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Afterschool Program
Parent Handbook
Effective Date: August 2026

Welcome!
Thank you for choosing The Town Square Play Cafe Afterschool Program for your child's after-school care. Our program blends active, imaginative play in our indoor playground with homework time, snack, and enriching activities in a warm, well-supervised environment. This handbook explains how our program works so you know what to expect and can help your child settle in quickly.
Please read this handbook in full before your child's first day and keep it for reference. You'll be asked to sign an acknowledgment as part of registration.
Program Basics
1. Ages served: Kindergarten through 5th grade
1. Location: 2605 Moses Grandy Trail, Suite E, Chesapeake, Virginia 23323
1. Hours: From bus drop-off until 6:00 PM on school days
1. Staff-to-child ratio: 1 staff member per 18 children (grades K–3) or 1 per 20 (grades 4–5), with a minimum of 2 staff on-site at all times
Licensing note: This program operates under an exemption from Virginia child care licensing requirements (Code of Virginia § 22.1-289.030). We voluntarily follow safety practices — background-screened staff, CPR/First Aid and Bloodborne Pathogens-trained staff, posted ratios, and written emergency procedures — that meet or exceed common childcare program standards, even though we are not required to hold a state childcare license.
Staff Qualifications
Your child's safety is our top priority. Before anyone is hired to work with our children, they must meet the following requirements:
1. Complete an application and our full hiring process, including at least two character references
1. Pass a background check that includes a Virginia Child Protective Services Central Registry check and a fingerprint-based Virginia State Police criminal history check
1. A disqualifying conviction for a ‘barrier crime’ under Virginia law — including child abuse or neglect, sexual offenses, or violent felonies — permanently disqualifies an applicant from any role involving contact with children
1. Provide current CPR, Pediatric First Aid, and Bloodborne Pathogens certification (or complete it within 30 days of hire)
1. Provide documentation of a tuberculosis screening before their first unsupervised shift with children
1. Complete new-hire orientation covering our full policies manual, emergency procedures, and mandated reporter training
Ongoing training doesn't stop at hire — our staff also complete:
1. An annual refresher on emergency procedures and mandated reporting
1. CPR/First Aid recertification before it expires
1. Documented training on any policy changes as they happen
A CPR/First Aid-certified staff member is on-site as the designated ‘Manager on Duty’ at all times your child is in our care — no exceptions.
Enrollment Schedule
Children are enrolled for the full school year. If your plans change, you may cancel your enrollment at any time with 30 days' written notice.
1. Schedule changes (e.g., adjusting which days your child attends): submit requests in writing; changes are subject to availability
1. Cancellation: 30 days' written notice is required, per the Withdrawal policy below
Tuition & Fees
1. Registration fee (one-time, due at enrollment): $100
1. Weekly tuition: $125 per week
1. 4-week prepay discount: pay 4 weeks at a time and save $10 per week ($115/week when prepaid)
1. Sibling rate: $100 per week for each sibling
1. Late payment fee: $20
1. Late pickup fee of $20 per 15 minutes after 6:00 PM closing, charged to the account on file, may be assessed
1. Payment due date: Payments are processed via the card on file the Friday prior to the care period. This will be every Friday for weekly pay accounts. For 4-week pay parents, the card on file will be processed for 4 weeks on the Friday before the new care period.
1. Returned payment fee: $25
1. Snack is included in tuition at no additional cost
See the Weekly Payment Schedule and 4-Week Payment Schedule at the end of this handbook for the exact dates your account will be charged this school year.
Withdrawal Policy
If you need to withdraw your child from the program entirely, we require 30 days' written notice. Tuition remains due through the end of the 30-day notice period.
A Typical Afternoon
Every day looks a little different, but here's a general flow:
1. Arrival & sign-in (bus drop-off or parent hand-off)
1. Snack time (included in tuition)
1. Homework / quiet time
1. Free play in the indoor playground
1. Structured activity or group game
1. Wind-down and sign-out
Arrival, Sign-Out & Pickup
1. Children must be signed out by an adult; sign-out is only permitted for people on your Authorized Pickup List
1. Anyone not personally known to staff will be asked for photo ID before a child is released to them
1. To add or remove someone from your Authorized Pickup List, submit the change in writing — we can't accept pickup changes over the phone from an unverified caller
1. If you're running late, please call 757-966-1364 so we can let your child know
1. Children not picked up by 6:00 PM are subject to the late pickup fee above. If a child remains unclaimed 30 minutes after closing and we're unable to reach any emergency contact, staff will contact local child protective services or the police non-emergency line per policy
1. Repeated late pickups may result in fees and, ultimately, review of continued enrollment
Health & Illness
For everyone's health, please keep your child home (and notify us) if they have any of the following, and for at least 24 hours after symptoms resolve without medication:
1. Fever of 100.4°F or higher
1. Vomiting or diarrhea
1. An undiagnosed rash
1. A suspected contagious illness (pink eye, strep, lice, etc.)
If your child becomes ill while in our care, we'll call you and ask that they be picked up within one hour. Please keep your emergency contacts and phone numbers up to date.
Medication
We will not administer prescription or over-the-counter medications. Children requiring afternoon medication must receive their afternoon dose at school before boarding the bus or otherwise arranged outside of our care. We will, however, process care plans for children who have emergency/rescue medication needs. We can only give rescue medication with your written authorization, physician signed Emergency Medical Authorization, and the medication in its original, labeled container.
Allergies & Medical Conditions
Please tell us about any allergies, medical conditions, or care plans (such as asthma or food allergies) during registration, and update us immediately if anything changes. This information is kept confidential and shared only with staff who supervise your child.
Emergency Procedures
We maintain and practice written procedures for fire evacuation, severe weather, lockdown, and a missing-child protocol, including quarterly drills. In a medical emergency, we call 911 first, then you, then our Program Director. You'll always be notified of any injury requiring more than a minor first-aid response, and of any injury to the head regardless of severity.
Behavior Guidance
We use positive, age-appropriate guidance: clear expectations, redirection, and natural consequences. We do not use physical discipline, food withholding, or public humiliation.
1. First step: verbal reminder and redirection
1. Continued issue: brief supervised break from the activity
1. Repeated/significant issue: you'll be notified at pickup
1. Ongoing concern: a conference with you and our Program Director, possibly with a written behavior plan
1. Unsafe behavior (to your child, other children, or staff): may result in immediate pickup, suspension, or — in serious cases — termination of enrollment
Electronic Devices
We allow children to use privately-owned or school-issued electronic devices with the understanding that this is a privilege, not a right. To maintain this privilege:
1. Devices may be used only with staff permission, typically during quiet or homework time
1. Only the device's owner may use it during the time allotted
1. Devices are brought at the child's and family's own risk — we are not responsible for lost, stolen, or damaged devices, or for any data loss
1. Devices may not be used to photograph or record other children, consistent with our Photos & Social Media policy
1. If a device causes disruption, staff will ask that it be put away
1. Violation of program policies or applicable law while using a device may result in loss of the privilege and other appropriate disciplinary action
What to Bring
1. Comfortable clothes and socks suitable for active play indoors
1. A labeled water bottle
1. Homework and school materials, if applicable
1. Any prescribed emergency/rescue medication in its original container, with our medication authorization forms on file
Snacks & Allergies
A daily snack is included in your tuition at no extra cost; ingredient information is available on request. If your child has a food allergy, please let us know so we can plan accordingly and take steps to avoid cross-contact. Please don't send outside food to share with the group.
Communication
1. Day-to-day updates and any incident notes: by phone or email
1. Questions or concerns: contact us at 757-966-1364 or afterschool@thetownsquareplaycafe.com
1. We'll always call you directly for anything urgent
Weather & Unexpected Closures
If we need to close early or for the day (severe weather, facility issue, or school district closure), we'll notify you as soon as possible by phone or email. See the Tuition & Fees section for how closure days affect billing.
Photos & Social Media
We love celebrating our kids' activities! We'll only use photos or video of your child according to the choice you make on the Photo/Media Release in your registration packet, and you can update that choice at any time.
Questions or Concerns
We're glad to talk through anything in this handbook. Reach us at 757-966-1364 or afterschool@thetownsquareplaycafe.com, or stop by the front desk any time. If a concern remains unresolved after speaking with our Program Director, you may escalate it in writing to Sarah Pratt. All complaints involving child safety are documented and reviewed within 48 hours.


Parent Handbook Acknowledgment
I have received, read, and understand The Town Square Play Cafe Afterschool Program's Parent Handbook, and I agree to its policies as a condition of my child's enrollment.

Child's Name: _______________________________________
Parent/Guardian Name (print): _______________________________________
Signature: _______________________________________     Date: ______________


2026–2027 Weekly Payment Schedule
Weekly-pay accounts are charged every Friday for the upcoming week of care. Care for the 2026–2027 school year ends June 15, 2027.
	
	Payment Due
	
	Program Closed
	
	Payment Due & No School



		September 2026

	M
	T
	W
	T
	F

	
	1
	2
	3
	4

	7
	8
	9
	10
	11

	14
	15
	16
	17
	18

	21
	22
	23
	24
	25

	28
	29
	30
	
	



		October 2026

	M
	T
	W
	T
	F

	
	
	
	1
	2

	5
	6
	7
	8
	9

	12
	13
	14
	15
	16

	19
	20
	21
	22
	23

	26
	27
	28
	29
	30



		November 2026

	M
	T
	W
	T
	F

	
	
	
	
	

	2
	3
	4
	5
	6

	9
	10
	11
	12
	13

	16
	17
	18
	19
	20

	23
	24
	25
	26
	27

	30
	
	
	
	




		December 2026

	M
	T
	W
	T
	F

	
	1
	2
	3
	4

	7
	8
	9
	10
	11

	14
	15
	16
	17
	18

	21
	22
	23
	24
	25

	28
	29
	30
	31
	



		January 2027

	M
	T
	W
	T
	F

	
	
	
	
	1

	4
	5
	6
	7
	8

	11
	12
	13
	14
	15

	18
	19
	20
	21
	22

	25
	26
	27
	28
	29



		February 2027

	M
	T
	W
	T
	F

	1
	2
	3
	4
	5

	8
	9
	10
	11
	12

	15
	16
	17
	18
	19

	22
	23
	24
	25
	26




		March 2027

	M
	T
	W
	T
	F

	1
	2
	3
	4
	5

	8
	9
	10
	11
	12

	15
	16
	17
	18
	19

	22
	23
	24
	25
	26

	29
	30
	31
	
	



		April 2027

	M
	T
	W
	T
	F

	
	
	
	1
	2

	5
	6
	7
	8
	9

	12
	13
	14
	15
	16

	19
	20
	21
	22
	23

	26
	27
	28
	29
	30



		May 2027

	M
	T
	W
	T
	F

	
	
	
	
	

	3
	4
	5
	6
	7

	10
	11
	12
	13
	14

	17
	18
	19
	20
	21

	24
	25
	26
	27
	28

	31
	
	
	
	




		June 2027

	M
	T
	W
	T
	F

	
	1
	2
	3
	4

	7
	8
	9
	10
	11

	14
	15
	16
	17
	18

	21
	22
	23
	24
	25

	28
	29
	30
	
	



	
	




2026–2027 4-Week Payment Schedule
4-week-pay accounts are charged once every 4 weeks, on the Friday before the new care period begins. Care for the 2026–2027 school year ends June 15, 2027.
	
	Payment Due
	
	Program Closed
	
	Payment Due & No School



		September 2026

	M
	T
	W
	T
	F

	
	1
	2
	3
	4

	7
	8
	9
	10
	11

	14
	15
	16
	17
	18

	21
	22
	23
	24
	25

	28
	29
	30
	
	



		October 2026

	M
	T
	W
	T
	F

	
	
	
	1
	2

	5
	6
	7
	8
	9

	12
	13
	14
	15
	16

	19
	20
	21
	22
	23

	26
	27
	28
	29
	30



		November 2026

	M
	T
	W
	T
	F

	
	
	
	
	

	2
	3
	4
	5
	6

	9
	10
	11
	12
	13

	16
	17
	18
	19
	20

	23
	24
	25
	26
	27

	30
	
	
	
	




		December 2026

	M
	T
	W
	T
	F

	
	1
	2
	3
	4

	7
	8
	9
	10
	11

	14
	15
	16
	17
	18

	21
	22
	23
	24
	25

	28
	29
	30
	31
	



		January 2027

	M
	T
	W
	T
	F

	
	
	
	
	1

	4
	5
	6
	7
	8

	11
	12
	13
	14
	15

	18
	19
	20
	21
	22

	25
	26
	27
	28
	29



		February 2027

	M
	T
	W
	T
	F

	1
	2
	3
	4
	5

	8
	9
	10
	11
	12

	15
	16
	17
	18
	19

	22
	23
	24
	25
	26




		March 2027

	M
	T
	W
	T
	F

	1
	2
	3
	4
	5

	8
	9
	10
	11
	12

	15
	16
	17
	18
	19

	22
	23
	24
	25
	26

	29
	30
	31
	
	



		April 2027

	M
	T
	W
	T
	F

	
	
	
	1
	2

	5
	6
	7
	8
	9

	12
	13
	14
	15
	16

	19
	20
	21
	22
	23

	26
	27
	28
	29
	30



		May 2027

	M
	T
	W
	T
	F

	
	
	
	
	

	3
	4
	5
	6
	7

	10
	11
	12
	13
	14

	17
	18
	19
	20
	21

	24
	25
	26
	27
	28

	31
	
	
	
	




		June 2027

	M
	T
	W
	T
	F

	
	1
	2
	3
	4

	7
	8
	9
	10
	11

	14
	15
	16
	17
	18

	21
	22
	23
	24
	25

	28
	29
	30
	
	



	
	



Calendar closures reflect the Chesapeake Public Schools 2026–2027 academic calendar and program-specific closure days. Care for the school year ends June 15, 2027.
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