
 

 
 

 

 

 

 

 
 

Dear St. B’s Families & Friends, 

St. Benedict’s Episcopal School Passport 
(After School) and Enrichment Clubs 

Information 2019-2020 

 

In the Passport and Enrichment Clubs Programs, we provide our students with an engaging and rewarding extended day 
experience. Passport staff members are thrilled to foster the same exhilaration and excitement our students encounter 
throughout the school day in before and after care. We look forward to meeting the families that are new to St. Benedict’s as 
well as reconnecting with familiar faces we know and love. 

 
Our program focuses on enriched programming and staff engagement. In addition, by placing a greater emphasis on 
programming variety and development, we will provide our students the opportunity to challenge themselves, and excel at 
the activities they are most interested in (Check the Buzz, our St. B’s Facebook page, our website and your email often for 
updates on promotions). Our website has lots of wonderful information about our programs, and we offer secure, online 
enrollment 24/7. 

 
We hope the information below will answer any questions you may have about before and after care at St. Benedict's.  
After reviewing this document if you have any additional questions, please don't hesitate to contact the Passport office. 
Passport@stbs.org 

 
 
MISSION OF THE PASSPORT PROGRAM 

The Passport Program strives to further enrich, nurture, and support all students through a variety of activities. 
Students are encouraged to explore interests, gain knowledge, relax, socialize, extend and reinforce skills, and imagine 
while expressing ideas in a safe and supportive environment. 

 
 

PASSPORT PROGRAMS OVERVIEW 
Our Passport Program offers a variety of services.  Below is an overview with further details either within this document or 
sent out during the specific event. 
 
 

• Passport Before and After School…Offered to currently enrolled St. Benedict’s students, before and 
after care is offered during the school year.  This program is typically referred to as “Passport”.  Further 
details in this document.  Questions for Passport may be emailed to passport@stbs.org  
 

• Passport After School Clubs…Offered to currently enrolled St. Benedict’s students, clubs are an 
enrichment activity that is offered after school, in addition to our before and after care program.  Sign up 
is separate from Passport and is an additional cost.  Further details in this document.  Questions for 
clubs may be emailed to clubs@stbs.org.  

 

• Stinger’s Unplugged and PNO…Offered to currently enrolled St. Benedict’s students, Stinger’s 
Unplugged is an extension of Passport that is offered during our half days of school or any other time 
where Passport care may be needed outside of the typical school day.   
PNO (Parent’s Night Out), offered to our currently enrolled St. Benedict’s students, may be offered at 
various times of the year around special events.  It serves as a way for parents to have a childcare option 
while enjoying a night out.   
Information will be sent out when offered.  Same Passport rules in regards to behavior and late pick up 
apply to these events.  Questions for these events may be emailed to passport@stbs.org 
 

• Passport Summer Camp Program…This program is offered to both students of St. Benedict’s and 
students outside of the St. Benedict’s community.  Sign up begins in the month of February and the 
program runs for 9 weeks during the summer, in one-week sessions.  Information will be sent out during 
registration.  Summer camps have a slightly different set of policies.  Questions for Summer camp may be 
emailed to summer@stbs.org 
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                                             PASSPORT PROGRAM CONTENT 
 

What activities do you have planned for Passport? Are there scheduled activities, interactive activities, 
homework time, quiet time, free play, etc.? 
Passport is a scheduled program with creative activities, enriching clubs, games and outdoor time. For a more detailed 
schedule, please ask the Passport Director for more information. 

 
What is your Passport caregiver to child ratio? 
Passport care and club ratios are listed below: 
 

o Preschool and Kindergarten– 1 adult over the age of 18 per 12 students (1:12) 

o 1st  –  8th Grade – 1 adult over the age of 18 per 16 students (1:16) 

 

Please note that although our ratios reflect 1 adult to the set number of students above, we staff our Passport 

rooms with a minimum of 2 adults at all times.  Once we are over the ratio that would call for 2 adults we would 

then adhere to the 1 extra adult per set number of students as designated above.  (IE:  preschool and Kindergarten 

that has 12 students would have 2 adults.  Same room now has 24 students and would have 2 adults.  Same room now 

has 36 students and would have 3 adults.) 

 
Will snack be given during Passport? 
We ask each family to provide a healthy afternoon snack for any student staying for afternoon Passport. We do not 
provide snacks in the Passport program. Please remember we are a shellfish free and nut free school. 

Will older children be separated from the younger children during Passport? 
Preschool, lower elementary and upper elementary Passport programs are held in completely separate areas of the 
school. Within these groups, we separate by age whenever possible. In the event that preschool and elementary 
Passport must combine in the parish hall, young children will continue to receive age care and supervision from 
Preschool Passport staff members in a designated preschool area of the parish hall. 
 

What are the behavior policies of the Passport program? 
We expect the students to follow the same rules in Passport as they do in their classrooms during the day. Passport is a 
privilege for the children, not an entitlement. We stress that the student's' behavior is their choice and no one else's, and 
we strive to create an environment promoting responsibility for one's own actions. Therefore, students who choose to 
misbehave in Passport will be given one warning. The second incident will result in a timeout to regroup and get 
themselves together so they may rejoin the other students. In the event there is a third incident, the student will be 
asked to complete a Stop & Think form explaining what the inappropriate behavior is in his or her own words; the 
student then signs the form and takes it home for their parents to sign and return to school. If the incidents are severe, 
the student may be removed from Passport; there will be no refund of fees. 
 

 

 

 
When is Passport available? 

PASSPORT HOURS 

Passport is available when school is in session for a full day or half day. Passport will not be available on teacher workdays, 
staff development days, or holidays.  For parent conferences, childcare will be available free of charge during your 
scheduled conference time. 
 
Will there be a morning Passport charge for dropping off my preschool student during elementary 
school carpool?  
No charge will be added for families with preschool students whose siblings are dropped off during morning elementary 
carpool. All preschool families without an elementary school sibling needing an early morning drop-off must pay the 
morning Passport fee. Morning drop-off begins at 7:00am.  
 

What hours will Passport be available? 
Passport care begins at 7:00am and the last pick-up is at 6:00pm.  Please reference the “Drop-In’s and Late Pick-Ups” 
section for details on any pick-up’s after 6:00 pm. 

What happens to Passport during inclement weather? 
Passport will not be available on days when the school is closed for inclement weather. 

What happens in the event of an unanticipated school closing? 
If school is canceled, there will be no Passport. In the very rare event of early dismissal, we will notify parents as 
early as possible to make other arrangements. Please make sure to keep the school posted of all e-mail, 
addresses, emergency contact, and phone number changes. Under no circumstance will a child be left 
unattended. 
 

 
 



PASSPORT SCHEDULES 
 

May I choose any day of the week for Passport? For example, if I choose a 2-day option, may I choose 
Tues and Wed? If I choose a 3-day option, may I choose Monday, Wednesday and Thursday? 
Yes, you may choose any combination of days for Passport care.  However, once registered, you are committed to the days 
for which you registered. 

What if I need to use Passport for less than the hours stated? May I select my own hours? 
You are required to contract your hours using the enrollment schedule at the end of this document. 

May I make changes to my schedule? 
In order to guarantee appropriate student/caregiver ratios, you must get written permission from the  
Passport Director 72 hours prior to making a schedule change to a student’s Passport schedule. 

How do I make changes to my schedule? 
Contact the staff at passport@stbs.org . 
 
How many changes may I make?  May I change the specific days without changing the number of days? 
One change per semester is allowed without charge.  You may change the specific days.  Regardless of the change, any 
additional changes will be billed a $50 change per charge. 
 
Do I get a refund for any changes made to the schedule or cancelation of my Passport plan? 
Refunds are issued only if the unused days exceeds 30 full days (which is the basis for any proration) and will be prorated. 

If I pick-up earlier than my contract indicates, may I receive a credit or a refund?  
     No refund or credit will be given for early pick-up. 

How am I charged for additions to a schedule? 
St. Benedict’s will accept payment by credit card, debit card or check or billed to your FACTS account for any additions to 
your regular passport schedule. 

 

 
PASSPORT ENROLLMENT 

 

Why is enrollment into the Passport program required?  
St. Benedict’s Episcopal School remains committed to providing a program for before and after school care that is safe, 
well organized and convenient for the families of St. Benedict’s students. Enrollment into this program ensures proper 
staffing ratios are maintained as well as allows staff to plan activities to promote an engaging after school environment.  
 
Who is eligible for Passport?  
Only students of St. Benedict’s are eligible for Passport programs during the school year.  
 
How do I sign-up?  
Families are required to register with RegPoint Solutions, our partner for online registration, for after school care and 
enrichment clubs. Registration will include payment options and payments.   
 
When is the deadline for sign up?  
Registration takes place per semester, thus requiring a separate registration for semester 1 and 2.  Registration is 
required before the first day of Passport for each semester.  Registration will continue after the season opens but you 
must register before attending Passport.  

PASSPORT DROP-OFF AND PICK-UP PROCEDURES 
 

What is the Passport check-in process? 
At the appropriate dismissal time, all students attending Passport will be escorted to the designated Passport area 
and signed in with the Passport staff. Each student will be provided with a backpack tag. This tag will have their 
name, carpool number and unique passport student number used for check-in. 

What is the Passport checkout process? 
Parents /guardians must come to the designated Passport area(s) and sign their child out with the Passport staff using 
their unique passport student or passport parent number. 
 
Who is allowed to pick up my child? 
Anyone who is listed on your child’s pick-up forms for the school will also be allowed to pick up your child from Passport. 
If an emergency arises, and a person who is not listed on your child’s pick-up form needs to pick up your child, please 
notify the Passport Director so that proper arrangements can be made. 

Can I change my pick-up person? 
Written parental permission MUST be given before the child goes home with someone not already approved on the 
pickup approval form. Email pick-up changes to passport@stbs.org.  Changes should also be made in ParentsWeb. 

Please Note: If a child is absent from a full day of school, for any reason, they may not attend Passport that day. 
Please keep this in mind when scheduling doctor’s appointments and other out-of-school commitments. 
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DROP-INS (EMERGENCY CARE) AND LATE PICK-UPS 
 

Will Passport drop-ins (emergency care) be available?  
Yes, drop-ins are permitted for our Passport Program. The drop-in rate is $12.00 per hour per student.  
 
What will I be charged if I am running late for pick up?  
There will be a charge of $6.00 for up to the first 30 minutes after pick-up time.  Charges will continue to be incurred in 
up to 30 minute increments at $6.00 per 30 minutes, or one hour at $12 per hour.  
 
For pick-ups after 6:00pm, there will be a charge of $1.00 per each minute after 6:00 pm  

 
Occasion Cost 

Emergency Drop-In $6.00 for up to 30 minutes. $12.00 per hour.  
Late pick-up – Passport after contracted 
pick up time (before 6:00 pm) 

$6.00 for first 30 minutes after contracted pick-up time.  After 30 
minutes, will be billed at the Emergency Drop-in rate of $12 per hour. 

Late pick-up – Passport after 6:00 pm $1.00 per minute for each minute beyond 6:00 p.m. 

 
   If I miss carpool pick-up I understand that my child will be taken to Passport.  How will I be 
     charged for their stay in Passport? 

 
You will be given a grace period after carpool ends to pick up your child before late charges are incurred.  Per the below  
chart, after the grace period you will be charged $6.00 for the first 30 minutes in Passport. After 30 minutes, the charge  
will increase to the Emergency Drop-in price of $12.00 per  
hour. Please view chart on following page. 

 
Grade Level Pick-up Time before Late Fee is Incurred 

Preschool Carpool begins at 12:45pm                  late fee after 1:15pm 

Kindergarten Carpool begins at 2:25pm                    late fee after 2:45pm 
1st -8th grade (M-Th) Carpool begins at 3:15 pm                         late fee after 3:45pm 
Kindergarten – 8th grade, FRIDAY ONLY Carpool begins at 2:25pm                   late fee after 2:55pm 
 

How will I be charged for drop-ins (emergency care) and late pick-ups? 
You can sign up and pay for emergency care in advance if you are aware of the day and times you need via your Regpoint 
registration account.  If not, you will be billed via your Regpoint or FACTS account within two weeks of the date of emergency 
care. 

  
 

If drop-ins (emergency care) are allowed, how much advance notice is required? 
We ask that you notify the Passport Director as soon as possible. Availability is determined by staffing schedules. All drop-
in notifications should be sent to passport@stbs.org  or by logging into your Passport account in RegPoint and choosing 
the Emergency Care Option. 

 

AFTERSCHOOL PASSPORT CLUBS 

What are Afterschool Passport Clubs? 
The afterschool Passport Club program offers a variety of academic, athletic, and artistic clubs for enrichment. These 
clubs are taught by either our own St Benedict’s Faculty and Staff or qualified external vendors.  Specific information 
and costs will be sent to families via email. 
 
When are clubs offered? 
We offer two session during our school year.  A fall club that runs from September through December, and our Spring club, 
that runs from January through May.  Depending on the day of the week that the club is offered and the number of school 
holidays during each session, clubs may be held in either 12 or 13-week sessions.  These clubs take place immediately after 
school ends for the specific grade level. 
 
How do I sign up for clubs? 
You will sign up for clubs through RegPoint as you do for Passport registration.  You will select the individual clubs in 
which you are interested.  You may find more information and registration links on our website at 
https://www.stbs.org/student-life/passport-after-school-program  
 
Can I enroll for clubs after registration ends? 
Registration will close at least 10 days prior to the start of the club session, or sooner depending on holiday schedules.  A 
$25 late fee will be charged for any registrations after the closing date.   

 
     Can I enroll for a club after clubs begin? 

A club may be joined at any time after the club sessions have begun, as long as the club is not full, and the vendor can 
accommodate an additional student.  The full price of the club does apply as there is no pro-ration after the club session 
has started.  As well, the above $25 late registration fee applies.   
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Can I cancel my enrollment before registration ends? 
Registration will close at least 10 days prior to the start of the club session, or sooner depending on holiday schedules, 
which is the first day of clubs and not the first day of the club you have signed up for.  You may cancel before registration 
closes for a full refund. 
 
Can I cancel my enrollment after registration ends and before clubs begin? 
You may cancel however once registration closes there are no refunds. 

 
Can I cancel my enrollment once clubs begin? 
You may cancel however once clubs begin there are no refunds. 

 
What happens if Passport cancels a club before the club session begins? 
Club enrollment is assessed at the time registration closes, which is at least 10 days before the club session begins or could 
be earlier depending on the holiday schedule.  If a club has not met their minimum enrollment, it will be canceled, you will 
be contacted and asked to select another club. The move to a new club will be made at no charge.  If there is not another 
club you wish to move your child to, your money will be refunded 100%.  The decision to move to a new club or request a 
refund must be made within 24 hours of the notification from Passport in order to get our club rosters ready for the first 
day of clubs.    

  
Can I move to a different club after clubs have started? 
Moves can be made within the first week of the club session at no extra charge, IF the club can allow changes.  Minimum 
enrollment must be met.  IF moving to another club should drop under the minimum enrollment for the club you would 
like to leave, then the move will not be able to be honored.  After the first full week of clubs, moves may no longer be made. 

 
How do I make changes for clubs? 
Contact the staff at clubs@stbs.org  
 
How will I be charged for clubs if I am already signed up for Passport? 
All clubs will be billed separately. If a club occurs on a day a student is already registered for Passport, the fee of $6 per 
hour for Passport will be refunded to match your child’s club schedule. 

 
Will I be charged for Passport during the time school is dismissed and the time a club begins? 
There will be no charge for the time between the end of school and the beginning of the club.  
 
How do I pick-up my child after clubs end? 
At the end of clubs, students are returned to Passport for pick-up. 
 
What if I am late to pick up my child after their club ends? 
There will be a 5-minute grace period after the official club end time followed by a $6 charge for the first 30 minutes after 
arrival in Passport.  After 30 minutes, will be billed at the Emergency Drop-In rate of $12 per hour. 

 

Grade Level Pick-up Time before Late Fee is Incurred 
Preschool Club ends at 2:00pm                                late fee after 2:05pm 
Kindergarten Club ends at 3:20pm                                late fee after 3:25pm 
1st -8th grade (M-Th) Club ends at 4:30pm                                      late fee after 4:35pm 
Kindergarten – 8th grade, FRIDAY ONLY Club ends at 3:20pm                               late fee after 2:55pm 
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St. Benedict’s Episcopal School  

Passport (after school) 
Program Enrollment 

Options  

2019-2020 
 

Please reference in this document the full options of Passport contract schedules.  Clubs will be billed 
separately.  Please see the Passport FAQs to further explain these schedules.  As well, below is a quick 
reference chart for fees above and beyond the basic Passport contract cost. 
 

Additional Fees Schedule 
Occasion Cost 

Emergency Drop-In $6.00 for up to 30 minutes. $12.00 per hour.  

Passport Contract Changes 1st change free, $50 for each change thereafter 

Late pick-up – Carpool end time.  
All days except Friday. 

 After 30 minutes, will be billed at the Emergency 
Drop-In rate of $12 per hour.  Please note we allow 
approximately 20 minutes to complete carpool from 

the start time. 

Late pick-up – Club end time 5-minute grace period then $6.00 for first 30 minutes 
after arrival in Passport.  After 30 minutes, will be 

billed at the Emergency Drop-In rate of $12 per hour.  

Late pick-up – Passport after 
contracted pick up time (before 

6:00 pm) 

5-minute grace period then $6.00 for first 30 minutes 
after contracted pick-up time.  After 30 minutes, will 

be billed at the Emergency Drop-in rate of $12 per 
hour. 

Late pick-up – Passport after 
6:00 pm 

$1.00 per minute for each minute beyond 6:00 p.m. 

 

Passport Contract Options 
         Morning Drop-Off, Preschool  

Beginning at 7:00a-9:00a 

1 Day $432 per year $216 per semester 

2 Days $864 per year $432 per semester 

3 Days $1,296 per year $648 per semester 

4 Days $1,728 per year $864 per semester 

5 Days $2,160 per year $1,080 per semester 

  Morning Drop-Off, Preschool (Siblings only)  

Beginning at 7:50a – 9:00a 
 
Preschool siblings of K-8 students may be dropped off for morning 
Passport during regularly scheduled K-8 carpool and will not be 
charged for this time.   

 
                                After School Care, Preschool  

1:00p - 2:30p (Kindergarten Pickup) 

1 Day $324 per year $162 per semester 

2 Days $648 per year $324 per semester 

3 Days $972 per year $486 per semester 
4 Days $1,296 per year $648 per semester 
5 Days $1,620 per year $810 per semester 

 

   1:00p - 3:30p (1st – 8th Grade Pickup) 
1 Day $540 per year $270 per semester 

2 Days $1,080 per year $540 per semester 

3 Days $1,620 per year $810 per semester 



4 Days $2,160 per year $1,080 per semester 

5 Days $2,700 per year $1,350 per semester 

 
 1:00p - 4:30p 

1 Day $756 per year $378 per semester 

2 Days $1,512 per year $756 per semester 

3 Days $2,268 per year $1,134 per semester 

4 Days $3,024 per year $1,512 per semester 

5 Days $3,780 per year $1,890 per semester 
 

Unlimited, ending at 6:00p 

1 Day $1,080 per year $540 per semester 

2 Days $2,160 per year $1,080 per semester 

3 Days $3,240 per year $1,620 per semester 
4 Days $4,320 per year $2,160 per semester 
5 Days $5,400 per year $2,700 per semester 

Morning Drop-Off (Kindergarten-8th Grade) 

Beginning at 7:00a-7:50a 

1 Day $216 per year $108 per semester 

2 Days $432 per year $216 per semester 

3 Days $648 per year $324 per semester 
4 Days $864 per year $432 per semester 

5 Days $1,080 per year $540 per semester 

                               After School Care, Kindergarten  

2:30p - 3:30p (1st - 8th Grade Pickup) 

1 Day $216 per year $108 per semester 

2 Days $432 per year $216 per semester 

3 Days $648 per year $324 per semester 

4 Days $864 per year $432 per semester 

5 Days $1,080 per year $540 per semester 

2:30p - 4:30p 

1 Day $432 per year $216 per semester 

2 Days $864 per year $432 per semester 

3 Days $1,296 per year $648 per semester 

4 Days $1,728 per year $864 per semester 

5 Days $2,160 per year $1,080 per semester 

Unlimited, ending at 6:00p 

1 Day $756 per year $378 per semester 

2 Days $1,512 per year $756 per semester 

3 Days $2,268 per year $1,134 per semester 

4 Days $3,024 per year $1,512 per semester 

5 Days $3,780 per year $1,890 per semester 

                                 After School Care, Grades 1st – 8th  

3:30p - 4:30p 

1 Day $216 per year $108 per semester 

2 Days $432 per year $216 per semester 

3 Days $648 per year $324 per semester 

4 Days $864 per year $432 per semester 

5 Days $1,080 per year $540 per semester 

Unlimited, ending at 6:00p 

1 Day $540 per year $270 per semester 

2 Days $1,080 per year $540 per semester 

3 Days $1,620 per year $810 per semester 
4 Days $2,160 per year $1,080 per semester 
5 Days $2,700 per year $1,350 per semester 



 


