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Empowered Youth of Columbus 
Parent/Guardian Handbook 2020-2021 

 
 
Dear Families, 
 
Welcome and thank you for becoming part of Empowered Youth of Columbus! Our program is 
a free after school program made possible with grant funding from the Georgia Department of 
Education, the City of Columbus, and the generous support of Columbus State University. We 
are committed to providing high quality, safe enrichment opportunities that support students’ 
learning and development.  
 
It is our belief that student success is demonstrated not only by grades and test scores but also by 
citizenship, emotional wellness, and character.  It is our program’s mission to help children 
become well rounded and successful in all these areas by including arts programming, field trips 
that allow students to explore new interests, homework assistance and academic instruction, and 
special projects and events that allow students to grow and be creative.  We hope to give your 
child a chance to explore and develop their talents while gaining critical skills for their future.  
Additionally, we strongly encourage and welcome your entire family to participate in our 
program’s special events. This handbook is a comprehensive guide to understanding EYC’s 
policies and procedures and will, hopefully, help you to get the most you can from all we offer.  
 
We are in this together!  We are very grateful for the opportunity to serve the families of 
Columbus.  Please feel free to contact us anytime with questions or concerns.  Best wishes for a 
wonderful, safe, and healthy 2020-2021 school year. 
 
 
Sincerely, 
 
Madeline Pieper-Wolff 
Program Director, EYC 
706-507-8437 
Pieperwolff_madeline@columbusstate.edu 
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Introduction 
Empowered Youth of Columbus (EYC) is a 21st Century Community Learning Center (CCLC) after school 
program at four various sites throughout Columbus.  All eight EYC programs target students who are in need of 
additional academic assistance.  Students must apply for available slots and meet selection criteria.  Some 
characteristics of qualifying students include: academic performance is below grade level; standardized test scores 
are below state minimum requirements; the student is failing in one or more subjects; qualify for free or reduced 
lunch; or need social skill development.   

The EYC 21st CCLC program was developed to provide federal funds to local schools, private schools, and 
organizations to operate after school programs for the purpose of: 

• Providing opportunities for academic enrichment and tutorial services for qualifying students 
• Offering students a broad array of additional services, programs, and enrichment activities to reinforce 

and complement the regular academic program 
• Offering families of 21st CCLC students opportunities for educational development  

The program will serve qualifying students at Dawson Elementary, St. Mary’s Elementary, East Columbus Boys 
& Girls Club, The Club/Teen Center Boys & Girls Club, Brewer Elementary, Dorothy Height Elementary, Martin 
Luther King Jr. Elementary, and Kendrick High School.  

The focus of these programs is to provide a safe encouraging after school environment, offer substantive arts 
enrichment programs, reinforce skills taught through the arts and active learning, improve social/behavioral skills, 
and to present enrichment opportunities to increase academic achievement. 

Non-Discriminatory Statement 
Columbus State University (CSU), the Muscogee County School District (MCSD), the Boys & Girls Clubs (BGC) 
of the Chattahoochee Valley, and 21st CCLC programs do not discriminate on the basis of sex, race, creed, age, 
national origin, marital status, or handicap (Title VI of the Civil Rights Act of 1964); sex (Title IX of the 
Educational Amendments of 1972 and the Carl D. Perkins Vocational and Applied Technology Education Act of 
1990); or disability (Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 
1990) in educational programs or activities receiving federal financial assistance.  Employees, students, and the 
general public are hereby notified that Columbus State University does not discriminate in any educational 
programs or activities or in employment policies. 
 
In accordance with federal law and US Department of Agriculture policy, this institution is prohibited from 
discriminating on the basis of race, color, national origin, sex, age, or disability.  To file a complaint of 
discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Ave., SW, Washington, DC 
20250-9410 or call toll free (866) 632-9992 (Voice). Individuals who are hearing impaired or have speech 
disabilities may contact USDA through the Federal Relay Service at (800) 877-8339: or (800) 845-6136 
(Spanish).  USDA is an equal opportunity provider and employer. 
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Program Organization 
Program Director 
Madeline Pieper-Wolff is the Program Director.  She is ultimately responsible for all operations of Empowered 
Youth of Columbus Programs at all sites in Muscogee County.  Her responsibilities entail overseeing the 
implementation of the EYC 21st CCLC grant program to include designing the program to meet academic 
needs, supervising temporary employees, attending grant meetings, general supervision of site programs, 
serving as the liaison between the project and the partner organizations, managing the budget, program 
evaluation, and general assisting with all activities related to EYC.   
  
Parent & Curriculum Outreach Coordinator 
Gina Dorman is the Parent & Curriculum Outreach Coordinator. She communicates with guardians and school 
day teachers to increase involvement in EYC programming and events, as well as provides constructive support 
to EYC staff on site and curriculum development.  She also works to spread the word about EYC and encourage 
future partnerships and volunteers.  
 
The Program Director and Parent & Curriculum Outreach Coordinator make up the EYC Leadership Team.  
The Leadership team works with district staff, community partners, and other constituents to ensure the 
program is meeting the objectives of the 21st CCLC grant.  They evaluate student data and complete required 
reports.  They use this information to develop programming to assistance students for improved academic 
achievement.   
 
Head Tutors 
These dedicated, enthusiastic, creative educators utilized by EYC are the core of the program and the key to our 
success.  Head Tutors may be certified teachers and/or classified personnel.  It is their responsibility to uphold 
the standards, goals, and objectives of EYC and to make sure their site is operating within the parameters of the 
grant.  They are also responsible for structuring and running the small group homework help and tutoring hours 
and building positive classroom culture. These positions report directly to the Leadership Team.   
 
Teaching Artists 
We look to bring a wide range of enrichment programming to appeal to the various interests of our students and 
enhance their school day curricula. We do this through active, hands-on activities taught by professional 
Teaching Artists. These positions report directly to the Leadership Team.  Teaching Artists should check in with 
the Head Tutor daily to review student behavior and achievements.   
 
Program Assistants 
Program Assistants are the backbone of the program.  They assist in all education and enrichment activities as 
well as running snack, recreation activities, and enforce classroom management set by Head Tutor and 
Teaching Artists. Like the Head Tutors and Teaching Artists, these positions report to the Leadership Team. 
However, for general, day-to-day on-site concerns, these positions report to the Head Tutors.   
 

Contact information: 
 

Columbus State 
University 

Madeline Pieper-Wolff 
Program Director 
 

706-507-8437 
 

pieperwolff_madeline@columbusstate.edu 

Columbus State 
University 

Gina Dorman 
Parent & Curriculum 
Outreach Coordinator 

706-507-8021 dorman_gina@columbusstate.edu 
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Mission and Goals 
Mission Statement 
Our mission is to provide quality academic and arts enrichment programming in a safe, caring environment to 
at-risk youth in our community.  
 
Our program seeks to provide: 

• Academic enrichment and support in core subject readiness and success  
• Social-cognitive skill development to reduce indicators for future criminal activity  
• Educational activities for the entire family that will promote future achievement and success  

 
Goals 
The EYC Program will provide high quality and engaging enrichment activities that support students’ learning 
and development. The program will offer a variety of activities – arts enrichment programming, academics 
including math and reading, homework assistance, recreation and games, and time for the children to pursue their 
own interests – in a safe, encouraging environment.   

• Provide quality academic support to improve grades, reading levels, and test scores 
• Provide students a structured and safe environment that stresses social skill development (responsible 

behavior, respect for others, and positive attitudes) 
• Provide educational activities for the entire family 

 
Desired Outcomes 

• Demonstrate increased achievement in math and reading 
• Be exposed to long-term career and education planning with the My Child is Going to College event 
• Decrease truancy and drop-out rates 
• Decrease disciplinary problems in school 
• Reduce exposure to gang activity, sexual activity and drug and alcohol use 
• Reduce referrals to the juvenile court system 
• Increased family participation 

 
Expectations and Requirements 
Guardians may expect that: 

• Their children are cared for in a safe, nurturing environment at a low teacher/student ratio. 
• They will be informed about any misbehavior on the part of their child and meet with EYC staff to bring 

improvement in the situation. 
• They may contact and meet with the Leadership Team about concerns related to their child or the program. 
• They will be regularly informed about activities and events. 
• They will be informed promptly if their child is in jeopardy of being dismissed from the program. 

 
EYC expects that guardians will: 

• Pick up their child/children on time at 5:30pm not before (6:30pm for teen sites).  EYC staff cannot 
transport students.  If authorized pick up persons cannot be located, Muscogee County Sheriff will be 
called to transport children home. 

• Provide report cards and access to GA Milestones scores by signing the Release of Records form. 
• Contact the EYC staff if the child will not be attending the after school program for 4 or more consecutive 

days.  Students are expected to stay for the entire program day (2:15-5:30pm). 
• Be attentive of correspondence that comes from the program. 
• Be responsible for replacing any items that their child breaks or destroys if used inappropriately. 
• Registration/application information must be kept current. The guardian must provide new information to 

the EYC staff regarding emergency contacts, authorized sign-out persons, address or telephone number 
changes, and change of employers. 
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Students may expect: 

• To have a safe and nurturing environment 
• To receive respectful treatment 
• To have discipline that is fair 
• To have a staff that is actively engaged with them 
• To participate in a variety of activities 

 
EYC expects that students will: 

• Be responsible for their actions 
• Follow school rules that guide them during the day while at EYC. 
• Remain with the after-school staff at all times until released by the proper authority 

 
Family Involvement 
It is an expectation of EYC that guardians will be involved in the program.  Some possible involvement 
opportunities are:  

• Attend family nights and meetings 
• Volunteer for the program  
• Participate in family events, including My Child is Going to College and the art receptions 
• Provide input for the Advisory Council  

As a requirement of the program, guardians will also be asked to participate in a mandatory orientation where 
they can share any questions, concerns, or suggestions.  Activities/workshops that engage guardians and help with 
developing positive, lasting relationships with his/her child will be planned.  Family events will convene quarterly, 
and all guardians are urged to participate. Flyers and reminders will be shared at pick-up/sign-out.  Please access 
our Facebook (https://www.facebook.com/EYC.EmpoweredYouth/) or website 
(www.empoweredyouthofcolumbus.com) to stay up to date on activities and events. 
 
Staffing Requirements 
Columbus State University and partnering agencies will complete thorough national background checks on all 
staff and long-term volunteers working with Empowered Youth of Columbus.  Background checks include 
criminal history and sex offender registry.  These are all in compliance with the Columbus State University 
standards for background checks.  We also ensure a 10:1 student to staff ratio during academic enrichment and 
15:1 student to staff ratio during arts enrichment. 
 
EYC Recruiting Plan 
For CSU’s 21st CCLC program, EYC will target students who have demonstrated need for additional support 
beyond the school day including but not limited to:  

• students with special needs 
• students who have low grades and test scores 
• students who have not met promotion criteria to move on to the next grade  
• students with delinquency issues 

EYC Program Director will coordinate with school principals to attend registration days and open houses with 
21st CCLC displays set up in order to present the program to guardians and answer any questions.  The program 
will recruit through various channels of communication, including emails to principals and school day staff, 
representation at school verification days and open houses, school faculty meetings, flyers in school offices, and 
letters to private schools. EYC will copy and deliver paper applications to each school’s main office and Boys 
& Girls Club to ensure easy access for the guardians to apply for the program.  The application (and other 
information) is always available on the EYC website.  
 

https://www.facebook.com/EYC.EmpoweredYouth/
file://wdpt02/vol2/DEPTDATA/Continuing%20Education/CONT_ED/Programming/EYC/Handbooks/FY20%20Handbooks/www.empoweredyouthofcolumbus.com%20
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Additional effort will be made by the EYC Parent & Curriculum Outreach Coordinator to reach out to special 
education teachers and school counselors to encourage their students with special needs to apply for the 
program.   
 
Staff will consult with principals, teachers, school counselors and school family outreach staff to help review 
applications and choose students who will most benefit from the program.   
Selection will primarily be based on: 

• returning students 
• teacher and guardian recommendations 
• grade/test score data from MCSD and Boys & Girls Clubs administrators and staff  
• any additional available reports from MCSD that can show indicators of need 

 
Every effort will be made to ensure the students with the highest need have priority for the program whether in 
Muscogee County public or private schools.  The students with the highest need will be accepted first. After the 
application deadline, students will be admitted on a “first come, first serve” basis. After an EYC application is 
submitted, guardians will be called to further discuss program details. Once selected, letters of acceptance will 
be sent home and guardians will be invited to attend an orientation meeting.   
 
The location of the MCSD schools and Boys & Girls Clubs the stakeholders have chosen as 21st CCLC sites 
will aid in reaching the targeted student populations as they are located in high-density, economically 
disadvantaged areas of Columbus.   The programs primarily serve neighborhood children, although all students, 
including magnet program and private school students in target zones are eligible to apply for EYC 
programming. Certified letters are sent to private schools within the school zones served by the grant in the 
summer in order to invite school administration to a consultation meeting and offer program services to their 
students. 
 
EYC Leadership team will work with the school day teachers and administration, Head Tutors, and Directors of 
the Boys & Girls Clubs to enroll all students at the site into the program.  Parent/Guardian orientations will be 
held at all locations to explain the program and encourage participation. 
 
Student Attendance  
Accurate attendance records are very important for 21st CCLC grant purposes.  Our effectiveness as an after-
school program is measured partly by how many students attend regularly.  Attendance sheets must be kept on 
site to be utilized as the site sign-out sheet and need to be turned in weekly by the Head Tutors.  Attendance will 
be monitored by the Head Tutors and the Leadership Team. Attendance must be taken first thing every day 
and attendance sheets should never be discarded. 
 
Plan for: Dawson Elementary, St. Mary’s Elementary, Brewer Elementary, Dorothy Height Elementary, 
Martin Luther King Jr. Elementary, and Kendrick High School 
Participating students are expected to be in attendance for at least 85% of EYC sessions.  It is the responsibility 
of the parent/guardian to contact the Head Tutor or Program Director if a student will not be attending for 4 or 
more consecutive days. Students who are unable to attend program activities on a regular basis will be evaluated 
on a case by case basis and may be dismissed from the program.  In the event a student is dismissed from the 
program, the vacancy will be filled with another eligible student using the steps outlined in the EYC 21st CCLC 
recruitment plan.  Applications on the waitlist are kept on file at the EYC office.   

The importance of regular attendance is addressed in the Parent/Guardian & Student handbook, at family 
orientation nights, and through staff interaction with EYC families. 
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Attendance will be taken in the first 15 minutes of the program each day by EYC staff members. Attendance 
reports, as well as sign in/out sheets, are collected weekly and entered regularly into the CAYEN database. 
Students missing 2 days a week will receive a phone call home.  Parents/guardians will be informed when their 
child is in danger of being dropped from the program if they do not meet the 85% attendance requirement by a 
phone call.   

If there is no response and attendance does not improve, parents/guardians will be notified by letter of their 
child’s dismissal from the program, sent home through the school office/school day teacher. 

The EYC 21st CCLC program will encourage regular attendance through a variety of enrichment programs and 
field trips designed to hold the interest of the students, as well as Active Learning techniques in the small group 
homework help/tutoring hours.  The 21st CCLC program should be an atmosphere of positive learning which 
students enjoy attending. 

PLAN FOR: Boys & Girls Clubs (East and The Club) 
Students at the Boys & Girls Clubs sites are held to the same attendance standards as listed above with the 
following exceptions: 

(1) The EYC program is incorporated into the current enrollment of the Boys & Girls Clubs.  Our 
application is attached to their application, and the student is enrolled as long as they have completed 
both.  A waitlist will be maintained by BGC once the maximum amount of students have been enrolled.   

(2) Attendance is taken by the Boys & Girls Clubs staff as students arrive and entered into their system.  As 
a result, attendance reports are submitted by Boys & Girls Club directors instead of the Head Tutor. 
 

Student Arrival and Departure 
EYC does not run on MCSD “no school” days.  
When schools are closed due to inclement weather, students should be picked up immediately from school.  
Mandatory guardian orientations, field trips, and program closings will be communicated at least one week prior 
to event during student pick-up. 
 
Arrival/Sign-In 
Students are released straight from school to EYC and go to the designated meeting area where attendance is 
taken. If it is necessary for a student to stay late with his/her regular classroom teacher, the child must report to 
the EYC with a note from his/her teacher requesting that the child needs to return to the classroom. The classroom 
teacher should accompany the child back to the after school program when their session is finished. 
 
Our partners at the Boys & Girls Club of the Chattahoochee Valley and MCSD work together to provide 
transportation from feeder schools to the EYC programs at East Boys & Girls Club and The Club/Teen Center 
Boys & Girls Club. 
 
Departure/Sign-out 
Students will only be released to persons who are authorized to pick them up as indicated on the application. 
Prior written permission with the person’s name, relationship, and telephone number is required if someone other 
than the authorized persons listed on the application will pick up the child. The authorized person is required to 
show a picture ID and sign the child out on the appropriate sign out sheet. Students are not permitted to leave 
with an unauthorized adult.  
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Transportation Plan   
Transportation is not part of the EYC program.  Parents may pick up their children starting at 5:30pm at 
elementary locations and 6:30pm at high school locations.  Bus transportation is only provided for field trip 
events for EYC. 

• Buses are reserved through CSU transportation department using an eQuest. 
• Vans are available for smaller groups. Buses for up to 53 passengers are available. 
• For trips involving all sites: 

o Students are released to EYC area.  
o Attendance is taken then students are escorted to bus loading zone by EYC staff.  Attendance is 

taken again as they load the bus. 
o Depart for destination and participate in event. 
o Students load for return at destination and attendance is taken again by EYC staff before 

departure. 
o Students are dropped off at the front of the school site; EYC staff remains until all students are 

signed out and taken home by guardian/authorized adult. 
o For multiple buses: 

 Bus 1: St. Mary’s and Dawson will share a bus 
 Bus 2: East Boys & Girls 
 Bus 3: The Club/Teen Center (if applicable) 
 Bus 4: Brewer and Martin Luther King Jr. 
 Bus 5: Dorothy Height and Kendrick (if applicable) 

In the event transportation is used for approved field trips, EYC will abide by CSU transportation guidance and 
regulations during COVID-19 adjustments. CSU Coach Buses passenger capacity is reduced to 50% and has 
limited range of travel (Five hours travel time or less). 
 
Class Divisions and Daily Schedule 
Students may be divided according to appropriate grade levels and/or multi-grade levels based on the number of 
participants at that school. Classes will rotate to each activity daily. The daily schedule may vary slightly to 
accommodate the size of the program and the grade level of the students. A typical daily schedule will be as 
follows (elementary sites/teen sites): 

2:15-2:30pm/3:30pm Student arrival 
2:30-3:00pm/3:30-4:00pm Attendance, snack, academic activity, and restroom 
3:00-4:00pm/4:00-5:00pm Homework assistance/tutoring and Arts Enrichment ROTATION ONE 
4:00/5:00pm Rotate 
4:00-5:00pm/5:00pm-6:00pm Homework assistance/tutoring and Arts Enrichment ROTATION TWO 
5:00-5:45pm/6:00-6:30pm Large group activity/team/community building/character building 
5:30pm/6:30pm Guardian Pick-up/Sign-out 

If traditional instruction is determined unsafe, EYC will transition into offering virtual programming using 
Zoom during normally scheduled times 2:30-5:30pm Monday through Thursday.  Our virtual programming will 
assist with school day homework, support students school day concepts practice, and provide enrichment 
classes using compatible and appropriate platforms.  We will incorporate a tiered process.  Tier one will include 
enrichment activities.  Tier two will include enrichment activities along with homework help, academic 
enrichment, and break-out tutoring.  Tier three will include previous tiers and incorporate family engagement 
opportunities.   
 
Virtual programming will be adjusted to keep EYC programming engaging and successful to serve families to 
the best of our ability and to work towards meeting grant goals. If you do not have appropriate connectivity at 
home, you will teach at the Elizabeth Bradley Turner Center. 
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Please review our Reopening Plan available on our website for specific in person programming policies and 
procedures.  The EYC Reopening Plan has been reviewed and approved by MCSD and CSU to handle in person 
programming and any COVID-19 updates. 
 
Homework 
EYC staff will provide appropriate time for homework. We will encourage each child to use this time wisely. It 
is the student’s responsibility to make sure they bring homework and ask for help.  EYC staff will make every 
effort to assist as much as possible; however, the student is responsible for coming prepared with the necessary 
assignments. There is no guarantee that all homework will be completed every day as homework amounts and 
student dedication can vary.  EYC will collaborate with school day teachers to serve students best. 
 
Behavior Plan/Discipline 
Students are entitled to a pleasant and harmonious environment at the EYC after school program. Reasonable 
efforts will be made using positive reinforcement and management methods to assist children in adjusting to the 
program setting. Staff will track student behavior weekly.  If positive reinforcement and management methods 
are ineffective, the EYC staff will deal with chronically disruptive behavior in the following manner: 
  

• 1st offense (written warning) – EYC staff talks with the student and documents incident using Behavior 
Reflection Sheet.  EYC staff reviews Behavior Reflection Sheet with the student.  Head Tutor fills out 
Warning Letter to accompany the Behavior Reflection Sheet.  Head Tutor will check off 1st offense box 
on the bottom of the Warning Letter.  Head Tutor must scan or copy both papers then review with guardian. 

• 2nd offense (written warning) – EYC staff talks with the student and documents incident using Behavior 
Reflection Sheet.  EYC staff reviews Behavior Reflection Sheet with the student.  Head Tutor fills out 
Warning Letter to accompany the Behavior Reflection Sheet.  Head Tutor will check off 2nd offense box 
on the bottom of the Warning Letter.  Head Tutor must scan or copy both papers then review the offense 
and the Behavior Contract with guardian.   

• 3rd offense (written warning resulting in a 1 day suspension) – EYC staff talks with the student and 
documents incident using Behavior Reflection Sheet.  EYC staff reviews Behavior Reflection Sheet with 
the student.  Head Tutor fills out Warning Letter to accompany the Behavior Reflection Sheet.  Head Tutor 
will check off 3rd offense box on the bottom of the Warning Letter.  Head Tutor must scan or copy both 
papers then review with guardian.  Head Tutor will compile all previous warning letters and discuss 
suspension day with guardian.  Discuss consequences of the 4th offense. 

• 4th offense (suspension for 3 days) – Head Tutor will prepare the Suspension Letter indicating details 
of the offense.  Head Tutor will discuss suspension with guardian.  A guardian meeting will be set-up with 
the Leadership Team as support. 

• 5th offense (dismissal from program) - EYC Head Tutor and Leadership Team will speak with the 
guardian to discuss the student’s dismissal from the program for the remainder of the year. 

  
Severe violations, especially violations that harm another person or property, may call for immediate 
suspension/dismissal on a first offense. Guardians will be notified prior to any dismissal decision.  
CORPORAL PUNISHMENT IS PROHIBITED AND SHALL NOT BE ADMINISTERED.  We also 
respectfully ask that if you administer this kind of punishment that you do so privately and off school/site 
premises. 
 
Suicidal Threats Reporting 
Educators should take any talk of suicide seriously. Suicide threats should be reported to the EYC Program 
Director verbally followed up in writing via email communicating all details learned. The Program Director will 
then contact the school Principal and follow the school’s procedure for handling suicide threat incidents.  
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Personal Property 
Personal property such as coats, clothing, school bags, etc., must be taken home daily. Any personal property left 
at the program will be placed in a “Lost and Found” area on site. Although EYC staff attempts to help children 
stay organized, EYC will not be responsible for lost or broken personal property. EYC will not be responsible for 
stolen or traded property. It is recommended that students not bring money, electronics, toys, food, or other items 
not necessary for program activities without permission. 
 
Student Evaluation 
EYC will evaluate the progress of the students by their test scores, report cards, attendance, and discipline records.  
Students are required to provide a copy of their report cards each grading period.  In the spring, surveys will be 
administered in order to obtain guardian and school day teacher opinions of the program. Guardians are asked to 
please take the time to complete the surveys, as they are an important means of helping us better serve our students 
and families.   
 
Communication Plan  
Communication with School Day Teachers 

• Compile names of student’s school day teacher from application 
• Acquire teacher email addresses from school staff 
• Contact school day teachers regularly regarding: 

o Recruiting and acceptance to program 
o Homework expectations and assignments 
o Student progress  

• Provide copies of monthly EYC newsletter to all teachers 
• Attend faculty meetings to introduce Leadership Team and Head Tutor 
• For the Boys & Girls Clubs, EYC Leadership will work with directors to collect the names of schools 

and teachers that all students are working with and send email contact with student names that are 
enrolled in the program and follow-up regarding progress reports and grades to find areas of need. EYC 
Head Tutors should complete communication log when conversations occur.  Copies of emails are 
support documentation.   

 
Principal Communication 

• Leadership Team will meet with principals biannually to discuss room assignments, scheduling, and 
recruiting; additional meetings scheduled as needed 

• All principals are invited to advisory board meetings and encouraged to attend  
• Email regular updates regarding staff changes and roster changes 
• Communicate all parent and extra-curricular events by email 
• Copy principals on all evaluations and reports 
• EYC Program Director will send a monthly email with Moments that Matter, pictures, EYC newsletter, 

and reminders for future events 
 
Parent Communication 

• Create email database and begin email contact with parents (EYC Leadership Team will contact parents 
for acceptance and attendance issues via phone and letter home through school avenues) 

• Send communication home regarding recruiting, acceptance to program, parent events, field trips, and 
behavioral or academic updates 

• Send paper copy of newsletter and electronic copy to email database 
• Keep website and Facebook page updated with newsletters, handbook, calendar, etc. 
• Create a bi-annual EYC newsletter that shares information from all EYC sites so parents understand the 

scope of the program. 
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• Head Tutors update parents regularly (positive comments and concerns) at sign-out time and note 
conversations on parent communication log 

 
Communication with parents with limited English proficiency 

• Utilize EYC Leadership staff to help with phone calls and create translated documents to follow all of 
above plan for parents with limited English proficiency 

• Seek and utilize bilingual staff 
 
Health and Safety 
Students with Medical Conditions 
Guardians are required to provide complete medical information and background as part of the application 
paperwork on any child who has a chronic or temporary medical condition. The completed form will state the 
medical condition, medications taken, how to treat/handle the medical condition, and any additional information 
needed to ensure the safety of the child. 
 
Emergency Preparedness Plan (EPP)  
Emergency Contact Information for students & staff:  
All student and staff emergency contact information is located at each site and at the EYC office at CSU. 
EPP Location:  
All emergency preparedness plans are kept in the EYC office, in each site binder, and in staff and student 
handbooks.  
Communication of EPP:  
The EPP is communicated to all EYC staff at Staff Orientation.  It is also shared with guardians and students at 
family orientation.  Students and staff are regularly reminded of the EPP during the safety drills conducted 
twice per semester.  The EPP is also available on the EYC website. 
Records of drills:  
Fire, Tornado, and Lock-down drills are conducted twice per semester to ensure everyone is aware and 
confident of what to do.  
 
Accident & Emergency Procedures  
Accidents and Injuries  
All accidents that occur during an EYC program activity are reported to the Head Tutor. If the accident requires 
more than basic first aid, the Head Tutor and Program Director should be contacted immediately. The staff 
member present during the incident should fill out an incident report (located in site binder).  In those cases 
which are serious enough to warrant immediate communication, guardians will be contacted. If EYC staff are 
unable to reach a guardian, the emergency phone numbers from the EYC application are called so that someone 
is informed of the child’s condition.  

When an emergency occurs and guardians or emergency contact person cannot be reached, an 
ambulance is called.   
Under no circumstances should EYC personnel transport anyone to the emergency room. 

Emergency Procedures  
In the event of an accident or injury to a staff member, volunteer, or student the following procedures should be 
followed. 

1. A staff member will calmly and safely direct others surrounding the injured individual away from the 
area where the incident occurred. Every effort should be made to keep the crowd away to avoid 
embarrassing the injured.  
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2. A staff member evaluates the injury and takes action as necessary based on the nature of injury available 
(i.e. immediate first aid/CPR; apply first aid; dismiss the injured; recommend an ambulance, etc.) The 
staff member should request additional staff assistance as needed. 

3. If further medical attention is needed, a staff member calls the guardian and asks if an ambulance is 
desired. It should be noted on the accident report if an ambulance is desired or if an ambulance is not 
wanted.  

4. Only the Head Tutor directs additional staff or calls the ambulance. If an ambulance is requested:  
a. Dial 911. 
b. The Head Tutor should slowly identify himself/herself, the facility, and the phone 

number. 
c. Describe how the accident happened, how long ago, what treatment has been given, etc.  
d. Inform the ambulance service of the facilities location. 
e. After the ambulance service ends the telephone call, send a person to lead them in with 

directions for the ambulance, and another person to clear the route for them.  
f. Reverse the procedure above for the ambulance leaving.  

5. An accident report is completed immediately by the staff member present during the incident. 
Information for the report is obtained in an appropriate manner, but do not further burden the injured.  

6. The accident report is turned into the EYC administrative office.  
7. In case of severe or life-threatening accidents, the EYC Program Director should be contacted 

immediately after 911.  
8. Accidents and surrounding circumstances are not to be discussed with other participants, guardians, or 

the media. Refer all questions to the EYC administrative office at 706-507-8437.  
9. Restore order and carry on programming.  
10. Bad Weather and fire emergency procedures should reflect those of the Muscogee County School 

District. Immediate action should take place and 911 should be call when appropriate. In the case of a 
fire, evacuation should occur immediately and students should all be accounted for.  

11. In the case of an intruder or suspicious person, authorities should be called and students should be taken 
to a safe location or secured in current rooms. 

 
SAFETY DRILLS  
Fire Drills/Building Evacuation Procedures  

1. A fire alarm will sound.  
2. At the sound of the alarm, students are to form a single file line in the program area and await 

instructions. Head Tutors must take their EYC binder with registration forms and sign in/out forms with 
them as they evacuate with their students. Program area doors and windows should be left closed.  

3. Use the program area emergency door to exit the building quickly and quietly. Absolute silence is to be 
observed throughout the evacuation, including the return to the building once the evacuation is over.  

4. For those rooms with no emergency doors, staff should feel the classroom door for heat and then if safe 
check the hallway for fire. If there is no heat or other sign of fire then staff may take students out this 
door and into the hallway. It is imperative that students and staff go quietly outside so that directions can 
be given and heard, if needed. Absolute silence is to be observed throughout the evacuation, including 
the return to the building once the evacuation is over.  

5. If the program area door cannot be used as an exit, then the staff must evacuate the class through the 
emergency window. A chair is to be placed in front of the window. One staff member should pass 
through the window to the outside.  An additional staff member should assist each child onto the chair 
and over the window ledge to the staff member outside. Students should immediately move away from 
the building and go to the designated evacuation area. The remaining staff will exit out of the emergency 
window once all of their students have been evacuated. Absolute silence is to be observed throughout 
the evacuation including the return to the building once the evacuation is over.  
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6. Once at the designated evacuation area, staff should walk down their line of students as they call roll in 
order to visually verify that each child is accounted for. Do NOT just count heads.  

7. No children, guardian(s), visitors, teachers or other personnel are to remain in the building during a fire 
drill or school evacuation. If someone is missing, notify the Head Tutor immediately.  

8. While waiting for the signal to return to the building, staff will actively supervise their students. 
Students should remain together in a straight line. Absolute silence should be observed. 

 
Severe Weather Drills  

1. Students are to form a single file line in the program area and await instructions. Head Tutors must take 
their registration forms and sign in/out forms with them as they move students to a safe area inside the 
school building.  

2. Hallways away from outside doors, bathrooms, and rooms with no windows inside the building are safe 
areas to be used in the event of severe weather. Keep away from glass doors and windows.  

3. Once students are at a designated safe area they must assume “tornado” position. Students should kneel 
on the floor facing a wall, draw their knees up under them, and cover the back of their heads with their 
hands.  

4. Once everyone is in the “tornado” position, staff should walk down their line of students as they call roll 
in order to visually verify that each child is accounted for. Do NOT just count heads.  

5. While waiting for the all-clear signal, staff will actively supervise their students.  
6. Absolute silence is to be observed throughout the severe weather drill. This silence is to be maintained 

as students are escorted back to their classrooms after the all-clear signal has been given. 
 

Lockdown Procedures  
1. When lockdown is called, look quickly outside your door and bring in any students or adults in the 

hallway into the room. Lock the door, turn off the lights, and move students to a corner of the room 
away from the program area door. Students must remain still and quiet.  If the door can’t be locked, 
quietly move something in front of the door to block entry.   

2. Staff should quietly take the class roll by visually scanning for each child. Students should not verbally 
respond to the roll call. If all students on a staff’s roster are accounted for, the staff should slide the 
green card under the classroom door so that just a corner is visible to those in the hallway. If any 
students or adults are missing from the classroom the staff should slide the red card under the classroom 
door so that just a corner is visible to those in the hallway. If any students and/or adults were brought 
into a program area at the beginning of the lockdown the teacher should slide the yellow card under the 
classroom door.  

3. Students walking in the hall when a lockdown is called should do one of the following:  
• If the program area is close by, then the staff should lead students to that area as quickly and 

quietly as possible.  
• If the program area is not close by, then the staff should lead students to the nearest room and 

lock the door, turn off the lights, and move student(s) to a corner of the room away from the 
program area door.  Remain still and quiet.   

4. The Head Tutor will personally come to your door to release you from the lockdown saying “all clear”. 

Coordination with Emergency Responder  
The EYC program follows the local emergency system.  

• Call 911 to report the incident/emergency and follow any instructions given. 
• Call EYC Program Director to inform about the incident/emergency.  

 
A member of the Leadership Team will go to the site to provide assistance to the staff.   The Head Tutor will 
gather necessary information, to make sure that all emergency procedures were followed and incidents are 
recorded.  
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Coordination with Appropriate Local, State and Federal Governmental Authorities  
Coordination with both the local and state authorities occur on case by case basis in reference to a participant or 
staff emergency. Frequent visits from our evaluators provide opportunities to communicate about safety and 
health concerns/reminders.  
 
Evacuation of Persons with Mobility Challenges and other Special Needs  

• Before the program begins, we identify who within the program may need special assistance with 
evacuation.  

• In the planning process, EYC staff consults with the school district special needs support systems.  The 
student and his/her family or the staff members with these challenges are involved in the planning 
process for evacuation. 

 
First Aid Kits and Evacuation Maps 
EYC has a First Aid kit on site in the case of an emergency.  All sites provide EYC with a map with evacuation 
exits which is kept in the EYC binder and displayed on the mobile bookcase as well as being the last page of the 
EPP. 
(Please see maps at the end of this handbook) 
 
 

 
 

Program Policies 
 

Internet and Technology Usage for Staff and Students 
I. Personal Responsibility and Safety.  

1. I know that school computers, private or personally owned devices and Internet communication tools 
must be used properly and with respect. 

2. I understand that using school computers, private or personally owned devices, and accessing the 
Internet is a privilege that is earned. 

3. I understand that all the rules described in my school's discipline policy and this AUP apply when I am 
using computers and private or personally owned devices at school and whenever I’m using MCSD’s 
eLearning solutions, even from home. 

4. I understand that I must access the computer and the school Internet with my MCSD user name and 
password and will not share that with anyone except my guardians, teachers, or administrators. Any 
other sharing of passwords is a violation of the AUP. 

5. I will immediately stop and tell the teacher or adult in charge if anything happens on the computer or on 
the Internet that does not seem right or makes me feel uncomfortable (inappropriate, offensive, illegal, 
any act of bullying or action that violates the AUP). 

6. If I find something that is not appropriate on the Internet, I will leave it right away and tell a teacher or 
adult 

7. I will not show other students inappropriate content and I will report any misuse of the computer, private 
or personally owned devices, or the network to a teacher or principal. 

8. I will take care of the computer and all technology equipment as if it belonged to me. 
9. I understand that the district keeps a record of everything that is done on the computers and that things 

done on the Internet can be traced back to the person who did it. 
 
II. Inappropriate Uses.  

1. I understand that school computers and private or personally owned devices shall be used only for 
educational purposes and learning. 
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2. I will only use school computers and private or personally owned devices for classroom work assigned 
by the teacher. 

3. I will not damage the computer nor load any viruses or spyware onto the computer or network. I 
understand this would be considered a form of vandalism. 

4. I will not attempt to bypass security measures on the district network. 
5. I will not log into the computer or network with someone else’s username and password. 
6. I understand only the MCSD approved vendor may perform repairs, in accordance with Property and 

Risk Management protocol. 
7. For purposes of BYOD, I understand that I am responsible for all repairs and support for my private or 

personally owned device. 
 
III. Digital Citizenship. 

1. I will treat people with respect when using the computer and accessing the Internet. 
2. I will not threaten, insult, gossip, tease, or treat others with cruelty while I am online or using a 

computer. I understand this type of behavior is a form of bullying and will not be tolerated and will be 
punished and result in the loss of privileges, as well as any other appropriate sanctions. 

3. I will respect other students’ work on the computer all devices. I will not copy, change, or remove 
another student’s work from the computer any device, the school network, the Internet or My Big 
Campus. 

4. I will tell a teacher or administrator whenever I encounter anything on the Internet that I think may be 
inappropriate or a violation of school policies. I will do this in person and/or by using the “flagging” 
option in the eLearning solutions. 

5. I will not copy information and use it as if it were my own without giving credit to the author and/or 
source. I know that failure to properly cite my sources of information is considered plagiarism, a form of 
cheating, and, in some instances, also a violation of copyright laws. 

 
IV. Online Behavior:  

1. I will follow these guidelines when using MCSD’s eLearning solutions and the Internet, to include 
electronic mail. 

2. I understand that things I post in my eLearning environment may be seen by everyone at school and at 
home, and things that are posted on the Internet can be seen by everyone in the world. 

3. I will not share personal information (either my own nor another student’s) including: references to 
where I live, details about family or friends (including names), my age, birthday, home address, or 
telephone number, on any of MCSD’s eLearning solutions, or on the Internet, as required by COPPA. 

4. I understand that once information has been posted online, or in a blog, it cannot be completely taken 
back. Even if a post is deleted, there could be older versions that were automatically saved that can be 
viewed, copied and disseminated. 

5. I will consider whom I am communicating with and think about how they might interpret my words. 
6. I will give constructive criticism and comments in order to help people and not humiliate or offend 

them. 
7. I will use respectful and appropriate language without swearing, name calling, or causing others to feel 

uncomfortable due to their gender, race, appearance, behavior, or beliefs (These are actions that could be 
considered harassment or bullying). 

8. I understand that authorities have ways of tracking anything that is posted on the Internet back to the 
computer or person that posted it even if the person never uses their own name or leaves any personal 
information. I understand that anything I post on the Internet could eventually be linked to me. 

9. I will only post information that I can verify is true and I will not spread gossip about other students. 
10. I will make sure my comments and discussion responses are related to the purpose of the original post 

and directed toward the author. 
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11. I will not impersonate others nor try to trick people into thinking what I wrote was done by someone 
else. I understand that this could be a form of bullying and harassment. 

12. I will ask my teacher for clarification whenever I am in doubt about any of the rules or guidelines. 
 
V. Data Storage 

1. I will always be prepared for the possibility that computers or access to the network may not function on 
any given day, and that files on the district’s servers may become corrupted or lost.  

2. I will be responsible for backing up my own files on my own media, as the district does not store 
backups of the student files on its servers. MCSD does not archive or backup student email 

 
VI. Privileges.  

• I understand that using the computer network is a privilege I must earn and maintain. It is not a right. If I 
fail to use the computer properly or treat others respectfully online, I will lose that privilege and face 
disciplinary actions and my guardians will be notified. 

 
Sanctions for Misuse 
Use of the Internet and any private or personally owned devices is contingent upon compliance with state and 
federal laws, district regulations, and the user responsibilities outlined in this document. 

• Violations may result in a loss of some or all privileges. 
• Specific disciplinary actions involving student misuse will be determined at the school level in 

accordance with Board of Education Policies and the Muscogee County School District Behavior Code. 
 
The use of technology to provide educational material is not a necessity but a privilege. A student does not have 
the right to use his or her laptop, cell phone or other electronic device while at school. When abused, privileges 
will be taken away. When respected, they will benefit the learning environment as a whole. 
 

Fiscal Policies 

Process of Reporting Fraud, Waste, and Abuse 
Anyone suspecting fraud, waste, or abuse involving Department of Education funds should call or write: 

1. Columbus State University Leadership, or 
2. Georgia Department of Education  

Office of Legal Services  
1852 Twin Tower East  
205 Jesse Hill Jr. Drive SE Atlanta, GA 30334  
Telephone: (404) 232-1066  
Email: sdrake@doe.k12.ga.us  
or  

3. Contact the Office of Inspector General’s Hotline (choose the method of contact which best suits you):  
Call the OIG Hotline's toll-free number 1-800-MIS-USED. The Hotline's operating hours are Monday, 
Wednesday, and Friday 9:00 am until 11:00 am, Eastern Time; Tuesday and Thursday, 1:00 pm until 
3:00 pm, Eastern Time except for holidays OR  

4. Complete and submit a Complaint Form (English, Española)  
To ensure complete anonymity, download a hardcopy of the special complaint form, complete, and mail 
to:  

Inspector General's Hotline  
Office of Inspector General  
U.S. Department of Education  
400 Maryland Avenue, SW  
Washington, DC 20202-1500 
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Equipment Management Procedure  
When equipment is purchased that needs to be recorded on the inventory list: 

1. Items are logged on the F10 Inventory spread sheet 
2. Items are labeled with a sticker 

21st CCLC 
Item Description 
EYC # 
*If item is too little for the sticker, it is labeled in permanent marker with 21st CCLC EYC #. 

3. Items are signed-out using the supply check-out log 
4. F10 Inventory spread sheet is updated to reflect the new location and person responsible for item 

When items are checked back into the EYC office at the Continuing and Professional Education Elizabeth 
Bradley Turner Center, the responsible staff member signs the supply check-out log confirming item has been 
returned and an EYC Leadership team member checks that the item is in good working condition. The F10 
spread sheet is updated to reflect the new accurate information. 
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Safety Maps 
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AFTER SCHOOL PROGRAM 
 

Parent/Guardian and Student Handbook 
 

2020-2021 

             
 
Please sign and return this page to the Head Tutor upon completing the 
handbook.  
 
I have read and understand the Empowered Youth of Columbus Program Handbook. My child and I agree to 
abide by all of the policies and procedures mentioned within.  
 
The most current Parent/Student handbook is always available at empoweredyouthofcolumbus.com.   
 
Student Name (PRINTED): ____________________________________________________________________ 
 
Parent/Guardian Name (PRINTED): ____________________________________________________________ 
 
Signature: ___________________________________________________________________________________ 
 
Date signed: _________________________________________________________________________________ 
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