Instructor Procedure Sheet
· Registration confirmation has been sent to the parents.  Parents were also sent a questionnaire to provide more information on student skill needs; if a parent completes this, we will forward you the information.  
· Please assure that the school office and principal have your program registration list and student information.
· To ensure the safety of our students, please meet the students at the school entrance.  Please have a sign posted at the school entrance for any late students.  Please escort students to the front entrance at the end of each class. 
· Please take attendance.  If a student is absent with no notice, a staff member must call the parent’s number(s) immediately to confirm.  Please keep student contact information at hand at all times.
· Please do not take walk in registration.  If a student shows up with out prior notice please ask them to return for the next session.  This is to ensure appropriate staffing and time to obtain necessary emergency information.
· If a child needs access to medications after-school, please be aware that there is no school nurse on-site and medications in school offices are locked.  Parents are responsible for assuring the appropriate arrangements and information is provided to the instructors.  School personnel or instructors cannot dispense medication.  If there is an emergency, 911 will be called. 
· Please notify corsefoundation@comcast.net if parents pick students up more than 10 minutes late.   There is a late pick up policy and fee.
· If there are any staffing issues during the program, please contact Kristen Ryan.  If you know you or one of your staff are going to be absent on a scheduled day please let Kristen know as soon as possible to secure a substitute.
· There are no classes on official school holidays, please reschedule a make-up class.  If school is cancelled for weather or emergent reasons, there will be no class that day.  Every effort should be made to reschedule for school cancellations, but make-up classes are not guaranteed nor fees reimbursed.  If a class falls on a professional early release day, you need to inform the parents if the class will still run or if it will be rescheduled. 
Required Links to be posted on CORSE Website:

1. Syllabus and Policy Sheet

2. Curriculum Handouts

Required Follow-up Reports:

1. Student Feedback Template to Parents

2. CORSE Follow-up Report and Invoice with Receipts
