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21ST Century Community Learning Centers 
After-School Procedures
	Elementary


2:30-3:15:  Elementary Aides Report to Cafeteria to help with snack and homework time.

3:15:           All Elementary Teachers Report to Cafeteria to pick up first hour students.  

On Mondays you will receive your folders for the week.  Please be sure to take attendance each day.  You only need to put an A in the box for students who are absent.  Please leave the box blank if a student is here.  We will collect the folders every Thursday to verify attendance.  

You need to look at your schedule to see when and where you have computers.  Computers are scheduled twice throughout the week at the same time.  You may have computers in either the Computer Lab, Room 12, or Library.  You must stay with your students during computer time.  They must work on Compass Learning during this time. You also need to check your schedule for prevention times.  Students will receive only a half hour of prevention once a week.  The prevention teachers will come to your classroom.  You also must stay with your students during prevention time in order to be paid for that half hour. 

If a student did not complete their homework earlier you may allow them time to work on during this first hour.

4:10:           Dismiss First Hour Students

4:10-4:15:  All Teachers and Aides monitor students while switching classes.

Students may use bathrooms and get drinks during this time.  Please help make sure students are getting to their next class. 

4:15:           Second Hour Enrichment Classes Begin 

Students should be in their second hour class by 4:15.  Please take attendance as you did in your first hour.  You will need to check your rosters daily as you will have 4 different sets of students. You will be teaching the same lesson all week.
4:55:           Walk students to the buses

All teachers and aides should help walk students to the buses.  Our goal is to have all students loaded by 5:05 so the buses can pull out by 5:10.  

Additional Notes:

Please let us know as soon as possible any supplies you will need for either first or second hour that are not in our supply room.  If you need anything from the supply room on campus please fill out a request and put After-School on it and give it to Ms. G.

We have a lot of materials that will be available for check-out.  You just need to stop by room 13 and sign them out.  If you are only going to use something for a short time please return it as soon as you are finished so others can utilize the materials.

We are working on trying to provide an additional snack second hour.  We will probably have runners deliver the snack to you so that you can pass it out to your second hour class when they arrive.  We will not be providing drinks, just a quick snack.

If you have any discipline issues, please fill out a referral and send it to Room 13 or Mr. R.  Students are only allowed 2 referrals and then they are removed from the program.  

If you have any questions or concerns please see us immediately so we can take care of it.  We appreciate any input and of course all your support to help us run a successful program.  Thanks for participating in the After-School program.

