
Bibb County Before & After School Programs Site Handbook  
2021 - 2022 

1 

 
 
 

 
 

Before & After School Programs 
Fee Based 

 
 
 
 

2021 – 2022 
Parent Handbook 

 
 

  

                    Strength of Character and College Ready     



Bibb County Before & After School Programs Site Handbook  
2021 - 2022 

2 

Table of Contents 
 
Bibb County Before & After School Programs Directory     3 
      
General Policies & Procedures        5 
 Registration Policy         
 Health & Safety Information         
  Pick Up Procedures        
  Late Pick Up         
  Injuries          
  Site Safety Procedure Checklist  
  COVID-19 Precautionary Procedures 
  Attendance       
  Student Behavior & Discipline     
  Snack        
  Sample Weekly Schedule      
Program Closure         9 
Accounting Procedures         9 
Department of Family and Children Services      10  
Policies           11 
 Student Accident/Illness   
 Medication 
 Child Abuse and or Neglect 
 Infectious Diseases/Bodily Fluids 
Parent Acknowledgement Form        20 
 
             



Bibb County Before & After School Programs Site Handbook  
2021 - 2022 

3 

Bibb County Before & After School Programs 
Central Office Staff 

Dr. Janice Flowers, Director 
Violetta Hudson, Administrative Budget Assistant 

LaDaphne Hall, Program Coordinator 
Dr. Tracey Muff, Program Coordinator 
Christian Patterson, Data Specialist 

 
2021 – 2022 Site Directory 

 
Elementary School Sites 
 

School   Site Address  Site Manager  Program Hours   Phone 
 

Alexander II Elementary          1156 College Street        Lynnea Zwally  Monday – Friday   779-2700   
                                                                                       6:50 – 7:50 AM    

3:30 – 6:00 PM 
Carter Elementary    5910 Zebulon Road Christi Watson                Monday – Friday  779-3350 
             3:30 – 6:00 PM 
Lane Elementary                                990 Newport Road  Christina Franklin 
        Genevieve Johnson               Monday – Friday   779-3150  

                            3:30 – 6:00 PM  
                               Northwoods Academy  709 Pierce Avenue  Erin Radney  Monday – Friday  779-3200 

          3:30 – 6:00 PM 
                               Vineville Academy                                 2260 Vineville Avenue              Leigh Childs                           Monday – Friday                    779-3250 
                                                                                                                                                  3:30 – 6:00 PM 

                                     
                        
                         Middle School Sites           
                                                                                                                                                                                                                              
                                      Howard MS                                              6600 Forsyth Rd.          Veronica Hoskins Monday - Friday                       779-3500  

                                7:00 a.m.- 8:30 a.m.  
                            
                                       Miller MS                                                  751 Hendley St.                        Sharon Finch                   Monday-Friday                         779-4050 
              7:00 a.m. – 8:00 a.m. 
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Registration Policy 
Bibb County Before & After School Programs (BASP) is a service, open to students attending participating 
schools. 
 
Registration is completed through the online system. The parent must complete both a Registration 
Form and Parent Agreement Form and submit it with a $10.00 (BSP) and/or a $25.00 (ASP) non-
refundable registration fee per child for enrollment. Children will not be allowed to attend the ASAP 
until all forms have been completed. Individual school offices do not handle registration for the ASAP 
Before and After School Programs.  
 
Students will be accepted in the program on a first come first serve basis. A new registration must 
be completed each school year. Registration must be completed by parent or guardian.  
 
The registration link is: https://bcsdk12.ce.eleyo.com 
 
Health and Safety Information 
Pick-up Procedures: 
All students must be signed in/out by the parent/guardian, or a person designated by the parent/guardian 
according to the registration form. All person(s) picking up a student during the first two weeks of school will 
need to show their driver’s license for identification. Any person may be asked for I. D. at any time if the 
staff member does not recognize him/her as someone authorized on the registration form. If an 
unauthorized person shows up to pick up a student, the student will not be released. All students must be 
accounted for each day. 
 
Late Pick Ups: 
To ensure the safety and security of all students in the Before & After School Program, the Campus Police 
Department (779-2040) will be contacted by school officials should an emergency occur which threatens 
the welfare of students.  
 
The Bibb County Sheriff’s Office (746-9441) will be contacted if a student has not been picked up within 15 
minutes after your program end time. 
 
In no case will staff transport a student to the campus police or to the student’s 
residence in his/her personal vehicle. 
 
Injuries (See Policy JGFG attached) 
If a child is injured in BASP, the following procedures will be followed: 

1. Follow first aid procedure immediately. 
2. Notify parents immediately. 
3. Notify Program Coordinator/BASP Director or Principal (if available) immediately. 
4. Complete the Accident/Incident Form and submit it to the BASP Director. 

 
Site Safety Procedure Checklist 

The following site safety procedures will be conducted each semester in October & February: 1) 
lockdown drill; 2) fire drill; 3) severe weather drill.  

 
 
 
 
 

https://bcsdk12.ce.eleyo.com/
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COVID-19 Precautionary Procedures 

After School Arrival procedures 

All Face to Face after school student participants will remain in their classroom until a grade level BASP 
staff person arrives to escort them to their assigned classroom. Upon arrival into the assigned classroom, 
grade level teacher will then administer a temperature check of each student within their assigned room at 
1:10 ratios. If the temperature measures a temperature of at least 100.4, the student will be reassigned to a 
designated space monitored by the Site Manager.  A subsequent phone call will be made to student’s 
parent/guardian and student will remain in the holding space until parent arrives.   
 
Snacks procedures 
All students will remain in assigned classroom and a pre-bagged snack will be delivered to their classroom 
by a designated BASP staff member via snack cart.  Any unconsumed snacks will be discarded, and no 
snack sharing is allowed. 
 
Activity Session rotation procedures 
Students will remain in assigned classroom and enrichment teachers will rotate to designated classroom for 
enrichment classes, i.e. art, music, dance.  
 
Before Care Arrival Procedures 
Students enrolled in Before Care will have their temperature checked by BASP staff prior to entering the 
school building. Prior to leaving the before care school site parents will be informed of a satisfactory 
temperature of 100.3 or lower, or an elevated temperature exceeding 100.4. If an elevated fever exists, the 
student will not be allowed to remain at the school site.  Medical clearance must be provided by the child’s 
physician upon the students’ return to school.  
 
Dismissal Procedures 
Bus Riders will remain in their assigned classroom and dismissed by grade level, one classroom at a time 
as directed by Site Manager.  Car riders will be dismissed from the classroom. As parents arrive for car 
rider pickup, they will sign students out and remain at designated check out area until the student arrives to 
be dismissed. Sanitizer and wipes will be provided during dismissal sign out to support optimal safety 
precautions. 
 

Attendance  
 
All attendance will be entered daily in the Eleyo Attendance iPad app. 

Student Behavior & Discipline 
Behavioral expectations in the Before & After School Program are consistent with the Bibb County School 
District’s Code of Conduct. 
  
A student must receive 3 written notifications, before the student can be dismissed from the program. 
The Site Manager and/or staff member will document attempts to contact the parent/guardian in regard to 
the discipline infraction.  Parents of students who are picked up daily must be notified on the day the 
disciplinary infraction occurred. A copy of the discipline form must be forwarded to the Before & After 
School Office.  After the third written notification, a dismissal letter will be sent to the parent/guardian via 
certified U.S. Mail. 
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Snacks 

1. BASP snacks consist of one wet (juice) and one dry (crackers/pretzels) item provided by School 
Nutrition.  Snacks are reserved for student consumption only. 

2. Each student must receive a snack in his/her hand.  If the student does not want his/her snack, the 
snack can be placed on a sharing table. 

3. Students must wash hands with soap and water before and after receiving snacks.  Sanitizer is not 
acceptable. 

Sample Weekly Schedule 
Management must provide a “working” weekly programming schedule to include time, day, location, and 
supervising teacher for each academic and enrichment activity. Weekly schedules MUST be posted outside 
of each classroom used during afterschool hours – see next page.   
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The Before & After School Programs in Bibb County Schools are a service provided to children in 
grades K – 5 and their parents. The maximum daily teacher to student ratio is 1: 15.  

Anywhere Elementary School – SAMPLE  
Academic & Enrichment Schedule, 2012-2013 

Grades Time Monday Tuesday Wednesday Thursday Friday 
All 3:45-

4:00 
Snack (Cafeteria) 
 
 

Snack (Cafeteria) 
 

Snack (Cafeteria) 
 
 

Snack (Cafeteria) 
 

Snack (Cafeteria) 
 

K & 1st 
Grade 

4:00-:600 ACADEMICS 
Math  
Reading 
Homework 
Rm. 402 Ms. Alabama 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 402 Ms. Alabama 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 402 Ms. Alabama 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 101 Ms. Carolina 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 101 Ms. Carolina 

  ACADEMICS 
Math  
Reading 
Homework 
Rm. 402 Ms. Alabama 

PHYS. ED. (Outside or 
Gym) 
GAMES/CENTERS 
Rm. 402 Ms. Alabama 

SuccessMaker Lab 
Rm. 224 
Ms. Alabama 

Computer Lab 
Rm. 209 
Ms. Carolina 

TENNIS (3:45 – 4:20) Gym 
Ms. Carolina 
ART/PLAY 
Rm. 101 
Ms. Carolina 

2nd 
Grade 

 ACADEMICS 
Math  
Reading 
Homework 
Rm. 404 Ms. Florida 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 404 Ms. Florida 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 404 Ms. Florida 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 404 Ms. Florida 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 404 Ms. Florida 

  ACADEMICS 
Homework 
Math  
Reading 
Rm. 404 Ms. Florida 

SuccessMaker Lab 
Rm. 224 
Ms. Florida 

Computer Lab 
Rm. 209 
Ms. Florida 

PHYS. ED. (Outside 
or Gym) 
GAMES/CENTERS 
Rm. 404 Ms. Florida 

TENNIS (3:45 – 4:20) Gym 
Ms. Florida 
ART/PLAY 
Rm. 404 
Ms. Florida 

3rd 
Grade 

 ACADEMICS 
Math  
Reading 
Homework 
Rm. 216 Ms. Colorado 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 216 Ms. Colorado 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 216 Ms. 
Colorado 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 216 Ms. 
Colorado 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 216 Ms. Colorado 

  ACADEMICS 
Math  
Reading 
Homework 
Rm. 216 Ms. Colorado 

Computer Lab 
Rm. 209 
Ms. Colorado 

PHYS. ED. (Outside 
or Gym) 
GAMES/CENTERS 
Rm. 216 Ms. 
Colorado 

SuccessMaker Lab 
Rm. 224 
Ms. Colorado 

TENNIS (4:25 – 5:00) Gym 
Ms. Colorado 
ART/PLAY 
Rm. 216 
Ms. Colorado 

4th 
Grade 

 ACADEMICS 
Math  
Reading 
Homework 
Rm. 201 Ms. Delaware 
 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 201 Ms. Delaware 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 325 Ms. 
Tennessee 

ACADEMICS 
Math  
Reading 
Homework 
Rm 325  
Ms. Tennessee 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 201 Ms. Delaware 

  ACADEMICS 
Math  
Reading 
Homework 
Rm. 216 Ms. Delaware  

PHYS. ED. (Outside or 
Gym) 
GAMES/CENTERS 
Rm. 201 Ms. Delaware 

Computer Lab 
Rm. 209 
Ms. Tennessee 

SuccessMaker Lab 
Rm. 224 
Ms. Tennessee 

TENNIS (4:25 – 5:00) Gym 
Ms. Delaware 
ART/PLAY 
Rm. 224 MS. Delaware 

5th 
Grade 

 ACADEMICS 
Math  
Reading 
Homework 
Rm. 405 Ms. Texas 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 405 Ms. Texas 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 405 Ms. Texas 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 405 Ms. Texas 

ACADEMICS 
Math  
Reading 
Homework 
Rm. 405 Ms. Texas 

  ACADEMICS 
Math  
Reading 
Homework 
Rm. 405 Ms. Texas  

Computer Lab 
Rm. 209 
Ms. Texas 

SuccessMaker Lab 
Rm. 224 
Ms. Texas 

PHYS. ED. (Outside 
or Gym) 
GAMES/CENTER 
Rm. 405 Ms. Texas 

TENNIS (5:00 – 5:35) Gym 
Ms. Delaware 
ART/PLAY 
Rm. 405 Ms. Texas 

All 6:00 DISMISSAL DISMISSAL DISMISSAL DISMISSAL DISMISSAL 
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Facts to Understand: 
1. Registration Forms will be completed at the beginning of each new school year. The required 

registration fee is due at the time of registration.  Students may not participate until this fee is paid.  
2. Late fees are $1.00 per child per minute after the program end time. Children whose parents fail to 

pick them up by the close of the program THREE TIMES may be WITHDRAWN from the Before & 
After School Program. 

3. Students remaining at the site fifteen (15) minutes after the program end time will be picked up by 
Campus Police. If Campus Police is unable to locate parents of students, the Campus Police office 
will notify DFACS. 

4. Fee-based Before & After School Programs operate on a pre-paid tuition basis only.  
5. Parents who do not keep tuition payments current will have their children WITHDRAWN from the 

program.  
6. A late payment letter will be given to the parent/guardian after 2 weeks without payment and the 

student(s) CAN NOT return to the program until the delinquent amount has been paid in full. 
7. Behavioral expectations in the Before & After School Program are consistent with the Bibb County 

School District’s Code of Conduct. Misbehavior that results in three written discipline reports can 
cause a student to be WITHDRAWN from the program. 

8. If students have been withdrawn from the Before & After School Program because of misbehavior, 
late pick-up or lack of payment of tuition, and parents make no provision for Before & After School 
care, but leave them at school anyway, the school will contact the Campus Police Department for 
parental neglect and abandonment.  

 
WE ARE COMMITTED TO PROVIDING A QUALITY BEFORE & AFTER SCHOOL PROGRAM FOR OUR 
STUDENTS. PARENTS AND SCHOOLS WORKING TOGETHER COOPERATIVELY CAN RESULT IN 
QUALITY PROGRAMS. 
 
Program Closure  
In the event of unexpected school closure for any extended period, the Before and After School Programs 
will not provide fee-based programming and will follow the schedule as outlined by the Bibb County School 
District.    

 

Accounting Procedures 

Fee Structure and Financial Aid Operation 
Fee-based programs are PREPAID. Our weekly fee is $10 per child for before care and $50 per child for 
after care for every student participating in BASP. The first week fees are non-refundable. There is a yearly 
non-refundable registration fee of $10 per child for before care and $25 per child for after care. This fee is 
subject to change from one year to the next. In some instances, school will not operate for a full week. Daily 
fees are available.  
 
$10 per day, per child  
$50 per week or $10 per day, per child  
 
 
Payment Record: 
Tuition payments are nonrefundable and are due by 6:00 p.m. on Friday prior to the upcoming week of 
service.  Payments should be made online at https://bcsdk12.ce.eleyo.com.  We strongly encourage online 

https://bcsdk12.ce.eleyo.com/
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payments; however, payments may also be made in person by check or money order made payable to 
Bibb County School District.   Parent name, address and phone number must be included on checks.  
Department of Family and Children Services (DFCS) Childcare Participants 
 
The Before & After School Program accepts payments through the childcare assistance program 
sponsored by the Bibb County Department of Family and Children Services/GACAPS.  

1. The parent/guardian is responsible for corresponding with his or her caseworker to obtain the 
childcare certificate providing a copy to the Before & After School Program staff. 

2. The Before & After School Program office with contact the Site Manager to update him/her about 
the approved certificate and start date for the student. 

3. Parents are charged the contracted weekly rate.  Daily fees do not apply to CAPS recipients.   
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Before & After School Programs 
Fee-Based Parent Policies and Procedures Handbook 

Parent Acknowledgement 
 
 

Licensed-Exempt Child Care Leaning Facility 
 
 
I have received and read the Fee-Based Parent Policies and Procedures Handbook.  I agree to abide 
by the Before & After School Programs Parent Policies and Procedure Handbook and the Bibb 
County School District Policies and Administrative Directives.  I have received an exact copy of this 
Policies and Procedures Handbook for my own records. 
 
 
 
 
______________________________   _________________________ 
Parent/Guardian Signature                                        Date                     
 
 
______________________________   _________________________ 
Parent/Guardian Signature                                        Date   
 
 
______________________________   _________________________ 
Site Manager Signature     Date   
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