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Thursday Afterschool Program (TAP)
Parent Manual 2025-2026

Program Schedule:
Thursday Afternoons, from 1:30 pm – 5:00 pm
*Pick up available as needed for families, your child is not required to stay on site until the end of program.

City of Sun Prairie Parks, Recreation & Forestry Department
2598 W Main Street
Sun Prairie, WI 53950
(608) 837-3449 (phone)
 (608) 825-0716 (fax)

SPPRF Office Hours:
Monday - Friday
8:00 am - 4:30 pm

City of Sun Prairie Parks, Recreation & Forestry Vision
Inspiring the health, wellness and connectedness of all those who live, work and play in the Sun Prairie community.

City of Sun Prairie Parks, Recreation & Forestry Mission
· To provide and maintain an accessible, equitable, and sustainable park system
· To offer high-quality recreational programming that is affordable and inclusive
· To restore, manage and protect a diverse urban forest
· To promote and preserve open, natural spaces that provide local opportunities for exploration and connectedness to nature
· To serve the community and provide programs and services that contribute to a high quality of life in Sun Prairie




Welcome to TAP!

Welcome to The City of Sun Prairie Parks, Recreation & Forestry Department’s TAP program. We are excited to be providing this program to the Sun Prairie Community and hope to meet childcare needs throughout the elementary schools.
This handbook has pertinent information regarding the program.  This information will help prepare you and your child for a great session!  If you have any further questions after reading this handbook, please feel free to contact us at any time.  Thank you for joining us this school year!

Sincerely,
Emily Rebarchek
Recreation Coordinator 
608-837-3449
erebarchek@cityofsunprairie.com 
Holly Pohl
Recreation Supervisor 
608-837-3449
hpohl@cityofsunprairie.com
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TAP Program Highlights

TAP is a program for children entering grades K – 5, for the 2025-2026 school year. TAP is a partnership between the Sun Prairie Area School District, Community Schools and the City of Sun Prairie Parks, Recreation & Forestry to provide affordable and engaging childcare after early dismissal on Thursday afternoons. Each session will feature a healthy balance of academic, recreation, and social activities that support educational achievement and personal growth. 

As part of a cooperative programming effort, the City of Sun Prairie Parks, Recreation and Forestry Department will be featuring Community Partners to bring supplemental programing to our program. Some partners include the Sun Prairie YMCA, Sun Prairie Fire & Rescue, Hoop Elations, Prairie Music and Arts, and more!  

Program Staff

TAP staff are young adults, seasoned childcare specialists, and educational support staff who truly enjoy working with children.  They all have experience with playground programs and/or have taught children in a school or recreation setting.  All staff members attend a training program which includes certification and recertification in First Aid and CPR, Behavior Management, Games/Activities training, etc.  TAP leaders are responsible for planning and supervising all daily activities and overseeing the immediate safety of all participants. A first aid kit is available on site. Each site staff will be able to answer questions related to programing at their location. General or financial questions can be directed to the City of Sun Prairie Parks, Recreation & Forestry Office.



Program Structure and Goals

The primary goal of the TAP program is to provide children with a safe, inclusive and fun environment for afterschool care.  This goal is accomplished by offering a variety of activities and materials that promote enjoyment, exploration, creativity and play.  The program is designed to enhance your child(ren) physically, socially, emotionally and intellectually. While each site will have a unique schedule and structure, they will all be similar. An example of the daily schedule is as follows:

Daily Schedule
Please note:  Activities are subject to change in the event of inclement weather or adjustments as needed
1:30 – 1:45 pm: 		Arrival and check in/Coloring/Tabletop games or activities 
1:55 – 2:50 pm:		Craft project/STEAM Experiment/Sensory Activity
2:55 – 3:15 pm:		Snack time
3:30 – 4:30 pm: 		Outside or gym play
4:30 – 4:45 pm: 		Return inside, choice of games, reading, free play
4:45 – 5:00 pm:		Clean up/End of Day/Pick up


Each recreation staff member at the school sites is responsible for creating a schedule that they find best benefits the children in their group but the goal is to ensure a structured afterschool program. There may be opportunities for SPPRF staff to collaborate with other entities such as community partners, the YMCA onsite, etc. which may lead to minor changes in the schedule.
 
Snacks

An afterschool snack will be provided every Thursday at TAP. The snack will generally be offered around 2:30-3:00 pm and participants will have time to socialize with each other while enjoying snack. Typically, the snack will consist of a grain, dairy product or fruit and will typically be light, for example goldfish crackers and a fruit cup. Typically, students will have two options and may choose one, both or neither of the offered snack. Seconds will not be available. Participants may also bring a snack from home will be able to eat at this time as well. All participants will be offered program snack even if they have brought their own snack from home. 

Water will be available at all times and water breaks are encouraged throughout the afternoon. Please pack a water bottle for your child with their name on it. 

Any child with food allergies or dietary restrictions should have this information documented on the Child Information Sheet. TAP staff will adhere to food restrictions as documented on the form. For severe allergies, a designated table may be set up to safely accommodate those participants. Please remind your site staff of your child’s allergies as needed. If your child has an EPI-pen please supply one for program use.

All participants will be asked to wash their hands before and after snack. Sharing of packed snacks between participants is not permitted out of an abundance of caution related to food allergies and dietary restrictions.


Drop Off and Pick-Up Procedures
Drop-Off:
Your child will complete school classes before the TAP early release program and they will be automatically signed in upon arriving by a staff member. If your child does not arrive to program, staff will check with the front office or contact you directly to account for your child.
	
	
Pick-Up:
Pick up is available at any time during TAP. When picking up your child(ren), parents/guardians must walk to the designated program location to sign their child(ren) out. This ensures a point of contact for the day between families and staff. The recreation staff will have a clipboard and sign out sheet for you to sign.

*Note:  Depending upon the pickup time, participants may be outside, in their school space or in the gymnasium.

Children cannot be released from the program without a parent/guardian signing them out, unless written permission is given by their parent/guardian.  If someone other than the parent/guardian picks up your child, that person must be authorized to do so on the City of Sun Prairie Child Information Form.  If a person comes to pick up who is not on the authorized pick up list, they must possess a photo ID and the TAP instructor will call the parent to confirm. Written documentation such as an email or a text is permitted for permission for pick-up. 


Late Pick-Up:

We ask that you be observant of your pick up time and arrive before the program closes for the day at 5:00 PM. We understand that emergencies may occur.  If you find yourself in such a predicament, please either call your site recreation staff or call Emily Rebarchek at 608-867-6473. Emily will then contact the site recreation staff and inform them of the late pick up.  This courtesy will alleviate anxiety on the part of your child and the TAP Instructors. TAP Instructors will begin calling the primary contact for any child who is still at program after 5:05 pm. If the primary contact cannot be reached, they will begin calling other contacts listed on the Child Information Sheet. Continuous late pick-ups may result in a late fee being assessed of $5.00 for any time after 5:00 PM up to the first 15 minutes and an additional rate of $1.00 per minute thereafter. 

Early Pick-Up:

Occasionally, children may need to be picked up early from TAP at the discretion of the TAP Instructor. This may happen for a variety of reasons, including but not limited to, sudden onset of illness, injury, clothing soiled with blood or bathroom accidents (with no spare clothes onsite), breaking the SPPRF code of conduct with dangerous or inappropriate behaviors, etc. In the event that a child needs to be picked up early from program, the TAP instructor will first call the child’s primary contact. If that person cannot be reached, they will begin to call other contacts listed on the child’s Child Information Sheet. We ask that the child be picked up as soon as parents/caregivers are able to make arrangements, no more than 20 minutes from when contact is made.

What to Bring
Attire:
Please make sure your child dresses comfortably and wears shoes that they can run and play in.  Tennis shoes are preferred. Please be sure to label all items to ensure that they are returned to the proper child. In the winter months, please pack snow gear!

Extras:
Please note that your child will be outside whenever the weather permits.  Sunscreen should be applied before going outside an additional supply should be included in children’s bags to reapply if necessary. If your child is prone to bathroom accidents or minor injuries, please pack an additional set of clothing for them. Children will not be permitted to wear clothing soiled with any bodily fluids or excrements, if additional clothing is not available in their backpack they will need to be picked up early.

Personal Items:
We ask that your child does not bring any items such as cell phones, tablet devices and electronic games, etc. to program. The City of Sun Prairie is not responsible for any lost, stolen or damaged electronics. Please note, items lost during the school day may not be able to be recovered during the afterschool program, as we will not have access to other rooms in the school.

Absences 
If your child was absent from school or will not be attending program for any reason, please inform Sun Prairie Parks, Recreation & Forestry staff. You may call the office phone number at (608) 837-3449, send an email to rec@cityofsunprairie.com or contact your site instructor directly. If a child does not arrive to program and Sun Prairie Parks, Recreation and Forestry was not notified of an absence the TAP Program Instructor will place a call to the parent to confirm their absence. 


School Closures
If the Sun Prairie Area School District cancels school for the day or cancels afterschool activities due to inclement weather, the Thursday Afterschool Program will also be canceled. A refund will be issued to all participants for each canceled class due to inclement weather.  Refunds will only be issued if the program is canceled for the entire day.  No credits or refunds will be issued if the program needs to end early due to inclement weather.  

Health and Emergency Information

It is the responsibility of the parent/guardian to complete the attached Child Information Form for participants prior to your child(ren) beginning the program.

Please inform the TAP leaders of any medical condition that requires consideration or accommodations by the Parks, Recreation & Forestry Department staff.  It is important to identity any special needs for the protection of the individual, other participants and program staff.  We will respect your confidentiality.

If your child is injured or ill at TAP and requires more than basic First Aid, we will attempt to contact the parent/guardian or listed emergency contacts.  All steps will be taken to ensure the safety and welfare of your child.  If your child is injured to the extent that further medical care is required and parents/guardians and the subsequent emergency contacts cannot be reached, a call to 911 will be placed on your behalf. There is no charge for EMS to attend to participants. A charge will be incurred if transportation to a local hospital via ambulance occurs. 

The City of Sun Prairie Parks, Recreation and Forestry Department does not provide medical/hospital insurance coverage for persons participating in sponsored activities and cannot assume responsibility for injury to any participants in its recreation programs.

Administration of Medication Policy
The City of Sun Prairie is committed to providing a safe and healthy environment for all participants of Parks, Recreation and Forestry programs.  It is our goal to be inclusive of all those who wish to register and participate in programs.  In order to provide a safe environment for staff and participants, an Administration of Medication Policy has been established and adopted with a protocol in handling the administration of medication (prescription or over the counter) to minor participants during Parks, Recreation and Forestry Programs.

Oral or inhaled medications will be administered by Parks, Recreation & Forestry staff.  Injection or suppository medications will not be administered, which the exception of epinephrine auto injectors in medical emergencies by trained staff.

All participants who require administration of medication must first have a Medication Authorization form on file, signed by both the participant’s parent/guardian and the minor’s physician.

The protocol outlined in the City’s Administration Medication policy will be followed.  To receive a copy of this policy, please contact the Parks, Recreation and Forestry Department at (608) 837-3449 or a rec@cityofsunprairie.com 


Additional Program Information

Americans with Disabilities Act
We comply with the American with Disabilities Act (ADA) which prohibits discrimination on the basis of disability.  We will make reasonable accommodations for individuals with disabilities who meet essential eligibility requirements for the desired program.  Families of individuals with disabilities are encouraged to contact the Parks, Recreation and Forestry Department to discuss programming. One-to-one support is not available for this program. Families of participants requiring one-to-one support are responsible for providing a support staff or aid for program participation. Participants who require a one-to-one support during the school day as outlined in their IEP will likely also require a one-to-one support during afterschool programing, please inquire with the Recreation Coordinator overseeing this program if you have any questions.

Photograph Policy
Please be aware that TAP participants may be photographed or taped for promotional purposes (i.e, Sun Prairie Parks, Recreation & Forestry Guides, Sun Prairie Star, Sun Prairie Media Center).  Please let the staff know if you do not want your child to be photographed upon registration.

Code of Conduct
Unacceptable Conduct - Such conduct includes, but is not limited to the following actions:
Defiance of authority, disorderly or disruptive conduct, fighting, foul or abusive language or gestures, elopement, harassing, threatening or intimidating others, loitering, possession of weapons or dangerous articles (as defined by local police/state statutes), possession of tobacco in any form, misuse or destruction of any Sun Prairie Parks, Recreation & Forestry equipment or facilities, setting fires, sexual harassment or assault, theft, robbery or extortion use, possession, sale, distribution of being under the influence of alcohol or any other illegal controlled substance, vandalism, a misdemeanor, a felony, use or possession of laser pens and/or pointing devices, hazing and bullying.

The City of Sun Prairie Parks, Recreation & Forestry Department utilizes PBIS (Positive Behavior Intervention Systems) as a behavior management practice.

The following procedures will be used in handling inappropriate behavior:
1.)  Redirection of behavior will be the immediate action in correcting inappropriate behavior.  A conversation or note with a parent/guardian may occur, depending on the inappropriate behavior.
2.) A positive disciplinary step will be taken.  This could include a natural or logical consequence to the action or inappropriate behavior.
3.) If inappropriate behavior continues, a parent meeting will be set up to determine an individualized plan for your child’s success in the program.

Ultimately, the severity of the child’s behavior will determine what actions need to be taken, many times, on a case by case basis.

*Any violent or physical actions will receive an automatic removal from the group and parent discussion. The City of Sun Prairie Parks, Recreation and Forestry Department reserves the right to dismiss a participant whose behavior endangers the safety of themselves or others.  The City of Sun Prairie Parks, Recreation and Forestry Department also reserves the right to dismiss a participant for repeated inappropriate behavior.



Thanks for joining us at TAP…
We’re looking forward to a great start to the school year!
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TAP Information Form

General Information………………………………….………………………………………………………………………………...
Participant’s Name: __________________________________  D.O.B.: _______________ Age: ____________  Grade: ____________
Address: _________________________________________   City: __________________________________  Zip: ________________
Parent/Guardian #1’s Name: ________________________  	Parent/Guardian #2’s Name: _________________________________
Cell Phone: (_______)_______________________________	Cell Phone: (_______)________________________________________
Home Phone: (_______)______________________________	Home Phone:  (_______)______________________________________
Work Phone: (_______)______________________________	Work Phone: ( _______)______________________________________
E-mail: __________________________________________	E-mail: ___________________________________________________

Emergency Contacts/Authorized Persons to Pick Up………………………………………………………..……..
Individuals we can contact (in order) if you cannot be reached and ONLY those authorized to pick up your child:
Name: _____________________________  Phone: (_____)____________________  Relationship: _______________
Name: _____________________________  Phone: (_____)____________________  Relationship: _______________
Name: _____________________________  Phone: (_____)____________________  Relationship: _______________
Name: _______________________________         Phone:     (_____)____________________          Relationship:     _______________

Please list all Sun Prairie Parks, Recreation and Forestry Programs your child is signed up for this summer:   
(This information will help us transfer your Child Information Form to all other programs they are registered for this summer)
____________________________________________	________________________________________
____________________________________________	________________________________________
____________________________________________	________________________________________

Conditions Requiring Special and/or Emergency Care………………………………..…....…………………….
Please note that this information is kept in confidence and only shared with program staff and administrators.

  Asthma			  ADHD
  Diabetes			  Autism
  Epilepsy			 Developmentally Disabled
  ADD				  Other: ________________________________________________________
 Allergies:   __________________________________________________________________________________
 Medication to be taken during program hours: ______________________________________________________
Note:  If your child requires medication during program hours, an authorization to administer medication form MUST be filled out, signed by child’s physician and submitted prior to their first day of attendance.  To request a form, please visit rec.cityofsunprairie.com, e-mail rec@cityofsunpraiaire.com or call the Parks and Recreation Department at (608) 837-3449.

Any other information you would like to share with Staff regarding your child?:…………………………….
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Parent/Guardian Signature: _______________________________________________  Date: _________________

Note:  Please return this form to the Parks and Recreation Department PRIOR to the first day of class by faxing to (608) 825-0716, emailing to rec@cityofsunprairie.com, or mailing/dropping off at 2598 West Main Street, Sun Prairie WI 53590.  If returning ON or AFTER the first day of class, please return directly to program staff.
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