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Parent Handbook
Arts in Action Community Charter School
After School Education and Safety (ASES) Program
Introduction
Welcome to the After School Education and Safety (ASES) Program. In collaboration with City
Hearts: Kids Yes to the Arts, Arts in Action (AIA) is committed to offering quality after school
programs that provide a safe place for youth to experience academic enrichment with an arts
focused curriculum along with recreational activities during the after school program hours.
The ASES program is not meant to be traditional childcare. It is meant to be an opportunity for
enriching activities for your child when he /she is not in school. Since this is a grant-funded
program, there are very specific funding terms and conditions that we are required to meet or
we risk losing our funding for the program.
This parent/student handbook contains important information about our After School Program.
The policies and procedures have been set so that we can provide high quality service to all
participants. Please read this packet before your child’s first day of attendance and review the
information with your child. You and your child are responsible for knowing and abiding by the
information in this packet. If you have any questions, please contact your After School Program
Manager, Jesus Mascorro at (213) 399-2555 or by email at jesusm@artsinactioncharter.org.
Thank you for enrolling to the AIA’s ASES!
Sincerely,
Glenda Aleman
Executive Director
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Program Description
AIA's goal for the ASES program is that every student admitted to the program and attends
everyday will learn and adopt the necessary skills in order to excel as students. Through the
ASES program students will have the opportunity and exposure to additional academic
support, enrichment classes (provided by AIA's partnership with City Hearts: Kids Yes to the
Arts) and leadership activities.
Students are expected to attend the ASES program everyday. Students will be placed in
groups based on their age/grade level. Throughout the week the students will attend a variety
of instructional arts based enrichment classes. Students will be able to choose their preferred
City Hearts class: Photography, Dance, Musical Theatre or Shakespeare, while physical
education and homework assistance will be provided daily. Here is the list of the classes and
class descriptions the students may choose:
Musical Theatre
Provides the opportunity for students to work on a full theatrical piece. Students learn dance
and choreography, music and voice, and work together to create their own musical theatre
production based on works in the contemporary repertoire. Students have performed "Annie",
“Oliver” and scenes from "Mary Poppins" and have created their own culturally relevant version
of the Wizard of Oz, "El Wiz".
Shakespeare
Utilizes Shakespearean drama to inspire students in the study of history, culture, vocabulary,
literacy and stagecraft, as well as to promote skills in creative movement, group cooperation,
team work and conflict resolution. Students explore the historical context of Shakespeare’s
plays, discussing the life and times of Shakespeare and his contemporaries while learning
scansion, stage combat and Elizabethan movement. Instructors involve students in comparing
various aspects of contemporary life with circumstances at the time the work was
written. Students prepare for specific scenes as well as fully produced performances. And,
each student has the opportunity to play multiple roles, encouraging all participants to
challenge themselves, acquiring new confidence and understanding of the human condition.
Dance
Introduces and inspires young dancers to know and understand world culture, creative
expression and joyful celebration of Dance as an elemental force of life. Participants begin by
learning basic steps and by researching the history of the specific dance form they are
studying. Classes provide the opportunity to learn various dance techniques including Classical
Ballet, Jazz and Modern Dance as well as aspects of performance including choreography,
costume design, set design, publicity, and audience relations. City Hearts uses the
foundational principles of the ALITE (Arts & Literacy for Tomorrow’s Education), expanding
students’ vocabulary through the acquisition of dance-related terminology. The students use a
historical perspective to discuss issues in today’s society, study videos of accomplished artists,
and learn to prepare for performance.
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Policies and Procedures
Hours of Operation during the school year:
Regular School Days: 3:00pm (School release)- 6:00pm
Minimum days from 12:45pm-6:00pm
Pick-Up Time: Pick-Up Time is from 6:00pm-6:10pm on regular school days and on minimum
school days it is from 3:45pm-6:00pm
Late Pick-Up Policy: Parents will have a 10-minute grace period for picking up their children.
Our program will remain open until 6:10pm. Parents who pick up their children later than
6:10pm will be charged $1.00 per minute for every minute that the pick-up person is late.
Repeat offenders will be asked to leave the program.
*If a student is not picked up by 7:00 P.M. (and we have not received a phone call at the
school from their parent), the student will be treated as an abandoned minor, the nearest
police station will be contacted and you will have to pick-up your child from there.
Attendance Policy: Absences may only be excused in the case of a death in the family,
medical emergencies, doctors or dentist appointments, or religious holidays or events. The
parent must provide documentation of the excused absence to the Site Coordinator within 48
hours. If the documentation is not provided within that time period, the student will receive an
unexcused absence.
*After three unexcused absences, the student will be removed from the program.
Early Release/ Late Start Policy: Only up to 10 early releases/ late start are allowed per
school year, per student. Early releases/ late start are only permitted in the case of a death in
the family, medical emergencies, doctors or dental appointments, religious holidays or events,
and/or other enrichment activities (such as dance, sports, tutoring, arts classes, etc.). The
early release form must be filled out and approved by the Site Coordinator no later than 48
hours after the early release. In the case that documentation is not provided within that time
frame, the student will receive an unexcused absence.
Enrollment: All students attending Arts in Action Community Charter School are eligible for
enrollment in our program. Our program is financially limited to serving 120 students per day.
Enrollment is on a first come, first served basis.
*All returning students will have first priority in the program, provided that they re-submit an
application, make arrangements to pay the non-refundable registration fee and parents attend
the mandatory orientation, all prior to the first day of school.
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Non-Refundable Registration fee per student/siblings:
First Student= $20
First Student + 1 sibling= $30
First Student + 2 siblings= $40
First Student + 3 or more siblings= $50
Students who have excellent attendance in the after school program and also demonstrate
good behavior will have first priority in enrollment. A completed registration packet must be
filled out and returned prior to your child’s first day of attendance in the program. Parents will
also need to pay the non-refundable registration fee (parents who are unable to pay the
registration fee will be eligible for volunteer hours in lieu of payment), and parents attend the
mandatory orientation, all prior to the first day of school.
Waitlist: If the program becomes full and you wish to enroll your child, please fill out a
registration packet. You will not have to pay the registration fee until your child is accepted into
the program. Your child’s name will be placed on a waiting list. You will be notified by the Site
Coordinator if a place opens up in the child’s grade-level.
Emergency Information: Please make sure to fill out all the fields in the enrollment form. We
ask that if you move, change job location, get a new phone number or wish to add/remove an
authorized pick-up person, that you update this emergency contact information immediately.
We want to be able to reach you promptly in the case of an emergency and we also use the
emergency contact list as a reference for authorized pick-up persons.
Authorized Pick-Up of Students and Sign-Out Procedures: All students must sign-in on the
roster at the start of the program, in each individual classroom. Parents will also sign-out on
the same roster when picking up their child from the program. Each group of students will be
with the same Program Leader and in the same classroom daily, unless otherwise specified.
Any child who is being picked up from the After School Program must be signed out by a
person who is 18 years of age or older, who has valid Identification and who is listed on the
student’s enrollment form as an authorized pick up person. No child will be released to any
person who is not authorized in writing on the emergency contact list. We will not accept
authorization for pick-ups over the phone. Staff will be instructed to ask any person whom they
do not recognize as an authorized pick up person for their identification. If you need to add a
person to your emergency contact list, please speak to your Site Coordinator.
If there are any special custody arrangements within your family, please make us aware of the
situation. Specific people who are not authorized to pick up your child, must be listed under
unauthorized pick-ups on the enrollment form. Photocopies of the court order should be
provided to us in order for us to assist you with any custody issues. These documents will be
kept confidential.
*Our staff will not release your child to anyone, including the parents, who are
suspected to be under the influence of drugs or alcohol.

5

Parent Visits: You are welcome to visit or check-in on your child at any time. Please let the
site coordinator know that you are at the site.
Volunteering and Donations: If you or anyone you know would like to volunteer for our
program, please contact the Site Coordinator with a detailed description of the work that you
would like to do. All volunteers are subject to a background check and TB screening.
Donations towards activities are highly appreciated. After School Program Leaders will be
sending you a wish list for donations towards their class activities at the beginning of each
quarter. All volunteer hours and donations must be logged in our Volunteer and Donation log.
We appreciate any efforts that you make towards your child’s learning and engagement in our
program.
Attendance Policy: Our program is made possible by funding from the ASES Universal Grant.
This funding mandates that your child be in the program every day for at least three hours per
day. Students may only be excused with written documentation and an early release form.
Undocumented absences will be seen as unexcused absences. Students with three
unexcused absences will be asked to leave the program. Please remember, students with
consistent attendance will have first priority for enrollment in our program. If your child is not
able to attend the program that day, please notify your site coordinator by 1:00 P.M. on that
same day. Please understand that we are expecting to care for your child every day. It is
extremely important to our staff that you notify us of your child’s absence.
*Any student who must leave the program early, must obtain permission from the site
coordinator by filling out an early release form and providing documentation for the early
release. If a student is picked up early without this documentation, it will be considered an
unexcused absence.
Behavior Policy: AIA’s ASES Program will follow the same rules and guidelines as Arts in
Action Community Charter School. Our discipline policy will also mirror that of the school’s tier
system. Please refer to your Arts in Action Community Charter School Handbook for rules and
discipline procedures. Students with excessive or extreme discipline issues will be asked to
leave the program.
After School Program Rules
Please review these basic After School Program rules with your child:
1. Aggressive physical contact will not be tolerated between students, students must keep
hands and feet to themselves at all times
2. Students must respect the staff and each other
3. Students must stay within the boundaries of the site at all times
4. Students must follow directions
5. Students may not change out of their school uniforms, the same uniform rules of the school
apply during the After School Program
6. Students must use positive language, shouting, yelling and bullying will not be permitted
7. Electronics and toys will not be permitted in the program
8. Respect the property of the school and others
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9. Tobacco, illegal drugs, alcohol, weapons and gang affiliated items are not permitted on the
school site at any time
10. Cheating will not be permitted
For Field Trips:
1. No food, drink, gum or candy on the bus
2. Students must remain seated, with arms, legs and property inside the bus at all times
3. Students must remain with the group
4. No loud talking, yelling or disruptive behavior
5. Uniforms must be worn at all times
Guidelines of rules and consequences:
• Rules and consequences will be developmentally appropriate
• The staff will not administer corporal or verbal punishment
• Rules will be phrased in positive statements and will be posted for the children and parents
at the beginning of the year
• All school rules will be strictly enforced in our program
• Positive reinforcement methods will be used by our staff to encourage acceptable behavior
• Consequences will be developed for use when rules are violated. Students will be made
aware of these consequences. Our program staff will utilize “Time Out” as a behavior
management strategy. The student will be separated from the group and activity for a block
of time that is not to exceed one minute times the child’s age. The student will be expected
to sit quietly and reflect on the rules. Staff members will discuss the problem with the child
and review the rules of the program.
Termination of Enrollment:
Your child’s enrollment can be terminated at any point under the following grounds:
• Three unexcused absences from the After School Program
• Extreme discipline problems
• Non-cooperation from parents or student regarding AIA policies and procedures
• Excessive late pick-ups
• Excessive un-excused early releases/ late starts
• Parent or student contact towards the staff, which is considered to be hostile, rude,
negative, threatening or abusive (either verbally or physically)
• Student leaving the supervised area, not signing-in after school, or not following the
directions of program leaders or program coordinator
• Any repeated violation of the general rules, subject to the site coordinator’s discretion
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Medication: If your child needs to take any medication during the program hours, please notify
the site coordinator and give the medication to the school nurse. Please do not send
medication to school with your child. The medicine must be in a current prescription bottle with
an unaltered label showing the child’s name, the dosage, and the name of the medicine.

Student Injuries: We do our best to prevent accidents and injuries from occurring, by
supervising your children at all times, and by not allowing harmful or dangerous activities.
However, if your child is injured, the Site Coordinator will take whatever steps may be
necessary to obtain emergency medical care if it is needed.
These steps include, but are not limited to:
1. Attempt to contact parent or guardian
2. Attempt to contact all persons listed on the emergency card
3. If we can not contact anyone listed on the emergency card, we will call the
ambulance/paramedics
*AIA’s ASES Program does not provide accident insurance for its program participants.
Parents are responsible for medical care fees in the event that your child is injured during our
program. For this and other reasons, it is very important that you update all emergency
contact information.
Children and Illness: For the sake of your child, other children and adults, sick children
should be kept at home. If your child becomes ill during the After School Program, we will
immediately contact you and request that you pick-up your child. Your child will be removed
and isolated from the group, until you arrive. If your child has a contagious disease or
condition, please do not bring him or her to school or to the After School Program. We follow
the same guidelines as the school regarding illness.
Supper: A healthy supper will be provided to each student, each day that the program is in
session. Parents may also send their children with snacks from home, provided that the snack
is healthy. As part of our healthy behaviors initiative, AIA’s ASES Program has a junk food ban
policy, and prohibits the consumption of unhealthy foods such as fast food, sodas, chips,
cookies, ice cream, candy and other junk foods by students. Students who bring these items to
the program will be asked to put them away until program dismissal. Junk food items might
also be confiscated if it becomes an issue for the student.
Personal Property of Students: Lost items will be placed in the lost and found area. At the
schools discretion, unclaimed items will be given away to charity after a certain amount of time
of being unclaimed. Please check the lost and found periodically for any lost items. Please
mark all of your child’s clothing and personal items with your child’s full name. AIA’s ASES
Program is not responsible for any lost, damaged or stolen articles. Toys, stuffed animals,
electronics (MP3 Players, video games, cell phones, iPods, CD/DVD players), yoyo’s, or any
other items that may become disruptive are not permitted in our program. These items will be
confiscated by our staff and can be picked up after 6:00 P.M. by a parent or guardian.
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Communication: Most of the promotion and communication to parents regarding the After
School Program will be done through flyers, letters home to the parents, monthly newsletters
(both school and After School Program’s) and information posted on the school and After
School Program bulletin board. Please be sure to read all flyers and letters so that you will be
informed of any upcoming events or special situations.
The exchange of information about a child’s circumstances at home and in school, between
parents and After School Program staff, can be very helpful both at home and in the After
School Program. Please share with us any changes that are happening in your family such as
a change in living arrangements, a family member in the hospital, school difficulties, change in
relationship between parents, family hardships, etc. These changes may influence the way that
you child relates to others or behaves in school. Our staff can better provide for a child’s needs
during difficult times if they are aware of such changes. In addition, please share with the staff
successes and accomplishments in your child’s life. We spend a lot of time with your child and
are happy to provide him or her with extra positive reinforcement and encouragement. We
promise to keep you informed of all the progress your child is making in our program.
Child Abuse: Under California law, childcare providers are mandated to report known or
reasonably suspected cases of child abuse. Child abuse includes, physical abuse, sexual
abuse, verbal abuse, emotional abuse, and/or neglect.
Program Staff: Our staff is carefully selected. All program staff must pass a background
clearance and TB screening before being hired. Our staff will participate in a one-week
training process and continual professional development opportunities will be provided, which
includes but is not limited to, health and safety, child development, child abuse reporting,
lesson planning, and curriculum development. These training courses are designed to ensure
that they will meet the daily physical and emotional needs of your child.
Parents play an important role in reporting any concerns regarding staff code of conduct to the
Site Coordinator. Please feel free to voice any of these concerns with the site coordinator
immediately. You will receive an introductory letter from your child’s program leader at the
beginning of the school year.
*Our staff is not permitted to baby-sit or spend time with your child outside of the program. Nor
is our staff permitted to transport students. Please do not ask our staff to do this. If you do, you
will put that persons livelihood at jeopardy.
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Homework Assistance Policies:
Homework is important to our student’s success and takes first priority in our After School
Program.
• Homework time is to be similar to instructional classroom time. It is a quiet time; the only
noise should be coming from teachers and tutors who are assisting students.
• Supplies for homework such as pencils, paper and erasers will be provided by the program.
Students are not to use the supplies of the instructional day teacher’s classroom.
• The program leader is to be actively assisting students with their work. The program leader
should be moving around the room, monitoring the progress of the students and ensuring
that all students are getting the help that they need.
• Students who do not have homework assigned by their instructional day teacher for that
particular day, may do silent reading or other academic activities assigned by their program
leader.
• By submitting the enrollment application and signed by all parents/guardians, it is
understood that homework time is only one hour in length. After the homework hour, all
students are to join activities, even if their homework is not completed. If a child is
continually unable to complete homework, then the instructional day teacher AND the
parent will be notified.
• Please note, that it is the responsibility of the parent to ensure that all homework is
completed and corrected.
Concerns: All concerns may be addressed to your After School Program Coordinator, Mr.
Jesus Mascorro at (213) 399-2555 or by email jesusm@artsinactioncharter.org
*The coordinator reserves the right to amend this handbook at any point in time. When
changes are made to the policy, parents will be notified.
Thank you for your continued support!
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