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The Bingham Farms Kids Club program operates as a service to  families.  The program provides a safe,  
secure and caring environment for students before and after school.  Kids Club is open to all  students in 
grades K—5.  A wide range of activities, including outdoor play (weather permitting), is  offered  
during program hours.  The Kids Club program is licensed by the Michigan Department of Human Services. 

       KIDS CLUB Phone:             (248) 867-4184)469-

SCHEDULE 
AM Session     7:00 am—AM start of school 
PM Session     PM school dismissal — 6:00 pm 
Half-Day Session 12:00pm—6:00 pm 
Delayed Start Days 8:45 am—10:25 am 
 
Kids Club begins on the morning of the first day 
of school in September and ends on the morning 
of the last half day of school in June.  Kids Club 
follows the Birmingham Public Schools calendar 
and is only in session on school days.   
 
REGISTRATION 
All children attending Kids Club must be            
pre-registered for the program.  A link to the 
online Kids Club registration site (DayCareWorks) 
is found under Quick Links on the main page of 
the Birmingham Public Schools website and on 
the Bingham Farms School Kids Club webpage.   
 
TUITION & FEES 
Please refer to the Kids Club Rate Sheet at the 
end of this handbook.  All Kids Club attendance is 
prepaid by purchasing registration and Kids Club 
sessions or drip-in cards through the Kids Club 
link on the BPS webpage at 
www.birmingham.k12.mi.us.  There are no  
refunds for monthly scheduled user dates, flexi-
ble scheduled user dates or drop-in cards which 
are purchased and not used.  If school is  
cancelled due to weather or other  

unexpected events, payments paid for those 
dates are not refunded.  After registering, addi-
tional purchases of Kids Club sessions may be 
made online at: 
https://family.daycareworks.com/login.jsp 
 
ARRIVAL & DISMISSAL 
It is a licensing requirement that all children 
must be signed in to the program in the morning 
and signed out of the program in the afternoon 
by a parent or an adult authorized by the parent 
on the emergency form or in writing by the par-
ent.  Children may not be released to siblings 
unless they are at least 16 years of age. 
 
Sign-in and sign-out is done by a child’s parent 
or other authorized adult.  It is done online using 
a Kids Club laptop in the Kids Club classroom.  
The adults signing a child in and/or out of Kids 
Club must know and use the parent’s DayCare-
Works password and logon name.  Additionally, 
any adult may be asked for identification.   
 
You will also be provided a Kids Club security 
code to be used to enter the building through 
the main office doors.  Please share only with 
supervising adults.  All doors remain locked dur-
ing Kids Club hours to ensure the  safety to our 
students. 
 
 



Kids Club closes promptly at 6:00 pm.  If you 
are late picking up your child, a late fee will be  
charged (refer to “Rates” form attached).  
 
HEALTH & SAFETY 
All children attending Kids Club are required to 
have emergency contact information on file.  
Parents/guardians will complete the emergency 
card online when registering their child for Kids 
Club.  A review and signature will be requested 
on a paper copy of the emergency form. 
 
The emergency information is very important in 
case an emergency occurs at school and        
contact with parents is necessary.  Please notify 
us of any changes that may occur throughout 
the year.   
 
In the event of injury or illness, every effort will 
be made to notify the parents/guardians or      
designated person indicated on the emergency 
card.  If unable to contact someone, instruc-
tions on the card will be implemented. 
 
PEST MANAGEMENT PLAN 
Bingham Farms Kids Club is covered by the Bir-
mingham Public Schools’ integrated pest man-
agement policy.  If pesticide application will oc-
cur, advance notice of application will be pro-
vided via a notice posted at the school entrance 
doors and via a notice posted in the main office 
of the school. 
MEDICATION & ALLERGIES 
The Kids Club program follows the Medication 
Policy established by the Birmingham Public 
Schools.  Any requests regarding medication    
during Kids Club hours should be directed to 
the Bingham Farms School office and the Kids 
Club Director.  Forms for administering medica-
tion are available in the school office. 
 
 
 

 
Notify the Kids Club Director immediately of any 
allergies your child may have and any  restrictions 
related to the allergies.  IF your child has medica-
tion stored in the Bingham Farms office, please 
be aware that the office staff closes the office at 
4:30 pm and medications may not be 
accessible to the Kids Club staff. Epi-pens may be 
stored in the Kids Club room, if they are  provided 
by the parent/guardian along with a completed 
Care Plan. 
 
HEALTH CARE POLICY 
The  Bingham Farms Kids Club program’s health 
care       policy includes the following health prac-
tices and procedures: 
 Children and staff wash their hands after     

using the restroom, before eating or            
preparing food, after outdoor play and as 
needed to prevent the spread of germs and 
disease. 

 Children who are ill are asked to remain 
home.  If a child develops symptoms of         
illness, parents will be called and asked to pick 
up the child. 

 Surfaces used for food service are cleaned 
and sanitized before and after eating. 

 Toys and equipment are cleaned and sanitized 
as needed. 

The complete Health Care Policy is available for 
review in the Bingham Farms Community School            
Organizer’s office. 
 
COMMUNICATION 
Parents will receive a variety of communication 
regarding Kids Club.  These will  include emails 
from the CSO, KC Director and DayCareWorks.  
Parents of special needs students can request a 
written daily record, as an additional form of 
communication.  All requests should go directly 
to the  CSO. 
 
 
 

  



OUTDOOR PLAY AND GYMNASIUM PLAY 
Students attending Kids Club will go outside on 
the Bingham Farms playground every day, 
weather permitting.  Appropriate clothing must 
be worn, including boots, hats and gloves in 
cold weather.  Play equipment and toys from 
home are not allowed in Kids Club.  On days 
when the gym is available, children must wear 
gym shoes or rubber soled shoes. 
SNACK 
A nutritious snack and drink are provided each 
afternoon to the students in the PM Kids Club 
program.  If your child has food allergies, please 
inform the staff, in writing, so that the proper 
precautions may be taken. 
 
EMERGENCY PLANS 
Emergency plans for fire , lockdowns and torna-
dos are posted in each classroom.  Periodic 
practice drills are held throughout the year. 
 
BEHAVIOR/DISCIPLINE 
Kids Club students are expected to                
demonstrate respect, responsibility, coopera-
tion and kindness, at all times.   A safe and or-
derly  environment is to be supported by each            
student’s actions.  All school rules found in the 
Bingham Farms School Handbook are in effect  
during Kids Club.  Please review these rules 
with your child and follow the guidelines in the 
Bingham Farms Elementary School Handbook. 
In addition, the program has specific rules and 
procedures.   
 
Kids Club adheres to positive discipline  meth-
ods.  Rules are set to keep children safe.  If  dis-
cussion and explanation of the rules with the 
student are ineffective, the parents will be   
consulted to work out a solution.  If a child   
refuses to cooperate, a parent will be called to 
pick up the child from school.  If behavior prob-
lems persist, the student may be dismissed 
from the Kids Club program. 

 

It is the policy of the Birmingham School District that no person shall, on the basis of sex, race, color, creed, age, marital status, sexual orientation, national 
origin, weight, height, or handicap, be excluded from participation in, be denied the benefits of, or be subject to discrimination in employment or any of its 
programs or activities. 

SCREENING STAFF/VOLUNTEERS 
All employees have been screened according to 
the State of Michigan’s Department of Human 
Services licensing requirements.  If volunteers 
work in the program on a regular basis, they will 
be asked to sign a “conviction and abuse” form 
as required by licensing. 
 
ILLNESS 
 
If a child has one or more of the following symp-
toms, they should be excluded from school: 
 Fever of 100 degrees or more, suggested by a 

flushed, hot face 
 Earache 
 Sore throat 
 Red or runny eyes, sneezing or discharge from 

the nose 
 Persistent cough 
 Swelling and/or tenderness of the glands 
 Nausea, vomiting 
 Abdominal cramps and/or diarrhea 
 Rash (any skin eruption particularly if red, 
swollen, and/or draining) 
If a Director/Teacher or CSO determines that a 
child should be sent home, the child will be iso-
lated and the parents will be called.  If a parent 
cannot be reached by phone, the staff member 
will call the emergency contact on the child in-
formation card.  Children must be fever-free for 
24 hours before returning to school after an ill-
ness.  Children should stay home for 24 hours 
following vomiting or diarrhea.  If antibiotics are 
prescribed, a child may not return to school until 
24 hours after the first dose. 
 
Parents will be informed if their child may have 
been exposed to a communicable disease while 
at school.  The posting will include the name of 
the disease and the symptoms related to the 
disease.  The above guidelines pertain to staff, 
as well as volunteers. 



 
LICENSING  
The Bingham Farms Kids Club program is licensed 
by the State of Michigan Department of Human 
Services.  As such, the program maintains a  licens-
ing notebook of all licensing inspection reports, 
special investigation reports and all related correc-
tive action plans.  The notebook is available for 
review by parents during regular school hours in 
the Bingham Farms Community School Organizer’s  
office.  Licensing inspection and special investiga-
tion reports from the past two years are available 
on the Bureau of Children and Adult Licensing 
website at www.michigan.gov/michildcare.  
 
KIDS’ CLUB DIRECTOR: 
Amber Gayden (agayden@birmingham.k12.mi.us) 
KIDS’ CLUB PHONE: 248-867-4184 
 
 
KIDS CLUB PARENT CONTRACT 
As part of the Bingham Farms Kids Club Hand-
book, you have received a Kids Club Parent Con-
tract.  It is attached as the last page.   
 
***Please read, sign and return the Parent Con-
tract form to Bingham Farms Kids Club.*** 
 
 
 

 



 
 
 



 
NOTICE OF NONDISCRIMINATION  

The Board of Education is committed to maintaining a learning/working environment in which all individuals are 
treated with dignity and respect, free from discrimination and harassment. There will be no tolerance for discrimina-
tion or harassment on the basis of race, color, national origin, religion, sex, sexual orientation, marital status, genetic 
information, disability or age. The District prohibits harassment and other forms of discrimination whether occurring at 
school, on District property, in a District vehicle, or at any District related activity or event. The Superintendent will 
designate compliance officers and develop and implement regulations for the reporting, investigation and resolution of 
complaints of discrimination or harassment.  
The Birmingham Public Schools has adopted the following procedure for addressing complaints of discrimi-
nation:  
Step 1: A person who believes that he/she has been discriminated against by the Birmingham Public Schools shall 
discuss the matter informally with the immediate supervisor in the case of an employee, or the building principal, in 
the case of a student. [NOTE: If it is the immediate supervisor or building principal who is the subject of the complaint, 
the employee or student may, instead, contact the School District's Compliance Officer.] The person receiving the 
complaint shall verbally convey his/her findings to both the person who alleged the violation and the person who is 
the subject of the complaint within 10 days.  
Step 2: If the informal Step 1 process does not resolve the matter, a written complaint may be submitted to the em-
ployee's immediate supervisor (to the school's principal if by a student). A complaint may also be filed directly with the 
School District's Compliance Officer. The complaint shall include (1) the employee's or student's name; (2) the facts 
of the incident or action complained about; (3) the date of the incident or action giving rise to the complaint; (4) the 
type of discrimination alleged to have occurred; and (5) the specific relief sought. A Step 2 meeting shall be con-
ducted within 10 days following the submission of the written complaint. Within the next 10 days, the immediate su-
pervisor or principal [or School District's Compliance Officer] shall issue a written disposition, with copies to be given 
to both the person who alleged the violation and the person who is the subject of the complaint.  
Step 3: If the supervisor or principal's reply does not resolve the matter, a written complaint may be submitted to the 
School District's Compliance Officer within 10 business days of the Step 2 disposition. A meeting shall be conducted 
at which both parties shall have the right to present witnesses and offer other evidence. Following the meeting, the 
Compliance Office shall reply in writing to the complainant and the person who is the subject of the complaint within 
10 business days.  
Step 4: If the complainant wishes to appeal the decision of the Compliance Officer, he/she may submit a written ap-
peal to the Superintendent of Schools within 10 business days after receipt of the Compliance Officer's reply. The 
Superintendent or his designee shall meet with all parties involved and respond to the complaint, in writing, within 10 
business days of the date of the appeal. Copies shall be provided to both the complainant and the person who is the 
subject of the complaint.  
All inquiries concerning the school district's implementation of its nondiscrimination policy may be referred to the ap-
propriate compliance officer as listed below:  
 
 
 

Title VI  Title IX  

Assistant Superintendent of Human Re-
sources  
Birmingham Public Schools  
31301 Evergreen Road  
Beverly Hills, MI 48025  
248-203-3032  

Assistant Superintendent of Human Resources  
Birmingham Public Schools  
31301 Evergreen Road  
Beverly Hills, MI 48025  
248-203-3032  

Section 504 /Americans with Disabilities Act  Section 504 /Americans with Disabilities Act  

(employees and applicants for employment) 
Assistant Superintendent for Human Re-
sources Birmingham Public Schools  
31301 Evergreen Road  
Beverly Hills, MI 48025  

(students and prospective students)  
Director of Special Education  
Birmingham Public Schools  
31301 Evergreen Road  
Beverly Hills, MI 48025  



 

      HEALTH STATEMENT 
  

My child is in good health, free of all communicable diseases and able to partici-
pate in all activities of the Kids Club program.  His/her immunizations are current 
(or a signed immunization waiver is on file in the school office.)   Please note any 
restrictions or exceptions on the reverse. 
 
 

  KIDS CLUB HANDBOOK ACKNOWLEDGEMENT 
 

I agree to follow the policies and procedures as outlined in the Bingham 
Farms Kids Club Handbook. 
 

 

  LICENSING NOTEBOOK REQUIREMENT 
   Child Care Organizations Act, 1973 Public Act 116 

 

Bingham Farms Community Education maintains a Licensing Notebook, which in-
cludes all licensing inspection reports, special investigation reports and all related 
corrective action plans developed on and after May 27, 2010.  The notebook is 
available to parents for  review in the office of the Bingham Farms Community 
School Organizer during regular business hours.  Licensing inspection and special 
investigation reports from the past two years are available on the Bureau of Chil-
dren and Adult Licensing website at www.michigan.gov/michildcare. 
 
 
 
 

 
_______________________________________________________________________________________ _______________________________ 
Parent or Guardian Signature        Date 

BINGHAM FARMS COMMUNITY EDUCATION 
23400 West 13 Mile Road 
Bingham Farms, MI 48025 

2015/2016 BINGHAM FARMS KIDS CLUB  
PARENT ACKNOWLEDGEMENT 

CHILD(REN)’S NAME(S):  ____________________________________________ 
 

_________________________________________________________________ 


