
 

AFTER SCHOOL ENRICHMENT PROGRAM 

 

 

Parent Handbook 
 

Greencastle Community School Corporation.                   
21st Century Community Learning Center 

Program Director:  Donovan Garletts, Assist. Superintendent  

Site Coordinator:  Deb Rode--(812) 878-9319 
drode@greencastle.k12.in.us 

 

2019/2020 



PAGE 2 

Program Overview 
 
Encourage, Engage, Enrich, Empower 

The goal of the ASE after school enrichment program is to provide a quality program that 
is safe, fun, and educational.  Our program offers age appropriate activities under the 
supervision of a competent, caring and quality staff that understands the needs of 
students in our care.  

Activities 

To meet the physical, intellectual, social, emotional and recreational needs of children, 
our program will: 

- Provide children a safe and secure environment 

- Provide time for homework, tutoring and assistance, if needed 

- Offer fun, enriching, academically oriented and recreational activities that help 
promote confidence, self-esteem and responsibility 

- Provide a relaxed, but structured atmosphere where children socialize and make 
new friends 

 

PROGRAM HOURS 

The Greencastle Community Learning Center (GCLC) After School Enrichment Program 
operates from school dismissal until 6:00 pm each day, Monday through Friday.  The 
program began September 4, 2018 and continues through May, 2022.  We will follow the 
school’s calendar and adjust for holidays and early release days.   

Special Events 

Occasionally, the GCTA After School Enrichment Program will host special events that 
take place outside of after school hours or on the weekend.  Parents will be given 
advanced notice and any relevant information pertaining to these events. 

SCHOOL CLOSURES 

If there is an unscheduled, emergency early closing of Greencastle Community Schools 
due to weather or other safety reasons, the ASE program will also be closed for the 
afternoon.  If the school has a late start, the after school program will be in session unless 
otherwise notified. 
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If weather forces us to close early, after the program has already begun, parents will be 
contacted by phone, email or text message notifying them of the closure.  Please make 
sure to include in your emergency contacts a person who can pick up your child early if 
you are unable to do so. Bus transportation will be provided to students that are normally 
taken home.   

REGISTRATION  

Each student who attends the after school program must be registered.  The registration 
link can be found on the corporation website under the After School Program tab.  During 
registration, a student may be signed up for specific days of the week.  We encourage 
students to attend Monday through Friday, but realize there may be instances that 
students cannot attend daily.  Please notify Mrs. Rode, Site Coordinator at 812-878-9319 in 
case of an unscheduled absence.   

Changes to your student’s registration can be made by notifying your campus After School 
Coordinator at the number listed above. 

The after school program closes promptly each evening at 6:00 pm.  Buses leave promptly 
at 6:00 pm.  Parents and/or guardians are expected to pick up their children on time.  If 
you are unable to do so, it is your responsibility to notify the After School Coordinator 
that you will be late or are sending an alternate to pick up your child.  Please advise the 
individual picking up to bring photo identification with them. 

ARRIVAL PROCEDURES 

Each day after dismissal from school, students staying for the after school enrichment 
program will make their way to the media center and sign in.  Parents will be contacted 
when students do not attend for their regularly scheduled days.   Please make sure to 
notify the after school program, in advance, if your child will not be attending.  Safety is 
our highest priority. 

CHECKOUT PROCEDURES 

Children will not be released to anyone other than a parent, guardian, or person listed on 
the child’s registration form unless the child’s parent notifies the ASE After School 
Enrichment Program Coordinator (812-878-9319) prior to pick-up time.  If a staff member 
is unfamiliar with any person picking up a child, the staff member will ask to see a picture 
identification before the child is released.   

Pickup/Emergency Contact 

It is strongly recommended that you provide at least three local emergency contacts.  You 
may update your contacts at any time by email or by speaking to the After School 
Coordinator. 
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Walking and Biking from the ASP 

Students may walk or bike home from the site only with written parent and/or guardian 
permission.  

DAILY ACTIVITIES 

The GCLC After School Enrichment Program offers a variety of experiences and 
opportunities for children during their time in the program.  The After School 
Coordinator and instructors plan a regular daily routine of activities to provide the 
security of a predictable day.  Upon dismissal from snack, all students attending the 
program report to the after school rooms with their instructors.  Students are generally 
grouped according to their current grade.   

There are times provided for snack and homework, as well as language arts, science, crafts, 
reading, games, specials, and physical activities.   

Homework Time/Assistance 

The GCLC ASE program stresses the importance of homework and sets time aside every 
day for the students to complete their assignments.  Staff members are available to 
supervise the homework and to assist students with their work.  However, a student who 
needs individual help with his or her homework must ask.  Because of the number of 
children who require assistance during homework time, the staff members are unable to 
check each child’s homework for accuracy.  Students are encouraged to keep their 
assignment notebooks up to date.   

Although we encourage the children to do their homework when it is assigned using the 
time set aside to complete homework, it is the responsibility of the child.  Students should 
bring a book to read when homework is complete.   

Please make sure to send your student will all materials they will need to complete their 
work including paper, pencils, markers, etc. as well as headphones or charging cords 
needed with use of technology devices.   

Field Trips 

Students will have the opportunity to participate in field trips and special activities 
throughout the program year. Parents will be informed of any field trips and advance and 
permission forms will be distributed.  Without written permission, the students will 
remain at the school under supervision.  School buses are used to transport students 
unless it is a field trip within walking distance. 
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HEALTH & SAFETY 

Medication 

The GCLC After School Enrichment Program will dispense prescription and non-
prescription medication only with written permission of the child’s doctor and parent or 
guardian on file.  All medication administered by the staff of the After School Enrichment 
Program must be current and in a pharmacy labeled container.  An adult must bring the 
medication to the program.  Children are not permitted to have medication in their 
possession to take on their own.  Expired medications will be returned to the families.   

Illness 

Staff will notify the registering parent/guardian immediately if their child becomes ill.  An 
adult must pick up the child within 30 minutes.  Staff will call the emergency contact 
persons if they cannot reach the registering parent/guardian.  Staff will isolate the child 
and provide supervision until an adult arrives. 

Injuries 

A written record will be kept of all injuries and accidents requiring first aid. 

In the event of an accident or acute illness, every effort will be made to notify the child’s 
parents/guardians and physician prior to treatment.  In a life-threatening emergency or 
urgent situation, staff will call 911 before making any attempt to contact parents. 

Allergies 

It is the parent/guardian’s responsibility to make sure the ASE staff are aware of any 
known allergies of their student.  Please make sure you have communicated with staff any 
steps to be taken in case of an allergic reaction. 

BEHAVIOR MANAGEMENT POLICY 

Rules & Expectations 

Our child guidance plan strives to accomplish the following: 

1. Maximize the growth and development of each child. 

2. Protect the group and the individuals around the child. 

3. Set reasonable and positive expectations. 

4. Provide opportunities to verbalize feelings 

5. Encourage self-control through self-understanding. 

6. Help each child grow in responsibility and self-esteem. 
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The following rules are in effect, although additional rules may be made from time to 
time, especially for specific parts of the building and grounds or specific activities: 

1. Follow the directions given by the after school instructor. 

2. Be respectful of others, yourself, and the property. 

3. Always remain with an after school instructor. 

4. Be responsible for your own belongings and respect the property of others, 

5. Walk inside the building. 

6. Talking voices should be used inside.  

7. Use appropriate language. 

8. Keep your hands and feet to yourself. 

We ask students and parents/guardians to go over these rules.  We will try to consistently 
affirm the children when their behavior has been positive and when they have done as 
requested.  The staff will conscientiously thank the boys and girls when they have 
displayed an attitude that needs to be affirmed.  When undesirable behavior occurs, the 
following consequences are in effect: 

1. The adult will remind the student of the behavior expected.  If further action is 
necessary: 

2. The student or students will be spoken to apart from others, the problem will be 
documented, and the staff will speak with parents.  If further action is necessary: 

3. The staff will write up a formal incident report.  If further action is necessary: 

4. After three incident reports, the child will be suspended for one day.  If further 
action is necessary: 

5. After five one-day suspensions in one year or three suspensions within two 
months, the parent will be given one week to find alternate after school care, and 
the child will be removed from the program. 

6. The After School Coordinator has the authority to immediately suspend/terminate 
any child from the after school program who exhibit dangerous or repeatedly 
disruptive behavior. 

We hope that all children that come to our program do well.  If we are not able to meet 
the needs of a child or the behavioral issues are more complex than our staff can handle, 
we will meet with the family to give notice of termination for their child from the 
program.   
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Suspension and termination from the program are last resort actions, but child safety is 
the most important concern of the program. 

PHOTOGRAPHS 

Occasionally the GCLC After School Enrichment Program takes pictures or videos of 
program activities for use on our website, brochures, reports, etc.  Pictures or videos are 
not used without parental permission as indicated on the registration form.  If you need to 
modify this release, please notify your After School Coordinator by email or in writing. 

PERSONAL BELONGINGS 

All personal belongings, including jackets, backpacks, electronics, chargers, etc. should be 
clearly labeled to help avoid loss.  Please check the school’s lost and found in case you 
child does lose something.   Students may bring electronic games and toys from home 
only on preapproved days, if they are used during scheduled times and with the 
permission of their instructor.  Responsibility for the safekeeping of electronic games and 
toys brought from home remains with the student.  The GCLC After School Enrichment 
Program is not responsible for any lost, damaged, or stolen belongings. 

Cell Phones 

Cell phones are a great way to stay in touch with your student, but can be very distracting.  
For this reason we do not allow the use of cell phones in the after school program. 
Students with cell phones should store their device in a bookbag or other location that is 
not visible to the teacher or other students.  In certain situations, students may use the 
device with teacher approval.  If a cell phone is used for any reason without teacher 
permission, or is visible anytime during class time, a staff member may confiscate the 
device.  It will be returned to the parent.  If you need to reach your student during school 
hours, please call the After School Coordinator.   

TALK WITH US 

Surveys and Feedback 

The after school enrichment program wants to hear regularly from all the parents and 
children it serves.  To assist in gathering feedback, the GCLC After School Enrichment 
Program conducts parent and child satisfaction surveys.  Parents and students are asked 
to participate from time to time in these efforts. If you ever have any questions or 
suggestions for the after school program, please feel free to speak directly with your after 
school program director, Deb Rode  at 812-878-9319 or email drode@greencastle.k12.in.us. 

  

 


