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Intentionally Great, Inc dba
Team 3 Sports After School Program
 “Shaping Active Minds Beyond The Bell”                                                                                                                       
 1290 Green St SE Conyers, GA 30012	
404-750-5662
info@team3asp.com                                                                                www.team3asp.com

Dear Parents:
I would like to take this opportunity to welcome you to Team 3 After School Program. It is very important that parents and child care providers work closely to ensure that our children are educated properly.  Most experts would agree that the early years of a child’s life are critical to his or her development. The attitudes upon which people construct their personalities develop from seeds that are sown and nourished during these early years. 
There are many influences on a child’s attitude and personality, but the most fundamental is his or her parent or caregiver.  Many parents begin the job or parenting armed with enthusiasm and high hopes, yet they may not be ready for the tremendous demands that caring for a young child can impose.  Team 3 After School Program is here to support you in your job as a parent and continue the growth and development in all areas of your child’s life.
Once again, WELCOME!  We look forward to a great pathway of intellectual and physical learning with you and your child.
With Great Sincerity,


Team 3 After School Program. Director and Staff








Team 3 After School Program.

POLICIES AND PROCEDURES
Mission Statement
Our mission is to provide an environment that is conducive for learning and encourages curiosity, exploration, problem solving, and self-expression as well as assist children with developing a positive self-image through developing an appreciation for good health and fitness through sports and play.  Our aim is to assist in the development of self-esteem and self-confidence through the use of sports, teamwork, and building physical strength. We believe that individual success in life is heavily dependent on setting and accomplishing goals and our ultimate goal is to teach your child how to master this so that they have the key to unlock the greatness within. Team 3 After School Program stands firmly on the foundation of unity; therefore, we encourage and support involvement of the family and the community.
Team 3 After School Program does not discriminate on the basis of race, color, religion, sex, national origin, age, disability, marital status, sexual orientation, gender identity, or political ideology.  
Purpose
To provide a high-quality early learning experience at a reasonable rate
To develop an appreciation and understanding of diverse cultures
To provide a broad base of family and community support
To guarantee acceptance of any child ages 4 years to 13 years old without discrimination based upon race, religion, national origin, economic status, sex, mental and physical disability
To ensure that all federal, state, and office of school readiness rules and regulations are implemented and enforced
To provide innovative, age appropriate, discovery-based lessons through the integration of technology
To expose students to the art, music, food, language, and history of various cultures


Smoke and Drug Free Environment
Our center is a smoke and drug free environment for the safety and health of our children and staff.  No one is permitted to smoke or use tobacco products on the premises.  Having or using drugs or alcohol is prohibited.
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Admission Requirements
· Parents must fully complete the enrollment application with all pertinent information. Parents are responsible for updating enrollment information each year.
· Pay all registration fees in full
· Provide and maintain accurate required records (Health check or Physical Exam)
Day and Hours of Operation
Team 3 After School Program will serve children ages 4 years -13 years old year from January to December, Monday – Friday, from 2:10pm-6:30pm for after school care and 6:30am-6:30pm for full day camps.  Children are expected to arrive prior to 10am in order to participate in care during school breaks.  All students must be picked up by 6:30pm/6:45 pm in order to avoid late charges.
Holiday and Teacher’s Work Days
The center will be closed for the following specified holidays throughout the year. The days around Christmas may vary. Parents will be notified timely of any holiday changes.
New Year’s Day                                                                                                                                              Martin Luther King Jr. Birthday                                                                                                                                                                                                                                                             Memorial Day                                                                                                                        Independence Day                                                                                                                                          Labor Day                                                                                                                                               Thanksgiving Day & Friday After                                                                                                            Christmas Eve                                                                                                                                        Christmas Day
Advanced notification will be provided to parents or any changes.
Team 3 After School Program will celebrate all major holidays.








Tuition Fees			
After School-$100.00
Before and After School-$130.00
School Breaks- $180
Part Time/Drop In- $45
Summer Camp Registration-$85.00     After School Registration-$80
Tuition is due on Friday of each week, in advance of services.  Payment made after the following Monday by 7:00pm will incur a late fee of $30.00.  Children will not be permitted to return to the center until all fees are paid in full.  Payments are to be made in the form of check, money order, credit or debit card.  Cash payments will not be accepted.  Non-sufficient funds checks (NSF) will incur a $35.00 fee.  When rectifying NSF checks, a money order must be submitted as the form of payment.  If two NSF checks are received within one year, the parent will be required to make all future payments in the forms of money orders.  Postdated checks are not accepted.
Fees are inclusive of all hours of operation, however, a late pick-up fee of $5 for the first minute and $1.00 per minute thereafter for each child picked up after 6:45 p.m. will be enforced which is due at the time of pick-up.  Cash payments are accepted only for late pick-up fees.  Please have exact change as the employees do not have access to cash.
Full tuition is due regardless of attendance.  If your child is absent for one or more days during the week due to illness or vacation full tuition is still required.  If the center is closed due to weather conditions, full tuition is still due. When public school is out on a non-holiday, Team 3 After School Program is open 6:30am-6:30pm.
At no time should tuition payments be given to teachers or kitchen staff.
Registration and tuition fees are non-refundable.
Tuition fees are quoted on the Fee Scale for services rendered.  However, we reserve the right to change prices as deemed necessary with proper notification and make increases to reflect increase in pay for teacher’s cost of living.







Meals/Nutrition
Team 3 After School Program. Consider your child’s health and wellness as our upmost priority and will provide healthy, delicious, well-balanced meals, which will include breakfast, lunch and a PM snack.  Breakfast is served, Monday through Friday from 7:30 am until 8:30 am on full, non-school days.  Lunch is served at 11:30am on non-school days.  Evening snacks are served at 3:30 pm on full days and supper at 3:30pm for the ASP.  All meals and snacks will be in compliance with the CACFP regulations; therefore, outside food or drinks are not permitted with the exception of pre-authorized birthday parties and classroom celebrations. Please provide the Director with doctor supported documentation of any known or suspected food/beverage allergies.
Weekly menus will be posted at the center.  Menus will be constantly improved to include a variety of fresh fruits and vegetables.  Children are encouraged to taste new foods.
Clothing
Since students will be involved in physical and hands-on activities throughout the day, which may result in soiled clothing, uniforms are required Monday, Wednesday, and Friday and are urged to wear comfortable and appropriate clothing Tuesday and Thursday.  Sneakers with heels and ankle supported shoes are required daily. Team 3 After School Program will NOT be responsible for lost or damaged items.    Flip flops are not allowed at any time of the year or season.  All shoes must have a supported back to them.
Although we will take reasonable care of all children’s clothing, we request that parents write child’s name on the inside label of their items to minimize or prevent loss.  Each child 6 and under must have an extra change of clothing, along with underwear to be used in case of emergency.  Please remember to exchange the clothing as the seasons change.

Arrival and Departure Procedures                                                       
 All students must be escorted inside and outside by an adult 18 years or older.  The child must be clocked in on full non-school days and for before school care.  An authorized adult must clock the child in and out each day.  Please do not leave your child unattended prior to operating hours.
During dismissal time, children will only be released to individuals pre-authorized by the parent on the registration form.  Parents may make changes to this authorization at any time in writing.  In case of emergency, parents are requested to notify the Director in advance that someone who is not listed on the authorization list is coming to pick up their child.  Proper identification will be requested and must be presented at time of check out.




Guidance and Discipline
Team 3 After School Program. believes that actively engaged children have little time for off-task and disruptive behavior. Therefore, it is the responsibility of the teacher to manage the classroom environment by preparing age-appropriate challenging activities, which optimize instructional time.  Teachers will provide an environment where rules are clear, and consequences are consistent. A practice of positive reinforcement for good behavior combined with a subtle approach to redirect inappropriate behavior will be implemented to direct our students towards socially acceptable behavior. In the event that a child fails to follow guidelines and procedures, as determined by the staff at Team 3 Sports After School Program the following steps will be taken:
· First Offense: Verbal warning and consultation with the teacher
· Second Offense: Age-appropriate time out or redirection and consultation with the teacher
· Third Offense: Age-appropriate time out or redirection, consultation with teacher and administration
· Fourth Offense: Age-appropriate time out or redirection, consultation with teacher and administration
· Fifth Offense: Conference schedule with the parent, teacher, child and director to discuss concerns.
· Sixth Offense: Suspension (2-days)
· Seventh Offense: Suspension (5 days with pay)
· Eighth Offense: Expelled for the remainder of the school year.
Furthermore, any harm inflicted by a child on another child or faculty member will not be tolerated. In the event this does occur, any medical expenses incurred by another child or staff member because of your child’s failure to follow directions or disruptive behavior will be passed on to you the parents.
Resources such as professional consultations and parenting classes are available on an optional basis.  Resolutions will be based upon the best interest of all parties involved.  
At no time will corporal punishment be used as a form of discipline at the center. Verbal abuse and any other inappropriate disciplinary action is not approved nor tolerated by staff to children nor parents to children.




Shaken Baby Syndrome
Purpose
The purpose of this policy is to protect all children in our care by preventing Shaken Baby Syndrome (SBS) and Abusive Head Trauma (AHT) through staff education, safe caregiving practices, and clear procedures for recognizing, responding to, and reporting concerns. This policy applies to all staff, substitutes, volunteers, and caregivers working with children from birth to five years of age.

Understanding SBS & AHT
Shaken Baby Syndrome and Abusive Head Trauma are serious forms of child abuse that occur when a child is violently shaken or forcefully handled. Infants and young children are at highest risk because their neck muscles are weak, their heads are proportionally large, and their brains are still developing.

Possible Consequences
Brain swelling and bleeding
· Permanent brain damage
· Blindness or hearing loss
· Developmental delays
· Seizures
· Death
Recognizing Signs and Symptoms
· Extreme sleepiness or difficulty staying awake
· Vomiting without illness
· Breathing problems
· Seizures or twitching
· Poor feeding
· Unequal pupil size
· Unusual irritability or fussiness
· Child seems 'not themselves'
Responding to Suspected SBS/AHT
· Stay calm.
· Call emergency services (911) immediately if symptoms are severe.
· Notify the Center Director immediately.
· Do not shake or handle the child roughly.
· Document observations and time symptoms were noticed.
Safe Caregiving Strategies
· Check basic needs such as hunger or diapering.
· Use gentle soothing techniques.
· Place the child safely in a crib if overwhelmed.
· Ask another staff member for assistance.
Prohibited Behaviors
· Shaking a child
· Throwing, jerking, or roughly handling a child
· Hitting, slapping, pinching, or spanking
· Yelling in a threatening manner
· Withholding food, water, or comfort
· Any form of physical punishment or emotional abuse
Inclement Weather
In case of inclement weather check the Playground app for closing information.  
Emergency Procedures
The center shall use proper and reasonable care as outlined in each classroom for the following: severe weather, tornado, fire, gas leak, bomb threat, intruder alert, or other physical plant problems.  Fire and storm drills will take place monthly.  The center will be evacuated according to the procedures outlined in the Emergency Plans.  Parents will be notified as soon as reasonably possible via a phone call and email.  These plans are developed and posted for evacuation purposes in the classroom and the reception area of the center.
Medication Procedure
No medication can be administered without a Medication Authorization Form being fully completed.  Do not send medicine to the center by a child or place it in their book bags.  All prescribed medication must be in its original child proof container and labeled with the following information:
· Child’s first and last name marked clearly.
· Name of the health professional that prescribed or recommended the medication.
· Date prescription was filled if prescription medicine.
· Expiration date.
· Specific instructions for giving, storing, and disposing of medication.
Medication will be administered for two weeks only.  A new form must be submitted every Monday if medication is needed beyond the first week.  
In case of adverse medical reaction, parents will be notified immediately via phone call, and the specific reaction will be recorded.  If parents are unavailable, emergency contact numbers will be called.  If the situation is critical, 911 will be called.
NOTE: If possible, we encourage parents to ask their doctor to prescribe medicines that can be given in 12 hour intervals.  The parents can then administer the medicine at home prior to the child arriving at the center.  However, if the child must receive medication at the center, parents should request that the pharmacist divide the medication so that a portion can be left at the center.





Emergency Medical Care
In case of an emergency, unless notated in writing, your child will be transported to:
Piedmont Hospital-Rockdale
1412 Milstead Ave NE
Conyers, GA 30012
Symptoms Requiring Exclusion from Center
A child shall not be accepted nor allowed to remain in the center if the child has a fever of one hundred one (101) degrees Fahrenheit or higher oral temperature or other contagious symptoms, such as but not limited to a rash, diarrhea, or a sore throat.  The center must follow the posted Common Infectious Illness Chart of recommendations for exclusions of sick children.  Some common illnesses in the childcare include:
Temperature – 101 degrees Fahrenheit or higher accompanied by behavior changes such as lethargy, irritability, persistent crying, or difficulty breathing and /or other signs of severe illness.  Requires exclusion until 24 hours following the fever.
Diarrhea        – 	An increased number of stools (2 stools per day) above the child’s normal pattern that is not contained by toilet. Requires exclusion until 24 hours following no diarrhea.
Vomiting        -	Two or more times in the previous 24 hours unless the vomiting is determined not to be due to a non-communicable condition and the child in not in danger of dehydration. Requires exclusion until 24 hours following no vomiting.
Pink Eye         -	Pink or red around the eye with white or yellow eye discharge, often with matted eyelids after sleep. Requires exclusion until 48 hours of antibiotic treatment and no signs of active infection.
Ringworm       -	Requires exclusion until 24 hours after treatment began.  
Infection	and the location of the infection must be covered.
Short Term     - 	Exclusion as deemed necessary by a physician.
Injury




Staff/Child Ratio
Intermediate/Afterschool 
(4 Years) 1:18 staff/child ratio
(5 Years) 1:20 staff/child ratio
(6-13 Years) 1:25 staff/child ratio
Lesson plans are based on topics of interest to intermediate students.  Their environment includes language arts, math, science, art, sports/ physical fitness, and field trips, which are designed to promote our philosophy: "Children learn best through movement and doing".
Daily Schedule
Our daily schedules will include age-appropriate activities for all hours of operation from the center’s opening to closing. Schedules will include a balance of quiet and active periods, free choice and teacher directed activities, large and small muscles activities, language experiences, arts and crafts, dramatic play, rhythm and music, nature, and science experiences.
Our program will expose children to a wide variety of activities each year.  Activities will include the following:
· Creative Activities: Self-expression using paints, clay, crayons, paper sculpture, poetry, song creation, and much more.
· Social Living: Planning, working, and playing in an organized experience so that desirable habits and attitudes, independence and responsibility are established.
· Language Experience: Enjoying reading and public speaking through Toast Masters.
· Music Experience: Music appreciation through creating music, interpreting music through discussion and art.
· Physical Education: Daily sports and other fitness activities, learning good eating habits for what fuels the body, acquiring an intelligent understanding of muscular development and cooperation.
· Learning Activities: Learning experiences are individualized as well as planned for the entire group, and small group activities.  An appropriate program of development skills and concepts is designed.
· Wonder, exploration, and discovery will be provided.




Individual Needs of Children
Team 3 After School Program’s goal is to provide an environment that is conducive for learning and encourages curiosity, exploration, problem solving, and self-expression as well as assist children with developing a positive self-image and learning the art and importance of goal setting.  Staff provides individual attention to each child by:
· Assigning each child, a Primary Caregiver/Teacher
· Responding promptly to the child’s distress signals and need for comfort.
· Playing and talking with a child at their eye level
· Providing and assisting the child with personal care in a manner appropriate to the child’s age level, i.e., providing the child privacy in dressing.
· Encouraging children to express their personal feelings and emotions in constructive ways.
· Providing each child with a cubby for their personal belongings
· Observing children throughout the day, as they participate in indoor and outdoor activities, routines, and transitions.
· Performing a daily health check to note if there are any signs of illness or injury.
· Paying close attention to children’s health and wellness throughout the day
· Proving a nutritious breakfast, lunch, and snack daily (where applicable)
Classroom activities are planned to enable both group participation and individual choice.  Children are encouraged to initiate activities and to explore different ways to accomplish tasks.  Staff encourage children to recognize their own self-worth, as well as the worth of other children.  
Inclusive Environment
Every effort will be made to successfully include children with special needs in the most integrated setting appropriate to their needs and in compliance with the American with Disabilities Act (ADA).  Children with special needs will be accepted into the center and linked to the local public school special needs program.  Parents may also choose their own therapist and service providers. 
Team 3 After School Program practices principles of inclusion, the integration of children with disabilities with typically developing children in the same classroom setting.  We actively recruit and serve children with disabilities.




Curriculum and Educational Philosophy
· Children learn best through play through actively participating in and manipulating their environment.
· Children learn in a variety of individual ways using all five senses.
· Children learn best in a positive stimulating environment designed to enhance their self-confidence and self-esteem.
Theme Approach
Our Creative Curriculum uses the theme approach, which provides the focus for planning for school aged children.  Curriculum goals for children are determined from the developmental assessment for each age group.
Teachers create individualized lesson plans based on the theme and incorporate language, math, science/sensory, small, and large motor, creative, social, and emotional objectives.
The daily schedule allows for an appropriate balance of active and quiet, large, and small group, child-initiated and teacher-facilitated activities.  The curriculum is seen as everything that happens in the day, such as all the children’s experiences, planned and unplanned, as they are actively involved with people and materials from arrival to departure.  Our emphasis is on children’s interests and involvement in their learning and on their ability to make constructive choices.  Teachers set up enriched environments; plan activities based on children’s developmental assessment. Children are responsible for putting away toys and equipment before moving on to a new play area.  Labels and child size storage cabinets make this a manageable job.
Outdoor Play Requirements
Even in cold weather, children will go outside for short periods of fresh air as the weather permits and when the temperature is forty degrees or higher.  When appropriately dressed, exposure to the cold does not cause illness, but helps kill germs that can cause illnesses.  When children return to the center after an illness, staff assumes that a child is well enough to go outside and participate in all activities.
Parent Notification of Policies
Team 3 After School Program will maintain a communication through newsletters, posted signs and bulletin boards, letters home and ECT…that will include the following:
· Child Care License
· Statement of Parent Access
· Current Weekly Menus
· Emergency Plans for severe weather and fire
· Licensing Rules and Regulations
· Communicable Disease Chart
· Name of Person in Charge
· Statement regarding Visitors
Parent Comments/Concerns/Suggestions
Team 3 After School Program works hard to provide high quality learning experience for your child.  Therefore, parents are encouraged to inform us of areas in need of improvement and give their opinions, participate in advocacy actions, and event planning.  Our parent survey can be found in the reception area for your convenience.  We ask that parents follow the chain of command by notifying the Director, then the Owners.  Upon investigation, we will do all we can to address your concerns within 24 hours of notification.  Our hope is that parents will tell a friend or family member what we are doing right and tell us what we are doing wrong.  We welcome your ideas and believe concerns are best handled informally and expediently between the involved parties.
We promote respect and appreciation for the diverse ways and ideas of other people.  We teach our children that respect for differences is the key to diverse living among people.  It is not acceptable to threaten another person verbally or physically at any time on the center grounds.  If you have concerns, please follow the following steps:
· Address your concern with the Assistant Director first (not in the presence of other parents or children).  If you are not satisfied, you are advised to schedule a conference with the teacher.  
· If your concern about your child is not resolved or you have concerns about policies and procedures, please feel free to discuss any aspect with the Director.  Schedule a conference so that proper time can be allocated to address your issues.
· The Director will review the concern and make a recommendation for resolution within 5 business days of the receipt of the concern.











Parent–Teacher Conferences/Visitation/Daily and Weekly Communication
Conferences can also be requested and scheduled at anytime throughout the year.  However, we ask that parents refrain from discussing concerns in the presence of the child or during instructional time.  
Parents are also encouraged to visit anytime their child is in the care of our center.  Please understand that during these unannounced classroom visits, parents are welcomed to participate in lessons or just observe, but conferences cannot be held at this time.
Parents will receive daily and/or weekly communication concerning their child and day-to-day happenings.
Grievance Policy
Team 3 After School Program will make every effort to ensure that families have an effective way of negotiating difficulties and differences that arise at the center.   The administration is available at any time to address your concern through special conferences and individual meetings.  Please notify the office by phone or letter if necessary.
Withdrawal Process
To withdraw a child from the center, a two-week notice must be provided in writing to the Director.  Parents will be responsible for payment for the two weeks.  Failure to properly withdraw your child will result in a balance and will be subject to collections.
Although every effort will be made to work within the parameters of each family’s needs. Team 3 After School Program reserve the right to dismiss a child for the following reasons:
· Delinquent or non-payment of tuition fees
· Poor attendance – A student absent 3 or more days without notification 
	(Re-enrolling will depend upon availability and payment of absentee tuition fees)
· Late pick-up without a reasonable explanation (one or more times per month)
· Consistent disruptive behavior which is considered harmful to themselves and others.






Parental Notification of Illness and Injury
Parents will be notified immediately when professional medical attention is required, or when a child experiences symptoms of moderate discomfort such as elevated temperature, vomiting or diarrhea.  Staff will contact parents to obtain specific instructions until the parents arrange pick up of the child.  The notification will be recorded in the communication log and recorded on the Incident Report Form, if necessary. In case a child is illness we have a room that the child can stay (with a person to care for him/her) in until the parents come. In case of an injury a parent will be notified 
Handling Medical Emergencies
Medical Emergencies & Children’s Health Policy
Intentionally Great Learning Center (IGLC) is committed to protecting the health, safety, and well-being of every child in our care. The following procedures are in place to ensure a prompt, calm, and appropriate response in the event of a medical emergency.
Definition of a Medical Emergency
A medical emergency includes, but is not limited to:
· Serious injury or accident
· Breathing difficulties or loss of consciousness
· Severe allergic reactions
· Seizures
· High fever or sudden illness requiring immediate attention
· Any condition that places a child’s health or safety at risk

Emergency Response Procedures
In the event of a medical emergency, IGLC staff will take the following actions:
1. Immediate Care
· Staff will remain calm and provide immediate care within the scope of their training
· First aid will be administered as appropriate
· The child will never be left unattended
2. Emergency Medical Services
· If the situation requires urgent or life-saving care, 911 will be called immediately
· Staff will follow dispatcher instructions until emergency responders arrive
3. Parent Notification
· Parents or legal guardians will be notified as soon as possible after emergency services are contacted
· If parents cannot be reached, emergency contacts listed on the child’s enrollment forms will be contacted
4. Documentation
· All medical incidents and emergencies are documented using an incident/accident report
· Reports are shared with parents and maintained in the child’s file in accordance with licensing requirements

Children’s Health Records & Authorization
To ensure proper emergency response, parents are required to provide and keep current:
· Emergency contact information
· Authorized individuals for emergency pickup
· Written authorization for emergency medical treatment
· Health history, including allergies, chronic conditions, or special medical needs
Failure to maintain current information may delay emergency response.

Medication & Special Medical Needs
· IGLC administers medication only with written parent authorization and proper documentation
· Emergency medications (such as EpiPens or inhalers) are stored securely yet remain readily accessible
· Staff are informed and trained on children with diagnosed medical conditions or allergies

Communicable Illness & Health Protection
· Children who show signs of illness that could endanger themselves or others may be isolated from the group under supervision until pickup
· IGLC follows Bright from the Start guidelines for illness exclusion and return-to-school requirements
· Parents will be notified promptly if their child becomes ill during the school day

Staff Training & Preparedness
· Designated staff members maintain current First Aid and CPR certification
· Staff receive ongoing training on health policies, recognizing medical emergencies, and responding appropriately
· Emergency procedures are reviewed regularly to ensure preparedness and compliance

Commitment to Health & Safety
IGLC partners with families to create a safe, healthy learning environment. Our medical emergency procedures are designed to meet or exceed Bright from the Start requirements while ensuring children receive timely and appropriate care.











Communicable Diseases
Children who are ill or suffering from any disease are not allowed to remain in the center.  The parents will be called, and the child will be picked up immediately and medical attention provided.  After seeking medical attention, please inform the center in writing, regarding the condition of the child.  Parents must inform the center of the nature of the disease.  If a child has been diagnosed with any communicable disease, we shall immediately notify our parents by posting a notice on the door as well as sending home written notice within twenty-four (24) hours or next working day of the center becoming aware of the illness.  Upon returning to the center, the child must have medical clearance from a physician.  If a child is hospitalized, doctor’s clearance will also be required upon returning to the center.
Daily Health Checks
Each child will be observed upon arrival by a staff member to check for and document early symptoms of illness, possible injury, or abuse.  If abuse, neglect, or injury is suspected, the Director as required by the law (Georgia Code 19-7-5), will report to the Department of Family and Children Services.
Field Trips
Field experiences are an important part of a child’s educational development.  All children will participate in community events, nature walks, cultural exhibits, and other activities, which will enhance the classroom experience.  Parents will be notified of the planned outings and must sign permission slips granting the center permission to take children from the center grounds.  The Staff will try to plan trips that will not require an excessive fee.
Transportation
1. Transportation Services Overview
Intentionally Great Learning Center (IGLC) provides limited transportation services to support our educational program, enrichment opportunities, and family convenience. Transportation is offered only when it directly supports programmatic needs, such as:
· Scheduled physical education (P.E.) activities
· Educational field trips and Wonder Wednesday experiences
· Pre-approved program-related outings
· Select school-related transportation as communicated in advance
Transportation is not provided as a daily home-to-school service unless explicitly stated in writing. Parents will always receive advance notice regarding when, where, and why transportation is being provided, along with any applicable permission forms.
All transportation services are conducted in accordance with Georgia Bright from the Start (DECAL) regulations and IGLC safety standards.

2. Transportation Safety Procedures
The safety of our scholars is our highest priority. IGLC follows strict procedures for all transportation activities, including:
Loading and Unloading Procedures
· Children are supervised at all times while entering and exiting vehicles
· Staff members conduct headcounts and roll call with check offs before departure and after unloading
· Children are loaded and unloaded only in designated safe areas, closets to the budling or area entering, without a need to cross a street or parking lot
Safety Restraints
· All children are secured using age- and size-appropriate restraints, including:
· Seat belts
· Car seats (based on Georgia law and manufacturer guidelines)
· Restraints are checked by staff before departure to ensure proper placement and fit
Vehicle Safety & Maintenance
· Vehicles used for transportation receive routine safety checks and annual inspections by a certified mechanic 
· Staff conduct pre-trip visual inspections (tires, lights, mirrors, seat belts, cleanliness)
· Vehicles are kept clean, well-maintained, and free of hazards

3. Field Trip Transportation Policy
Field trips are an extension of the IGLC learning experience and are carefully planned to ensure safety and supervision.
Parent Permission
· Written permission forms are required prior to every field trip
· Forms include destination, date, and transportation method
· Children without signed permission will not participate
Staffing Ratios
· IGLC maintains or exceeds Bright from the Start required ratios during all trips with ratios not exceeding 1:8
· Additional staff may be assigned based on age, distance, or activity level
Safety Measures
· Passenger lists are used at all times and maintained with permission slips 
· First aid kits, prescribed and authorized emergency medication for students, and emergency contact information are carried on every trip
· Name tags are distributed and worn on every trip
· Children are given clear behavioral and safety expectations before departure

4. Passenger Checklist & Accountability Procedures
To ensure no child is ever misplaced or left unattended, IGLC uses a strict passenger accountability system:
· A passenger checklist is completed:
· Before leaving the center
· Upon arrival at the destination
· Before departing the destination
· Upon return to the center
· Headcounts are conducted and documented at each transition
· Staff physically verify each child’s presence — not just visually, but by calling the child’s name, listening for him/her and looking at the child before checking them off.
These procedures apply to all transportation events, including short trips.

5. Emergency & Accident Procedures
In the event of a transportation-related emergency, IGLC follows established emergency response protocols:
· Vehicles are equipped with:
· First aid kits
· Emergency contact information for each child
· Staff are trained to:
· Secure children safely
· Contact emergency services when necessary
· Notify school administration immediately
· Parents will be notified as soon as safely possible following any incident
· Following return and to facility, administrators will notify BFTS of incident in proper Decal portal
IGLC maintains written emergency transportation procedures and reviews them regularly with staff.

6. Qualified Drivers & Staff Requirements
Only approved and qualified individuals are permitted to transport children on behalf of IGLC.
All drivers must:
· Hold a valid Georgia driver’s license
· Meet Bright from the Start driving record requirements
· Successfully complete:
· Criminal background checks
· Fingerprinting (when required)
· Receive training related to:
· Child supervision during transport: Transportation Training (completed every 2 years)
· Emergency procedures
· Proper use of safety restraints
Drivers are selected based on responsibility, training, and compliance with state regulations.

Volunteers
Team 3 After School Program enjoys a positive reputation in the community and is well known as a place to volunteer.  
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