productive homework session. 

4:00 - 5:30 Reaching for More (Life Skill Workshops & Clubs) / Outdoor Time 

Each week, as a group we will explore, learn more about and expand on different topics. Our hopes 

are to help students learn and discover who they are. Projects and activities bring out creativity, 

allow the group to work together and learn new things, and most of all have fun! 

5:30 – 6:30 Free Play 

Kids will have some free time while waiting on parents for check-out. Free time activities include a 

Wii gaming system, tabletop games, arts and crafts and more. The school playground area is 

utilized for outdoor play time when weather permits. 

 

POLICIES AND PROCEDURES 

Hours of Operation on site 

Monday – Friday from 2:30pm -6:30pm when school is in session. 

The ASP Program will be closed whenever Fulton County Schools are closed and/or dismissed due to 

inclement weather or whenever there is an unexpected event that impacts the safe use of the site.  

In the event of an early dismissal YBC Kids will send an email and or text about the changes as soon as 

possible.  It is very important that every family provides updated contact information so that you will 

be able to receive these types of changes.    
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Attendance and Illness Policy 

If a student is absent, YBC should be notified via email, phone or text as much in advance as possible.  

When a child who is scheduled to attend and does not arrive and the program has not received an 

absence notification from the parent, we will institute the following: 

• Staff will check with the front office to see if the child was absent or dismissed from school 

• The parent will be called, a message will be left if no one answers. 

• Once a parent has been contacted, the program will assist in the effort to locate the child but 

will shift the primary responsibility for locating the child to the child’s parent. 

Please help us to avoid unnecessary concern about a child’s safety by notifying us of absences. A $10 fee 

will be charged for every unreported absence after the 3rd occurrence.  

Makeup days will be offered for any prepaid days with doctor’s note. 

Health and Emergency Policy 

All children enrolled must satisfy the minimum immunization and routine physical examination 

requirements in accordance with the Fulton County requirements. Documentation of the above must be 

on file at the child’s school. In the event of an outbreak of a communicable disease or condition, a notice 

will be sent out via letter and/or email. 

Student may not have missed school and then attend YBC.  

If a child becomes ill while attending the program, a parent or emergency contact person will be 

notified. A child who is not feeling well should be picked up within an hour of notification. The program 

will provide a rest mat and a quiet area while the child waits.  

Children who attend should be well enough to follow the normal routine. Children who have a 

contagious condition, eye aliment, head lice, rash, fever, vomiting, or diarrhea, may not attend the 

program and must be fully recovered before returning.  

In the event of an accident or acute illness, every effort will be made to notify the child’s parents and 

physician prior to treatment. If a situation requires immediate attention, 911 will be called and the child 

will be transported to the hospital by ambulance.  

Contact Information in case of emergency 

Please report any changes of emergency contact information, employment, telephone numbers, or 

addresses to the Director as soon as it becomes available. Although this information will be kept 

confidential, it will be shared with appropriate staff members to facilitate communication with parents 

or guardians in emergency situations. 

Emergencies occurring in a school building YBC Staff will follow school protocol if an evacuation is 

needed. A current phone roster with primary, secondary and emergency parent contact numbers will be 
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maintained on site always. Telephone notifications will be done through school phone, if available, 

and/or cell phone. 

 

Abuse and Neglect Policy  

The staff of the YBC Kids ASP Program are mandated reporters and as such, are required by Georgia Law 

to report all suspected instances of abuse or neglect to the Department of Social Services.  

School Dismissal Procedures 

The children attending YBC Kids will be dismiss to the program. Kindergartners will be escorted by their 

teachers to the program. 

To ensure the safety of your child, please be sure to send a written note to your child’s teacher 

detailing the days that your child will be attending the program. This will help us to ensure that each 

child arrives safely to the program on the days he or she is scheduled to attend. 

Pick-Up/Sign-Out Policy 

The program utilizes a pin number checkout system to ensure that each child is dismissed to the proper 

person at the end of the day. Children will not be allowed to leave the program unattended. Parents 

must walk into the school building and checkout their child(ren).  

Children will only be released to parents or designated contacts indicated on registration form unless 

the child’s parent notifies the program prior to pick up time. If a staff member is unfamiliar with any 

person picking up a child, the staff member will ask for family pin number and picture identification 

before the child is released.  

Rates and Billing Policies   

Payment is due in advance of services. The amount due does not change when the program is closed 

due to holidays (except Thanksgiving, Christmas and Spring Break), when the program is closed due to 

inclement weather, or staff development days. A reduced rate is available for families with more than 

one child enrolled in the programs.  A tuition rate schedule is available on our website under the rates 

and billing tab.   

DAILY DROP INS Payment Policies (students who attend no more than 2 days per week) 

Parent/guardian agrees to pay fees set by YBC Kids  

All fees are due in advance or day of via parent portal or cash 

If the account has not been paid within 24hours of visit a late fee of $5 will be applied. 

A child(ren) will not be able to attend until balance is paid in full. 
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WEEKLY STUDENTS Payment Policies (students who attend 3 or more days per week) 

Parent/guardian agrees to pay fees set by YBC Kids  

All fees are due in advance. Fees are to be paid on Friday for the following week. A $5 per month 

discount on your tuition if you sign up for auto-pay thru our parent portal. 

Checks are to be made out to YBC Kids. Parent/guardian agrees to pay $30 charge for any return check. 

If a check is returned YBC Kids has the right to require all future payments be made in cash.   

If the account has not been paid by the close of business Tuesday of a late fee of $10 will be applied. 

If the account has not been paid by the next Friday, the child(ren) will not be able to attend until balance 

is paid in full. 

Parent/guardian agrees to pay a $1 per minute, per child, late pick-up fee starting at 6:30pm. The time is 

determined by the clock at the YBC Kids location. Late pick-ups will be assessed weekly and added to 

fees on Friday.  

MONTHLY STUDENTS Payment Policies  

Parent/guardian agrees to pay fees set by YBC Kids  

All fees are due in advance. Fees are to be paid by the 5th of the month. A $5 per month discount on 

your tuition if you sign up for auto-pay. 

Checks are to be made out to YBC Kids. Parent/guardian agrees to pay $30 charge for any return check. 

If a check is returned YBC Kids has the right to require all future payments be made in cash.   

If the account has not been paid by the close of business on the 5th day of the month a late fee of 

$20 will be applied. 

If the account has not been paid by the 7th day of the month, the child(ren) will not be able to attend 

until balance is paid in full. 

Parent/guardian agrees to pay a $1 per minute, per child, late pick-up fee starting at 6:30pm. The time is 

determined by the clock at the YBC Kids location. Late pick-ups will be assessed weekly and added to 

fees on Friday.  

Cancellations and Schedule Changes  

Monthly Students---Parent/guardian agrees to notify YBC Kids Director and/or Asst. Director via email 

or written notice one month in advance of the removal of their child(ren) from the program. Parents/ 

guardians will be responsible for a week's tuition if advanced notice is not given.   

Weekly Students---Parent/guardian agrees to notify YBC Kids Director and/or Asst. Director via email 

or written notice one week in advance of the removal of their child(ren) from the program. Parents/ 

guardians will be responsible for the week's tuition if advanced notice is not given.   
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Policies on program cancellations by Provider (e.g. Reimbursement) 

If the program is cancelled by the provider, parents will be provided with reimbursement if payments 

were made for services not received. 

 

Schedule Changes---Although every effort will be made to accommodate schedule changes, any changes 

in a child’s attendance at the program are subject to availability.  A one-week notice via email is required 

for any requests for changes in scheduling.  

Per student price and any discounts: 

Registration Fee (yearly) - $25.00 per child 

Weekly Rate= $75.00 per child (sibling discount available) 

Daily Rate = $25.00 (for drop-ins only) 

For additional rates please visit our website. 

Behavior Management Policy  

The children and staff of the ASP program are asked to treat each other with respect, tolerance, 

kindness, and consideration. The rules and behavior expectations utilized by the program will be 

explained to the children clearly and reinforced in a consistent manner.  

Children will be given reminders and redirection to encourage positive behavior. A child who is unkind 

verbally will be asked to apologize. A child who uses supplies or equipment inappropriately will be 

restricted from using the supplies or equipment for a short period of time. Ay activities where 

participants purposely exclude another child will not be allowed.  

When a child is disruptive or needs time to regain self-control, he or she will be removed from the 

group. Time out periods will last approximately three to fifteen minutes. After a time out, the teacher 

and child will discuss behavior options before the child returns to the group.  

First Offense – warning 

Second Offense – 5 minutes in time out (away from activity) 

Third Offense – 10 minutes in time out - parent notification 

Repeated disciplinary offenses will result in an official write up, and could result in suspension of 

services. 

 

Under no circumstances will a child be subjected to neglect, physical punishment, verbal abuse, or 

denial of restroom facilities. Parents will be notified if a child exhibits unusual emotional or physical 

behavior that threatens the wellbeing of the child or others in the program. 

 

If a child’s behavior indicates that the program is not able to meet his or her needs, the Program 

Director will contact the child’s parents to arrange a meeting. A parent or staff member may also 

request a meeting.  
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Within ten days of the meeting, in keeping with the conclusions of the meeting, an action plan will be 

developed that establishes reasonable, attainable objectives for the child. A copy of the plan will be 

given to the staff and to the child’s parents. A log will be kept of the child’s progress.  

 

If the Program Director feels the program cannot accommodate the needs of the child, or if the 

objectives established for the child are not met, the program reserves the right to terminate the child’s 

participation in the program with a one week notice. Any pre-paid tuition will be refunded.  

 

Any child who does not accept the physical boundaries of the program, or exhibits behavior that 

threatens his or her wellbeing, or the wellbeing of others, (such as acts of physical aggression, repeated 

refusals to comply with instructions, leaving the room/area without permission, bullying, etc.) is subject 

to dismissal without notice.  

 

Any inappropriate behaviors by a parent, including verbal abuse of a child or staff member, or 

confrontations with staff members in the presence of a child, is grounds for termination of the family’s 

participation in the ASP program without notice.  

 

Programming 

YBC Kids strives to meet each child’s need for physical and intellectual activities through a carefully 

designed schedule of educational, enrichment, and recreational programs. Throughout the school year, 

the children are offered a variety of activities. The activities offered in the past have included art, 

cooking, music, dance, and science projects. Children who do not participate in a scheduled activity may 

read a book or use the time to complete homework.  

Snacks  

When the children arrive each afternoon, they will have the options of 2 snacks and juice. Our snacks 

include a variety of options such as chips, mandarin oranges, granola bars, cookies, etc. A third snack is 

given around 5pm. If your child has any food allergies, dietary restrictions, or prefers different or 

additional food, please feel free to send a snack to school with your child.   

Homework Policy  

YBC Kids stresses the importance of homework and sets time aside every day for the children to 

complete their assignments. Staff members are available to supervise the homework area and to assist 

the children with their work, however, a child who needs individual help with his or her homework must 

ask. Because of the number of children who require assistance during homework time, staff are only 

able to skim for errors but mainly check for completion.   

Although we encourage the children to do their homework when it is assigned, using the time set aside 

to complete homework is the responsibility of the child. Please let us know if you prefer a child 

complete his or her homework at home. Children who do not wish to use homework time to complete  
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their homework may use the time to read a book. If at any time during our homework session a child 

becomes a distract he or she will be removed from the group until homework time is complete.  

Outdoor Play  

Children who attend the program can expect to spend a minimum of 20 minutes outside during the day. 

Outdoor play will be cancelled due to precipitation, icy ground conditions, the temperature is below 47 

degrees or excessive wind or heat.  

Possessions from Home 

Since we cannot guarantee the safe return of personal belongings, the program asks that any personal 

possessions be left in backpacks during a child’s time in the program. Children may bring electronics 

games and toys from home but are only to be used during scheduled times with the permission of the 

instructor. Responsibility for the safekeeping of electronic devices and toys brought from home remains 

with the child. The program does not allow the use of toy weapons or trading at any time.  

Telephone and Device Use by Children 

We are consistently supervising the children usage. We ask the children not to text, chat, call, and/or 

utilize social media sites during their time at the program. The staff will be happy to convey messages to 

children when necessary. Parents are welcome to call the program at any time to speak to the Director 

about questions or concerns regarding their child.  

Communication 

YBC Kids maintains an open-door policy. Please feel free to direct questions or concerns related to any 

facet of the program to either the Program Director at any time. 

Any questions regarding tuition, policies, staffing, activities, or a child participation in the Program may 

be directed to the Assistant Director at 770-896-3944. Voicemail is in place if no one is available to 

answer your call. We can also be reached via email at info@ybckids.com 

If a concern involving a staff member arises, please contact the Program Director and we will meet with 

the staff member. If needed we can arrange a meeting with the staff member and parents to discuss 

and resolve the concern.  

The priority of the staff is to focus as much attention as possible on the children. To meet the needs of 

the children and the staff during programs hours, we ask that parents limit their conversations with 

program staff members to subjects involving their child. Please feel free to call the office number with 

any other questions that may arise. 

 

 

 

mailto:info@ybckids.com
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YBC Administrative Contacts 

Jasmine Martin, Director 

jasmine@ybckids.com 

Megan Williams, Assistant Director 

770-896-3944, 

megan@ybckids.com 

 

School Contact Information 

River Eves Elementary, Front Office: 770.552.4550. Room# A152 

Mountain Park Elementary, Front Office: 770.552.4530. Room# 105 

mailto:jasmine@ybckids.com
mailto:megan@ybckids.com

