
 1 

 
After School Activity Dismissal Policy 

 
Due to dismissal confusion, the CLES Administration and members of the CLES 
PTA Executive Board have devised specific procedures for students participating 
in after school activities, and offer some guidelines to parents utilizing this 
service. 
 

�x The CLES PTA sponsored after school activity information is easily found 
on the CLES PTA website at www.clespta.org.  Please click on the activity 
your student is interested in and read the information listed.  All 
information is up to date.  If information is not available on the website, 
then it is not known at this time. 

 
�x All activities have a PTA volunteer coordinator.  The coordinator is listed 

on the website and you can contact the appropriate person by clicking on 
the email link.  Please do not ask the CLES front office questions 
regarding the CLES PTA sponsored after school activities.  Questions that 
are not answered by the website should be directed to the CLES PTA 
After School Activities Chairperson, Terri Chiu by email at 
tachiu@comcast.net.   

 
�x All students going to CLES PTA sponsored after school activities will be 

dismissed last (at 3:20 pm).  Students should wait in their classroom until 
dismissed.  The order of dismissal announced at the end of the day is:  
Walkers, Bus Riders, and then Car Riders and after school activities.  
Parents, please help by informing your student of the proper dismissal 
order. 

 
�x Students participating in CLES PTA sponsored after school activities will 

report to the CLES gym when called for dismissal.  All students 
participating in after school activities must report to the gym.  Students in 
CA aftercare need to report there first and then to the gym.  CA 
aftercare requires a parent note to allow students to report to CLES 
PTA sponsored after school activities. 

 
�x In the gym, students will be permitted to have an afternoon snack provided 

from home.  There will be no eating in any classroom setting.  Eating is 
only permitted in the gym and cafeteria.  Parents please help to keep 
CLES in good condition by providing snacks that are less messy and not 
sticky.  No drinks will be permitted in the gym.  There is a water fountain 
outside of the gym to quench your student’s thirst.  

 



 2 

�x Instructors for all after school activities will be in the gym to greet students 
and to take attendance.  Students need to be dismissed last so that the 
instructors will be available. 

 
�x Inevitably a student will forget about an after school activity.   Parents, it 

is your responsibility to remind your student of their after school 
activity.  One way to help is to write a list with the activity, day of the 
week, and perhaps even dates on your student’s take home folder.  If a 
child forgets and goes home their normal route, you can bring them back 
to school for their activity.  In the event that you are not home and your 
child accidentally comes home, please make a plan with your child so that 
he/she knows what to do.  

 
�x We encourage all parents/guardians to sign up for eSchool newsletter.  

When the school closes early, HCPSS usually cancels all school and 
community school use after the closing – This includes CLES PTA after 
school activities. 

 
Two Adults for Every Activity is Policy 

 
 
All CLES PTA sponsored after school activities require two adults (18 years of 
age or older) to be present during the time of the activity.  Each class is unique in 
its structure.  Classes will fall under one of three general categories and this 
information would be noted on the class information sheet. 
 

1. Several of the class offerings have two teachers present. 
 
2. Some of the after school activity offerings have a discount available (40-

50% off tuition) to one parent/guardian (for one student) attending the 
class.  In return, the parent agrees to be the second adult present.  

�x This adult is not required to have knowledge of the curriculum for 
this class and does not need to actively participate.  

�x The purpose is to have another adult present in case of an 
emergency.  This person should have a cell phone available to 
them.  They will also receive a class list with parent/guardian 
contact information. 

�x This adult may bring younger siblings providing that they are not a 
distraction. 

�x You would need to report to the CLES gym by 3:05 pm to receive 
students and start taking attendance. 

�x If you are interested in this position offered for any after school 
activity then please fill in the assistant application last page of these 
guidelines.  This offer is made on a first come first served basis. 
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3. Other after school activities have a volunteer sign up sheet. 
�x The volunteers would need to arrive to the CLES gym by 3:05 pm 

to receive the children and monitor them in the gym until class 
starts.  The instructor should also be present to take attendance 
and monitor the children along with the volunteer. 

�x This method has in the past been unreliable.  Parents who sign up 
to volunteer have been unable to fulfill their obligation (forget, child 
sick…).  There have also been difficulties obtaining the required 
number of volunteers.  After school activities will be cancelled 
without refund if a second adult is not present.   

�x Volunteers are responsible to attempt to find a replacement.  If a 
replacement can not be found, then it is your responsibility to call 
the class coordinator by 1:00 pm.  (Do not call the CLES front 
office.  This is not a school activity.)   

�x After school activities require two adults.  CLES PTA after school 
offerings are not possible without volunteers.  If the lack of 
reliable volunteers becomes a continuing problem, then the class 
may no longer be offered.    

 
 

Payment Policy 
 

�x Please make checks payable to the appropriate person as stated on the 
class information form located on the CLES PTA website. 

 
�x Send payment and registration to CLES in an envelope marked with the 

name of the after school activity and to the attention of the class 
coordinator. 

 
�x Some fees are non-refundable.  This is clearly stated on the information 

sheet. 
 
�x If you want to withdraw your student from a class, a two day notice is 

required prior to the first class.  This notice should be in writing and 
directed to the CLES PTA Coordinator for the program that your student is 
withdrawing.  Coordinators have email links noted on the CLES PTA 
website.  When sending a written email withdraw notice, please be sure to 
request a “read receipt”.  The Coordinator will respond to you stating that 
they have received your notice.  (The withdrawn student’s place will be 
filled from the waiting list in order of placement on the list, 1st, 2nd…). 

 
�x A prorated refund may be available for withdraw after a class session has 

started.  This would also require a written request.  The request would 
need to receive a response from the coordinator, so again a “read receipt” 
would be suggested for email correspondence.  A refund would depend on 
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the ability to fill your student’s seat in the class and the class provider’s 
policy.  Many outside providers have their own policies on refunds and you 
should first refer to their terms and conditions.  

 
�x Please note that the CLES PTA will soon be using Pay Pal for on-line 

registration.  Some policies and conditions may change once this 
becomes more prevalent. 

 
 

CLES PTA Member Priority Registration 
 

�x A NEW process for winter/spring 2008 after school offerings.  No more 
long lines to wait in at open registration.  The CLES PTA is working hard 
to offer convenience to CLES PTA members.  This is just one more CLES 
PTA membership benefit. 

      
�x Each after school activity will list the start and end date for CLES PTA 

Member priority registration in the class information page.  If you miss the 
date, then you must send in the registration via back pack mail. 

 
�x Members can reserve their student’s class placement by email to the 

CLES PTA coordinator for this activity.  You must request a “read receipt” 
to ensure that the coordinator has received your email.  This is not a 
class confirmation notice, just a receipt that your request has been 
received. 

 
�x The email must be sent and received during these times on these specific 

days of the week: 
 

�x Monday - Thursday �x 9:00 am - 9:00 pm 

�x Friday and Saturday �x 9:00 am - 6:00 pm 

�x Sunday* �x 1:00 pm - 5:00 pm  

 
�x This excludes major Holidays and some Religious Holidays.  Please see 

the Howard County Public Library – Miller Branch hours.  The CLES PTA 
will be following their hours of operation for member advance priority 
registration www.hclibrary.org.  The after school activity coordinators who 
choose to offer CLES PTA member priority registration will do so only 
during Miller Branch Library hours in order to give an equal opportunity to 
all PTA members. 

 
�x Any email received before or after the specified times will be automatically 

deleted and a space will not be held for your student.  
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�x Do not call the program coordinator to apply for CLES PTA member 
priority registration.  Phone calls are discouraged and will not be honored 
to hold a class seat for your student (this includes friends of the 
coordinator).  Email is the only means available to CLES PTA members 
for priority registration.  

 
�x Email registration reserves the space for your child with the following 

conditions. 
 

o All required information must be provided in the email or your space 
will not be reserved: 

�ƒ Student’s Name 
�ƒ Grade and Teacher 
�ƒ Parent’s Name 
�ƒ Phone number 
�ƒ ***also include any information specified in the class 

information sheet, such as volunteer day, willingness to take 
a later class… 

 
o Your completed registration and payment must be received by 3:00 

pm the next full school day or by 11:00 am on a school day with 
early dismissal.  (When priority registration starts on a Friday, 
weekend, or followed by a school day off, then the next school day 
refers to the next half or full day of school on the HCPSS calendar.)  
If the completed registration and payment are not received by this 
time, then your space will not be held. 

 
o Send payment and registration to CLES in an envelope marked 

with the name of the after school activity and to the attention of the 
class coordinator. 

 
o You may be concerned about using back pack mail.  Back pack 

mail can be unreliable for many reasons.  You can hand deliver 
your envelope, relieving your child of this responsibility.  A box will 
be placed near the volunteer sign in during times of membership 
priority registration for this purpose.  The box will be marked clearly 
with the words:  CLES PTA Member After School Activities Priority 
Registration.  

 
�x CLES PTA membership will be verified against the most current 

membership listing. 
 
�x In the case of high demand classes, a lottery may be utilized to pick 

students.  If this becomes the case, you will receive an email notice the 
first day of CLES PTA members advanced registration prior to 9:00 pm. 
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�x Registration will close when all student seats are filled or on the date listed 
on the class information form.  It is highly recommended that all CLES 
PTA members sign up for eSchool Newsletters.  When class registration 
closes due to all student seats filled, a notice will be sent via eSchool. 

 
�x The CLES PTA coordinator for the activity will send an email confirmation 

once the registration process is closed. 
 
 

Student Pick-up Procedure and Late Pick-up Policy 
 

�x Students should be picked up on time from all after school activities.  
Many instructors have other responsibilities to attend to after class is 
dismissed. 

 
�x The first late pick up will receive an email note from the CLES PTA 

coordinator.  The second time, the coordinator will call and speak to the 
student’s parent/guardian.  Habitual lateness for pick-up may result in a 
required withdraw from class (without refund). 

 
�x If another adult will be picking up your student, please make the instructor 

aware on the registration form.  If it becomes necessary for another adult 
not listed on the form to pick up your child, please send a note with your 
student to school to give to the after school instructor. 

 
�x Many classes require that parents sign out students at pick up time.  It is 

recommended by the CLES PTA that instructors encourage a sign out 
system for student pick-up. 

 
�x Some outside providers enforce a fee for late student pick up.  Parents 

should make themselves aware of these policies for all after school 
activities.   

 
 

 
Behavior Policy 

 
�x All students participating in CLES PTA after school activities are to 

maintain appropriate school behavior.  While the programs offered are 
meant to be fun enrichment opportunities, inappropriate outbursts and 
behavior is not acceptable. 

 
�x Please refer to the HCPSS Code of Conduct for greater description and 

detail of appropriate behavior at www.hcpss.org under guidelines.   It is 



 7 

our hope that by parents working with instructors, behavior issues can 
easily be resolved. 

 
�x If the behavior continues to persist, the CLES PTA coordinator will contact 

the parent by phone.  The parent will have the option of attending the 
class with their student in order to modify the behavior.  This will be 
allowed only if it would be possible to do so without further disturbing the 
other students in the class.  

  
�x The parent/guardian may also be required to withdraw their student from 

the class (without refund). 

 
Outside ASA Providers  

 
�x All outside companies which provide after school activities sponsored by 

the CLES PTA are required to have their own liability insurance which has 
the CLES PTA listed as additional insured. 

 
�x All programs must have a CLES PTA Coordinator (see role of ASA 

coordinator pg #8). 
 
�x Two copies of the Insurance Certificate will be kept on file, one with the 

CLES PTA Treasurer and one with the CLES PTA After School Activities 
Chairperson. 

 
�x The CLES PTA will not proceed with sponsoring an after school activity by 

any outside company that has not provided a copy of their Insurance 
Certificate with the CLES PTA listed as additional insured. 

 
�x Many outside providers supply contact information and websites for 

parents/guardians to find information and answers to questions regarding 
class offerings. 

 
 

Role of the ASA Coordinator 
 
 

�x The position of a CLES PTA after school activity coordinator can be 
individualized to the needs of the program being sponsored by the CLES 
PTA.  He or she will post information for upcoming after school programs 
on the CLES PTA website.  Information may also be disbursed through 
the CLES PTA Newsletter, the Dolphin Splash, or via the CLES 
Newsletter, the News Express.  The coordinator may choose to send 
specific information in an eSchool announcement.  The eSchool 
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announcements are controlled by the CLES Principal and must be 
approved and sent by the CLES Principal. 

�x The coordinator will collect the completed student registration forms and 
payment. 

�x The coordinator will deposit appropriate funds in the CLES PTA account.  
A coordinator can contact the CLES PTA treasurer for information 
regarding this process. 

�x The coordinator will provide a student list to the CLES front office.  He or 
she will notify teachers of students participating from their respective 
classes and will notify CA after care as a courtesy.  (Parents are still 
responsible to notify CA after care and it is strongly suggested for parents 
to notify student teachers). 

�x The coordinator will respond to questions concerning the class that they 
are coordinating (either by phone, email, or back pack mail).  Any question 
or concern directed to the individual coordinator will require an appropriate 
amount of time for response (this may vary depending on the means by 
which the question was received). 

�x Any question out of the scope of the individual class coordinator will be 
forwarded or referred to the CLES PTA After School Activities 
Chairperson. 

�x The coordinator is not responsible to be present for each class.  This 
responsibility falls to each student’s parent registered for the class.  
Please see page two regarding two adult policies. 

�x The coordinator determines when classes will be offered in conjunction 
with the instructor or outside provider. 

�x The coordinator will complete the HCPSS building request form as per the 
guidelines posted on the HCPSS website (Board Of Education Policy 
10020 use of school facilities by non-school groups).  

�x The coordinator will give the completed form to the appropriate CLES PTA 
officer for him/her to sign.  That officer will be responsible to send the form 
to the appropriate HCPSS office.  When the CLES PTA officer receives 
the approved (or denied) form, this information will be forwarded to the 
class coordinator and a copy of the approved form will be placed in the 
coordinator’s PTA mail box for their records.  

 
 

Q&A 
 

�x What if I am not a CLES PTA Member? 
First, you can always become a PTA member.  The process is very easy 
and affordable.  If a class does not fill during CLES PTA member priority 
registration, then registration will be open to non-members, but the student 
must be a child attending CLES. 
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�x Can my younger child attend?  Can my other child attend if he/she goes to 
a different school? 
Some classes allow siblings, but they are class specific.  Therefore, 
please contact the coordinator for the class in question. 
 

�x Do I really need to volunteer to help for this class? 
Classes can fall under three different categories (please refer to page 2 of 
these guidelines).  If you are asked to volunteer, then yes, you do need to 
volunteer.  Without adequate volunteers, the CLES PTA can not continue 
to make after school activities available.  It is our insurance’s requirement 
for two adults to be available during all classes. 

 
�x I want to register both of my children for this class.  Can I use the same 

registration/waiver? 
Each student requires a separate completed registration form.  The 
registration and waiver must be signed by the authorizing parent/guardian.  
The following is an example of a waiver:  

 
�� �5�(�/�(�$�6�(�����,�����D�V���W�K�H���S�D�U�H�Q�W���R�U���O�H�J�D�O���J�X�D�U�G�L�D�Q���R�I���W�K�H���D�E�R�Y�H-named child, hereby give permission 
for his/her participation in this activity. I further authorize, without my prior approval, the rendering 
of any emergency medical treatment should the above-named child become ill or injured while 
participating in this activity.  I understand that the CLES PTA Insurance does not cover medical 
expenses and individual insurance should be utilized in the case of injury.  In consideration of the 
permission granted to the above-named child to participate in this activity, I do hereby agree, on 
my own behalf and on behalf of the above-named child, to release the instructor and the 
Centennial Lane Elementary School PTA (CLES-PTA) and its officers, members, agents, 
representatives, and volunteers, from any and all actions, causes of action, damages, claims, or 
demands of whatever kind or nature which I or the above-named child may have against the 
CLES PTA, the instructor, or the other above-listed parties for any injuries, known or unknown, 
which are incurred by, arise from, or in any way relate to the above-named child’s participation in 
this activity.   
I have read this release and information posted on the CLES PTA website – www.clespta.org and 
I fully understand their terms. I execute the release voluntarily and with full knowledge of its 
significance and consequences. Please make a copy of this form for your records. 
 

 
Please send any additional questions to either the individual class coordinator or 
to the CLES PTA After School Activity Chair, Terri Chiu at tachiu@comcast.net. 
Questions and Answers will be added and posted to this site.  Thank you! 

 
 
 
 
 
 
 
 




