TUTORING CENTER
H24U, LLC

The HomeWork Help 4 U Educational Center is guided and governed by

State of Michigan and an advisory board of Tri  -cities community mem-

bers, community leaders, teachers, and students from grades 1 to 12.
CONTACT INFORMATION

Our Location
H24U, LLC
Freeland Plaza
10344 N. Thor Drive Suite C
Freeland, Michigan 48623

You can reach us:
Phone (989) 695-9998
FAX (866)236 -1729
E-mail hujlsl@h24u-jls.com
Our Website www.h24u-jls.com

Joanne Nichols i Program Director & HQ -Teacher
Sue C. Lasley 1 Program Director, Office Administrator

TUTORING CENTER

H24U, LLC
TUTORING CENTER
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Armillary spheres were developed by the Greeks
and were used as teaching tools in the 3rd century B.C

H24U, LLC
Homework Help 4 You

Parent Handbook




Notes:

| Area 2 - Outdoor Play

Child Use Space floor layout

- S
itchen
Class 5

14'0"x9'0.5"

n| [BZH

Class 2

14'0" x 37"

| Locked
['F closet

347 15/16" i

| — |
Complete Size
l 40ft. 1.00in. X 26ft. 1.00in.® j

Equipment List
Indoor Activity Space
Class 1 has one on one area, music, art, games, relax & read
Class 2 teacher and students table
Class 3 computer lab
Study 1 studying
Outdoor Activity Space
Area 1 - Grass & sidewalk
Area 2 - Grass & sidewalk
Program Plan
Planned daily activities, daily schedule & description of activities
FIRST SESSION SECOND SESSION
0 Arrive 3:45 6:00 Arrive
0 Q/A & get organized  3:45i1 3:55 6:00-6:10 Q/A
o Tutoring, coaching  3:551 5:35 6:101 7:45 Tutoring, coaching
0Q & Atime 5:35-5:45 7:45i8:00 Q/A & finish
0 Leave 5:45 8:00 Leave
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COMPUTER USE POLICY

Our computers have access to the Internet. Some of the information on the Inter-

net contains material that lacks value or is inappropriate in an educational setting.
efforts, i

Despite the H24Ubs best

of all available materials. We, therefore, require that all students and staff use the
Internet and the network in a manner that is consistent with their purpose in an

educational setting.

Computers are used at H24U, LLC Center to support research and instruction by

t

providing access to resources and opportunities for collaborative work. The use of

all computers must be consistent with the educational objectives of H24U, LLC

Center. Transmission of any material in violation of the law such as copyrighted,

threatening, or obscene material is prohibited, as is the transmission of any kind of

commercial, political, or advertising material.

The use of computers at H24U, LLC Center is a privilege, not a right. Inappropriate

use of the computer may result in cancellation of these privileges. The administra-

tor will determine what is acceptable and what is unacceptable use. The decision

of the staff to cancel a
reviewed by staff before
Computer Privileges Appeal form.

The use of center computers and the network requires that students abide by ac-
ceptable standards of etiquette, which include, but are not limited to the following:

1 Polite Behavior. Any written comment that is malicious regarding another stu-

student
final

t he

0sSs

S
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0SS

dent or individual is considered verbal harassment and violates the terms of this

policy.

9 Appropriate Language. No swearing or other forms of inappropriate language

will be allowed.

TAppropriate Activities.
lllegal or inappropriate activities will not be allowed.

9 Privacy. Students may not reveal personal information such as addresses and

phone numbers.

9 Personal e-mail may be used by students using the center computers on a lim-

ited bases.

9 Connectivity. Students may not use the network in any way that will limit or dis-

rupt network use.

Al
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\
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9 Services. H24U, LLC Center is not responsible for loss of data saved to the net-

work or our computers.

9 Sabotage and Electronic Mischief. Vandalism of any kind to hardware as well as

electronic mischief including uploading of viruses, tampering with programs, ap-

plications, or files will result in cancellation of privileges, or possible charges

pressed.
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Parent Handbook
VISION STATEMENT, VALUES, Dear Friend:
OUR MISSION AND PURPOSE
PHILOSOPHY
TUTORING PROGRAM
STUDENT®8S PROGRAM
ADMISSIONS POLICY AND PROCEDURES
Withdrawal from the Program
Change of Schedule
ENROLLMENT AND TUITION
TUITION POLICY:
Tuition Payment
Fee Schedule
Emergency Center Closing
OPERATIONAL DETAILS
Days Of Operation: Monday
Hours of Operation;
Closed Dates
Extra Hours
Reporting Absences
Pick Up
SIGN-IN AND SIGN-OUT
Sign-In and Sign -Out Of Student on a Daily Basis
Sign -In and Sign -Out Everyone
Electronics and Accessories
HEALTH AND NUTRITION
Health Care Plan - lliness Policies and Procedures:
Communicable disease policy:
Medication:
Food and Snack:
Peanut Restriction:
Sanitation:
COMMUNICATION
Parent Communication
Messages, Notices and Newsletters
Communicating Open communication
Parent Concerns
Visiting
OUR STAFF
Program Director
Staff Training Policy
Staffing Plan
Number & ages of children in care each day
Location of rooms to be used
Procedure for Screening Staff:
Emergencies and Disaster Preparedness
H24U, LLC Policies and Procedures
Fire Drills:
Tornado drills:
H24U, LLC EMERGENCY Continued
Intruders:
Unusual Emergency Situations:

-- Without discounts= $25.00 an hour ---

- Thursday

Non-Smoking in building, also on property outside of this center location.

NOTICE OF NON-DISCRIMINATORY POLICY AS TO STUDENTS
SUMMER CAMPS & SPECIAL CLASSES, WORKSHOPS
COMPUTER USE POLICY
Child Use Space - floor layout

Equipment List

Indoor Activity Space

Outdoor Activity Space

Program Plan

Planned daily activities, daily schedule & description of activities 14
CONTACT INFORMATION

- Semi-annual newsletter or bulletin.
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H24U, LLC Tutoring Center
Just Learn Something: JLS Workshops & Summer Camps

VISION STATEMENT

1 We are a committed Educational Center,

1 Where students are motivated, to reach their full potential as
individuals and contributing members of society.

1 Where there is an obligation to the realization of similar ideals
throughout the world.

MANTRA STATEMENT
Learning Enlightenment

MISSION STATEMENT

To support the development of happy, caring and produc-

tive human beings by providing:

1 A stimulating learning and social atmosphere based on devel-
opmentally appropriate academic practices

To ensure a high quality, affordable program by:

1 Applying new techniques and concepts as they prove effective
in the development of the learning process

1 Providing a model for quality homework help

T Sharing our acquired knowledge and experience with others

1 Advancing research and development in education

VALUES
1 Encouragement: Of our students, families and staff
Directness: Of our people and our processes
Honesty: Of the individual and the center
Quality: Of our programs
Originality: In our approach
Diversity: Of people and ideas
Esteem: For all

=a =4 -4 -8 A

SUMMER CAMPS & SPECIAL CLASSES, WORKSHOPS
Summer camps for tutoring, or special classes will run:
Monday through Thursday from 1:00 7 4:00 p.m. for one
week sessions. One session well be in mid  -July, the other
in mid -August.

Workshops, demos and
lecture of interest will be
held on Saturday during
the school year and
posted dates & times for
the summer. If you
would like to be updated
with emailed covering
our calendar of events
please request by calling
695-9998 or
hujlsl@h24u -jls.com

Do you have any interest you
would like to explore? Contact
us!
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NOTICE OF NON-DISCRIMINATORY POLICY AS
TO STUDENTS

The H24U, LLC center admits students of
any race, color, national and ethnic origin
to all the rights, privileges, programs, and
activities generally accorded or made
available to students at the center. It does
not discriminate on the basis of race,

color, national and ethnic origin, age, sex,
religion, or disability, in administration of
its educational policies, or admissions poli-
cies
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H24U, LLC
Tutoring Center
Educational Program

Dear Friend:

Welcome to the H24U Educational Center - a program that is licensed and
monitored by the State of Michigan. It is with genuine care that we serve
the families of our communities; in assisting with meeting the academic
challenges and goals of the children we serve.

H24U, LLC is committed to hiring the best staff available. Tutoring
will be done by highly qualified, teachers certified in their subject
area.

H24U, LLC is committed to tutoring; aligned to National and State
Standards and Benchmarks.

H24U, LLC is committed to utilizing current educational research
and best practices.

H24U, LLC is committed to meeting the needs of students due to
the NCLB mandates.

H24U, LLC committed to helping your child attain to their highest
potential as individuals and contributing members of society, and
the world.

H24U, LLC is committed to offering a secure learning environ-
ment, accessible only to staff, children and parents. H24U, LLC
premises are under 24 hour recorded surveillance; and stored in
a DVD format archive.

The information that follows will provide you with additional details regarding
the operation of our homework help program and enrollment procedures.
H24U, LLC is limited to serving 24 children at one session. The first session
from 3:45 p.m. to 5:45 p.m. The second session from 6:00 to 8:00 p.m..

Sincerely,

Joanne Nichols, School-Age Program Director, Highly Qualified
Sue C. Lasley, School-Age Program Director, Office Administrator



What Makes the H24U, LLC Center Special?

OUR MISSION AND PURPOSE
The Child Educational Center H24U, LLC objective is to provide quality
educational services to meet the
and parents.

nee

PHILOSOPHY
H24U, LLC is a state licensed tutoring center, committed to serving the
educational needs of our communityos
state Standards and Benchmarks and highly qualified teachers.

TUTORING PROGRAM
Areas of Curriculum

1 Teachers are available for support, clarification, and feedback

1 The following areas of curriculum are emphasized: math, English, so-
cial studies, science, homework help by state & national content stan-
dards & benchmarks.

1 Foreign language practice, sign language, online courses & practice
test sessions

1 Career, college exploration

1 Art, music, reading, writing, family consumer sciences and personal and
social responsibility

STUDENT6S PROGRAM
Approach to Discipline
Punishment such as hitting, spanking, biting, pinching, or inflicting other
forms of corporal punishment is PROHIBITED. Binding or tying a child to
restrict movement is PROHIBITED. Humiliating, shaming, or threatening
a child is PROHIBITED. Withholding toilet use, snacks, rest or meals
from a child is PROHIBITED.

Positive reinforcement of good self-management, self-restraint, problem
solving and cooperation will be consistently given by the staff of H24U.
Self-respect, and respect for others will be expected of all students at-
tending H24U, LLC.

If negative behavior occurs, the H24U, LLC staff shall:

1. Talk to the child about the behavior

2. Conference with the parent if the problem behavior persists.

3. If after talking to the child and conferencing with the parent the prob-
lem behavior does not improve, H24U, LLC staff will recommend that the
student will be removed from the program.

bl em behavior that

Any studentds pro
ity to benefit from th

student d6s abil
LLC program.

EMERGENCY Continued
H24U, LLC EMERGENCY Continued

Intruders:

1. Signal is given of code word, first person available call 911

2. Students enter the closest room, shut and secure the door and
window in room.

3. Pull blinds closed in room

4. Students sit on the floor and wait silently.

5. Rooms are under closed circuit TV screening and VHS taped.

6. Wait for the all-clear signal of knocking on the door and use of
code all clear word signal.

Unusual Emergency Situations
1. In case of area emergency with chemical spill, train, plane,
truck accident that affects the safety and well being of stu-
dents and staff, in the nearby environment, directions given
from the TV or Radio station will be adhered to.

2. In case of jailbreak, students will be asked to enter one of the
three rooms, secure the windows and doors. Lights will be
turned off in the main office area and doors to outside secured

_. with dead bolt locks.

Non-Smoking in the building, also

\ ‘Smoke-Free

Facilicy on property outside of this center
location .
Retrieve allsigni n & out student 0s
Review Time | 1 Fire Drill 2 Tornado Drills Initiated | Any
2*year quarterly April - October by Needs?
Date Out/ Fire Tornado
In

1/ /09

4/ /09

6/ /09

9/ /09

1/ /10

4/ /10

6/ /10

9/ /10
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EMERGENCY PROCEDURES ADMISSIONS POLICY AND PROCEDURES

: Admission Procedures:
.EME.RGENCY PROC.EDURES T.he center is well prepared for both Admission to the H24U, LLC Educational Center is open on a space available
|nd|V|d_uaI an_d community emergencies. S_everal procedures ha_ve been basis. Enrollment is open to any child in 1% through 12" grade, without dis-
established in order to provide for protection against, and care in the crimination in regard to sex, race, color, religion, or creeds, provided the child
event of an emergency. CPR trained directors, first aid & blood borne will benefit from the program offered, and not pose a threat to other children
pathogens certified. Posted for quick review enrolled, or to the staff.
Emergencies and Disaster Preparedness An application is required which also establishes priority, and must be com-

pleted and on file with accompanying registration fee of $20.00. Registration

Our staff receives ongoing review of procedures in the event of an in- fee will be applied to the tuition,

dividual emergency.

The center routinely conducts tornado and fire drills in order to assist The Program Director makes final decisions on enrollment and retention of
children and staff in knowing what to do should an emergency situa- individual children.
tion arise. (State mandated) Children with Special Needs : The H24U, LLC Center appreciates the op-
H24U. LLC Policies and Procedures portunity to enroll students with a range of developmental delays, disabilities
Fire D ’.” ) and medical conditions. Factors for enrollment consideration include, but may
Ire orills . . not be |imited to, how well each child
1. Stop_what you are doing when the alarm sounds. text of the programds p hchild@sogipehsing gr ou
2. Be Silent limitations, staff expertise, and the number of other students with specialized
3. Last person closest to the windows, shuts the windows. needs within any group
4. Last person out of room closes the door Enrollment Procedures:  To pursue enroliment, the following procedures
5. Exit the room quickly and silently. apply:
6. Walk quickly and silently out of the building through the front 1 Read through the Parent Handbook and any other material provided.
door. 1 Complete and return the application, accompanied with registration fee of
7. Walk quickly and silently around the south side of the building. $20.00.
8 Line up along the edge of the]op 1 Upon receipt of your application, an enroliment packet will be provided. In
9. Wait quietly while taking attendance and all students and staff the event the program is filled, your child will be placed on a waiting list, and

you will be notified as such.

9 A space will be reserved for you upon receipt of the completed enrollmnt
packetwithanon-r ef undabl e enroll ment fee equ
which will be applied to your tuition.

9 :If you are enrolling after school begins for the school year we will require

are accounted for.
10. Wait for instructions to re-enter the facility.
11. First one in line holds the door for everyone else to enter.

Tornado drills: that you and your child meet with a Program Director to tour the facility and
1. Stop what you are doing when the alarm sounds. meet the staff.
2. Besilent 1 We invite you to attend a new parent orientation meeting scheduled at the
3. Line up silently against the inside wall of back windowless room beginning of the fall program.
class room 28 see page 14 child us space. T All enroliment forms must be submitted at least 48 hours before a child can
4. Sit on floor with legs crossed, facing wall, with head covered. begin attending.
5. Continue in this position until the all-clear signal is given. Withdrawal from the Program

Parents may withdraw their child from the program at anytime with a two week

R d dat d ti f i dT do Drill written notice, and the money will be refunded that has been paid in advance for
ecor ate and time or: Fire an ornado Drills. hours not used. If no advance notice of two weeks is given, there will be no re-

fund.
[l |:| | Change of Schedule

In the event that a child must be withdrawn from the program due to discipline and
behavior, a full refund of remaining funds will be given. Use Change or With-
drawal form included in parent packet or on our website www.h24u-jls.com click
on forms link.
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ENROLLMENT AND TUITION

TUITION POLICY:
Pre-Paid, discounted tuition packets are available for your conven-
ience. Please see cost schedule below. That is also located at the
center and on the
web site. www.h24u -jls.com

Inthe eventofnon-pay ment of funds for the n
sion, the student will be withdrawn from the program and will be
place on a waitlist if a return to the program is desired.

Tuition Payment
Tuition is billed and pre-paid for services to be rendered. Tuition
rates are increased, as needed, at the beginning of each school year
to cover the costs of increased expenses. Tuition is charged for all
weekdays each month whether or not your child is in attendance.
Our tutors are important to us; they are certified teachers, tutors and
volunteersn core subject areas and highly qualified. We want
happywel-c o mpensated tutors who wil!/ (
program for years to come. Missed sessions due to child illness will
require a request to be scheduled for any make-up hours available.
No refunds for absences.

Fee Schedule Check Office & website for important updates and
any discounted specials

With discount introductory $10.00 per hr (2 weeks)

&~ f%’ [«i;\ a;
Q:-——}’ SCHEDULING AND COST, FEES

Student scheduling will determine the class size, our maximum goal for students pe
class. (see fee schedule below & no. of students)

Number of students scheduled for class might be only one or maximum at times, wi
will do our best to accommodate your child's needkéir program.

Please inform us of any concerns at any time.

Thank You! > Plan = number of students per tutor & cost
PLAN1 | PLAN2 | PLAN 3 |PLAN 4
TIME DAYS | Hrs A 1-2 2-3 4-5 6+
FRAME |A WK1 Day | gtydents |Students |Students |Students
Month - Introduc-
Semester | 1-5 | 1-4 | $25.00 | $20.00 | $15.00 tory
$10.00

OUR STAFF

Program Director
H24U, LLC has two Program Directors, first one has earned a bachelor's
degree in Family and Consumer Scienc
education and second one is the office administrator has two associates
and both met the requirements for program director in the state of Michi-
gan. The Program Director provides leadership in interpretation of program
philosophy and practices, staff training, parent orientation, parent and fam-
ily support, and overall program supervision.

Staff Training Policy

All staff will participate in our training plan;

o State mandates 12 hours of training per year in specified subjects

0 H24U, LLC may provide additional training sessions
Our training and meeting calendars; will be available for review. There will
be log in and out sheets and records kept on file in the center. To facilitate
our program, we may conduct a variety of meetings, in order to update and
assure a quality program.

Staffing Plan
Number & ages of children in the center each day
Minimum number of staff = 1 per 18, 6-12 year olds
Minimum number of staff = 1 per 24, 13-18 year olds
Location of rooms to be used
See Child use space in this parent handbook - Inside back cover

Procedure for Screening Staff:

1 All staff, teachers, and tutors will be interviewed by a reputable leasing com-
pany or by an interview committee made up of H24U, LLC Business Mem-
ber(s) and our Advisory Board

91 All teachers will be highly qualified and have a current teaching license for Ml

9 All staff, teachers, and tutors will have a criminal background check ICHAT https://
apps.michigan.gov/ICHAT/Home.aspx

9 All staff, teachers and tutors will be required to pass DHS clearance with the state of
Michigan

9 All staff, teachers and tutors will complete the Medical Clearance Request form
OCAL-3704

Procedure for Screening Volunteers, and all who have contact
with center students:
9 All volunteers will be interviewed by a reputable leasing company or by an interview
committee made up of H24U, LLC Business Member(s) and our
Advisory Board
9 All volunteers will have a criminal background check
ICHAT https://apps.michigan.gov/ICHAT/Home.aspx
1 All volunteers will complete the Medical Clearance Request
form OCAL-3704



COMMUNICATION OPERATIONAL DETAILS
Parent Communication Scheduled of Operation Maximum class size for session(1) or (2) = 24 or

The CENTER is i d in facili . .. 48-96 students a day
€ IS interested in facl Itatmg a pOSItIVG Start and End dates: The day Freeland schools start and continues until the first

relationship between parents and staff. of June unless requested additional days will be provided
. Days Of Operation: Monday - Thursday (Saturday by appointment)
Messages, Notices and Newsletters ADDITIONAL DAYS MAY BE ADDED - SEE POSTED CALENDARS FOR DE-
Parents messages’ W|” be placed next to the Sign—in/ TAILS FOR ANY CHANGE OF DAYS AND HOURS OF OPERATION
out sheets and available on our website (www.h24u- Hours of Operation ; o
. . . 3:45 p.m. 1 8:00 p.m. Maximum session size = 24 students
jls.com click on left menu Notices). Please be sure Closed Dates
to check da||y for messages Whenever the public school is closed, so is the center including inclement
) weather and cancelled school.
The center will be closed for the following holidays:
Communicating Open communication - Semi- Gobd Friday T Thanksgiving
annual newsletter or bulletin. f Memorial Day  [fl Christmas Eve and Christmas Day
q July 4" 1T 1HZ <HDUYfV (YH DQG 1HZ <HDU
1 Labor Da 1 Martin Luther King Da
Parent Concerns Y 9o

Please do not hesitate to share your-concerns with There are no days for absences or vacations. Each month the family fills

us. If you and or the teacher request a conference, out the schedule for when the child will be attending the center. If a day

you or the teacher may request the School-Age Pro- is missed, no money will be refunded.

gram Directorodos presence. Extra Hours

mav schedule a conference with the SchooI-Age Extra hours may occasionally be available, based on existing circumstances

y . and total enrollment. To request extra hours, see the Program Director or
Program Director alone. We are here to meet your designate.
needs concerning you and your children. Please Renor
- i eporting Absences

donot hesi tate to ma k e use If your child will be absent on any given day please call (989-695-9998)

.. Absence or lateness - If you are unable to notify someone at the center, or if
V|S|t|ng our answering machine is not operational, please email hujls1@h24u-

H24U, LLC center encourages parents to visit fls.com.

during our tutoring time, as this makes children We ask that parents notify us in all instances when we should not expect

to receive their child in our care at the time that s/he is scheduled to

feel very SpeCIaI and facilitates com- attend. Please be aware that our teachers, program director and staff

munication between the center and stop whatever they are doing to locate your child; we are committed to
arents the safety, health and well being of every child. As a result your phone
P ’ call is crucial to ensuring the safety of each and every child.
Pick Up

We appreciate your promptness in picking your child(ren) up from our center.
Our staff frequently has meetings, classes, and families waiting. A late fee of
$1.00 a minutes will be enforced.
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