
Junction City Elementary 
 21st CCLC After School Program 

 
Policies and Procedures 

ENROLLMENT IN THE AFTER SCHOOL PROGRAM CONSTITUTES AN 
UNDERSTANDING THAT YOU WILL ABIDE BY THE POLICIES AS LISTED BELOW: 

 
SECTION I:  PARENT’S EXPECTATIONS OF THE PROGRAM 
Parents may expect that: 
Their children are cared for in a safe, supported environment. 
They may visit with the director about concerns related to their child or the program. 
They will be told about any misbehavior on the part of the child, and to visit with the 
coordinator in order to bring improvement in the situation.  
They will be informed if their child does not arrive at the program according to his/her 
enrollment information.  
They will be regularly informed by the director about program activities. 
 
SECTION II:  PROGRAM’S EXPECTATIONS OF THE PARENTS 
The program expects that parents will: 
Keep the child’s records up to date. 
Pick up children on time. 
Follow the health policy. 
Contact the director if their child will not be attending on a scheduled day. 
Pay attention to any communications from the director regarding their child’s 
behavior, and cooperate in efforts to bring about improvement in the situation. 
 
SECTION III:  CHILDREN’S EXPECTATIONS OF THE PROGRAM 
Children may expect: 
To have a safe, supportive, consistent environment. 
To use all the program equipment, materials and facilities on an equal basis. 
To receive respectful treatment. 
To have discipline that is fair. 
 
SECTION IV:  PROGRAM’S EXPECTATIONS OF THE CHILDREN 
The program expects the children will: 
Be responsible for their actions. 
Respect the school rules that guide them during the day and while at the program. 
Remain with the group and teachers at all times. 
Take care of materials and equipment properly and return them to their place when done or 
before taking out new ones. 
Arrive at the program promptly, according to enrollment information. 
 
SECTION V:  REGISTRATION AND ENROLLMENT 
The program encourages children of all backgrounds to attend.  The program 
does not discriminate on the basis of sex, race, color, creed, national origin or 
ethnic background. 



 
REGISTRATION:  The parent must complete a registration form and submit it to 
the director.  Registered children who can not be immediately enrolled will be 
placed on a waiting list. 
 
ELIGIBILITY:  A child may be registered for enrollment in the program at any 
time. Children must be in grades K-6 to be eligible for enrollment. 
 
OPENINGS:  Openings are determined on the basis of FTE’s (Full Time 
Equivalents) and the number of FTE’s permitted by the program’s license.  When 
openings occur, parents of registered children are contacted for enrollment on 
the basis of the schedule indicated on the registration form. 
 
ENROLLMENT:  Parents of registered children will be contacted regarding 
enrollment in the program.  
If the parents wish to enroll their children, the parents will be provided with a set of enrollment 
forms.  The parent(s) must complete all forms and submit them to the director.  A 
completed set of forms is required for each child enrolled in the program. 
Children will be allowed to attend the program until all forms have been completed and 
returned.  
 
SECTION VI:  ENROLLMENT FORMS 
Parents will be asked to complete the following: 

1. Enrollment Form 
2. Release Form 
3. Emergency Medical Consent 
4. Student/Parent Information 

The program expects the forms be kept current.  The parent must provide new 
information to the director regarding information on the forms such as: 
emergency contacts, names, employers, phone numbers, and arrival/departure 
changes. 
 
SECTION VII:  WITHDRAWAL FROM THE PROGRAM 
Parents wishing to withdraw their child from the program must provide a 
statement in writing to the director.  
 
SECTION VIII:  HOURS OF OPERATION 
The program will begin directly after school.  Students will meet in the cafeteria 
for a snack after school.  The program will end at 5:30.  Students may be picked 
up in front of the 4th-6th Grade building beginning at 5:30.  
 
SECTION IX:  EARLY CHECK-OUT  
Early check-out is highly discouraged.  If you do need to check your child out 
early, please do so in the elementary office. You will need to sign your child out 
just as you do during the normal school day. 



 
SECTION X:  AFTERNOON CLOSING TIME 
The program closes at 5:30 p.m.  Parents whose children remain past 5:45 p.m. 
must pay overtime fees as follows: 
 

$1.00 per minute overtime 
 
After school services may be withdrawn if three overtime charges occur. 
 
SECTION XI:  ABSENCES 
If your child will not be attending the program because of scheduled appointment, 
vacations or other planned absences, please notify the director in advance.  If 
your child is ill, when you call the school to report the illness or pick up your child 
from school, please request the school secretary put a notice of the child's 
absence in the director’s mailbox.  Absentees without prior notification may be 
mistaken for a missing child and unnecessary concern and time spent in 
searching for the child may occur.  If three unexcused absences occur, the 
child may be dismissed from the program. 
 
SECTION XII:  DISCIPLINE 
The after school program will adopt the “three strikes” policy.  If a child is referred 
to the director for three major discipline reasons, the child will be dismissed from 
the program.  It is understood that some behavior can be severe enough to 
bypass the “3 strikes” policy, the child may be immediately dismissed. 
 
 
 
 
 
 
 
 


