
 
 

ENRICHMENT PROGRAM POLICIES FOR KEENE MILL ELEMENTARY SCHOOL 2017-2018 
 

By registering your child for a PTA-sponsored enrichment program at Keene Mill ES, you and your child 
agree to abide by the following policies and procedures. 

 
The KMES PTA drafted the following procedures and policies with your student’s safety as our primary 
concern.  Violation of these procedures/policies jeopardizes all enrichment programs.  If a parent or 
guardian finds he or she cannot abide by these procedures, s/he should not register his or her student for 
an enrichment program.   
 
Registering a student for an enrichment program indicates an agreement to abide by these procedures.  
 

POLICIES AND PROCEDURES 
 
Confirmation. Parents will receive confirmation that their child is enrolled in the enrichment activity, either 
from the FCPS vendor supporting the enrichment program (ex. STEM excel) or from KMES PTA (for a 
program such as World Drumming). 
 
Contact Information. All instructors will have copies of each child’s registration with parental contact 
information available for each class. Instructors will take roll with a registered student roster. This roster is 
provided by the vendor supporting the enrichment program unless the program is supported internally by 
a FCPS teacher. In this case the KMES PTA volunteer coordinator will provide a student roster using the 
information given on the student registration form.  
 
Pick-up or Drop-off. Parents, or the persons authorized by a parent/guardian, shall initial the roll call 
sheet in order to sign the child out. No child will be allowed to walk to the front of the school or to be 
picked up in the parking lot.  Parents MUST come into the school to the designated program area to pick 
up their child.  
 
Pick-up and drop-off locations will be designated by the program instructor. 
 
At the end of the school day, registered students must report directly to the designated area for the 
enrichment program. KMES PTA cannot accept responsibility for students who do not report to their 
assigned enrichment activity. 
 
 **For SACC Students see the SACC section below. 
 
Instructors will never leave a child unattended after pick-up time and will first contact the parent/guardian 
from the information on the provided during registration.  

Repercussions for tardy parents:  
a. 5 minute grace period will be given  
b. After 5 minutes parents agree to pay instructor $1/minute late fee  
c. After 15 minutes child may not return to the next class.  
d. Repeated late pick-ups may mean the dismissal from all future classes with no refund.  

After one hour, the police will be called and the child given to social services in accordance with Fairfax 
County guidelines. 
 
Kindergarten. If the enrichment class you are providing is open to kindergartners, special provisions 
must be made to ensure they get to and from their registered enrichment class. An instructor, or a parent 
volunteer, must pick-up the registered kindergartner/s from their school room and escort he/she to the 
after-school class. The parent is responsible for notifying the child’s teacher of the (afternoon) release 
change. It is Keene Mill ES’s policy that the youngest students in school be escorted through the halls. 



Cancellation. In the event of cancellation or early closure due to school closure or inclement weather, all 
children will be sent home at the regular time.  An attempt will be made by the program vendor and the 
volunteer coordinator to email parent/guardian with children in an enrichment program to notify them that 
the program has been cancelled that day and that they should expect their children at the regular time.  In 
addition, if classes are cancelled due to inclement weather or county-wide extracurricular cancellations, 
there are no make-up classes and no refund is given.  
 
Conduct. Students are expected to behave in a manner that respects their instructor and classmates, as 
well as school property.  If the instructor identifies a problem in these areas, the instructor will contact the 
parent/guardian.  If the misbehavior is not corrected, the instructor will notify the parent/guardian and the 
student will be removed from the program.  No refund will be given.   
 
SACC Students.  
 
Please notify SACC of by completing an email to joseph.lowe@fairfaxcounty.gov that includes the name, 
program, dates, and location of the program/s you child will be attending. KMES PTA cannot accept 
responsibility for students who do not report to the enrichment activity. 
 
If your child is registered for an AM program, he or she must be checked in with SACC before the AM 
enrichment program. Once checked in, a SACC representative will release or assist the student to his/her 
registered program.  
 
If your child is registered for a PM enrichment program he or she must check into SACC first and then a 
SACC representative will release or assist the student to his/her registered program. Once the program 
has ended, SACC will come and collect the student/s assigned to SACC. Once again, please 
communicate with SACC. 
 
Vendor Action Items. Please provide the PTA Enrichment Chair with the following information.  

(1) Due to Keene Mill ES pick-up and drop-off procedures, instructors may need parent volunteers. 
(2) Please provide the instructor’s name and contact information. 
(3) Please ensure the instructors that are assigned to Keene Mill ES to teach and are responsible for 

the student, either before or after-school, have the instructors READ this document so they 
understand what the parents, staff, teachers, SACC, PTA, and (most importantly) the students 
expect. 

 
 
 
Questions regarding enrichment classes or these procedures may be addressed to the PTA’s 2nd Vice 
President, Elyssa Pinkard @ kmespta2VP@gmail.com. 
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