
SPOTLIGHT ENRICHMENT 
PROGRAM POLICY & GUIDELINES 

 
Thank you for participating in our afterschool enrichment program at Farragut Elementary School. We 
have updated our policies and student code of conduct and require that parents/guardians review and 
agree to this policy during registration in order for your child to participate in our program. These policies 
and guidelines are in place to ensure a safe and fun learning environment for all participants in the 
Spotlight Enrichment program. 
 
Registration, Cancellations and Refunds 
 

Payment:  Only credit card payments are accepted online. If you are unable to pay online for any 
reason, please contact Ai at spotlightenrichment@gmail.com to arrange payment in person. 

 

Late Registration:  Late registration may be available if the preferred class is not sold out and only if 
approved by the instructor. There will be a $25 late registration fee. There are no prorated rates for 
late registrations. 

 

Refunds: There are no refunds or credits for missed classes. If an instructor cancels/misses a class 
with no notice, a credit for the class will be given to be used towards a future session. If you wish to 
drop a class, refunds will be issued accordingly: 

 

- A full refund will be given if dropped within the first 2 weeks of the session.  
- A 50% refund will be given if dropped during weeks 3 and 4.  
- There will be no refunds if you drop a class during week 5 or later. 

 

Class Changes: We want your child to love their chosen class and will allow changes within the first 
2 weeks of the session as long as there is space available in the preferred class. The tuition cost 
difference will either be refunded or invoiced. During week 3, changes will have to be approved by 
the new teacher and coordinator, if there are still available spots, and a $25 change fee will be 
charged. There will be no changes allowed during week 4 or later. 
 

Financial Assistance: Need based financial assistance may be available to students on a case by case 
basis. For more information, please email Ai at spotlightenrichment@gmail.com. 
 

Aftercare: If your child is enrolled in aftercare, please provide the correct aftercare program your 
child is attending when creating profiles and registering for classes. There are currently 6 different 
aftercares, if you're unsure which one your child attends, please call the OCD office. 
 

Spotlight Procedures 
 

 

After School: TK and Kinder students will be escorted by staff between their classes and the 
cafeteria. Teachers will have a list of students enrolled in classes that day. 1st - 5th grade students will 
responsible to walk to the cafeteria on their own. **Aftercare students should check in with 
aftercare BEFORE heading to the cafeteria! (Please pack an extra snack on Spotlight days. 
Students are typically hungry after school and the short break before Spotlight classes begin is the 
perfect time to enjoy their snacks.) 
 

After Spotlight Classes: All students will return to the cafeteria after their classes to be picked up or 
escorted to their aftercare. A parent or guardian must sign them out on the sign-out sheet before 
leaving. TK - 2nd grade students going to aftercare must go to their designated area in the cafeteria 
and wait to be escorted to their aftercare by staff. 3rd - 5th grade students going to AFTERCARE 
ONLY may sign themselves out and CHECK WITH MISS MARIA before leaving for their aftercare. 
**If you allow your older grade students to sign themselves out to walk home alone, please let Ai 
know. PLEASE BE ON TIME FOR PICKUP. If a parent repeatedly arrives late for pickup, late 
penalties will apply. 
 



Canceled Classes: Instructors are responsible for sending a substitute to cover their class should the 
need arise. In the case of a last minute emergency where a class must be canceled, we will email 
parents as soon as possible. Aftercare students will be sent directly to aftercare. All others should be 
picked up at the end of the school day. On these rare occasions, if the student is not at their usual pick 
up place after school, please check the cafeteria or ask staff members. 
 

Absences or Change of Schedule: If a student will be attending the regular school day but NOT their 
scheduled Spotlight class, or if there are any changes to aftercare or regular pick up procedures, 
parent must notify Spotlight Enrichment beforehand so the location and safety of the student is 
always accounted for. 
 

Student Code of Conduct and Discipline Procedures  
 

Students must respond to instructors, afterschool aides and their peers in a respectful manner. 
Appropriate language is expected. Profanity and physical violence will not be tolerated. Any repeated 
behavior may cause expulsion from our program.  
 

Students must remain in assigned area unless given permission to go to the restroom. This includes 
the cafeteria before and after classes as well as assigned class location. 
 

Students must respect school property. Vandalism will not be tolerated and parents/guardians will be 
financially liable for any repairs of property damage caused by the student.  
 

The following discipline procedures will be followed and enforced by instructors and staff: 
 

- First infraction – Verbal warning will be given to student. Parent may be notified depending on 
severity of the incident.  

- Second infraction – Written incident report will be filed. Parent will be notified.  
- Third infraction – Written incident report will be filed. Parent will be notified. Student may be 

removed from the class at the discretion of the instructor and/or staff.  
 

Spotlight Enrichment reserves the right to refuse participation in enrichment classes based on 
previous behavior issues. 

 
Waiver of Liability 
 

I understand and acknowledge that by reading and agreeing to this policy and waiver during 
online registration, I am consenting to my child’s participation in the enrichment program and 
on behalf of my child assume any and all risks associated with participating in the program. By 
doing so, I hereby release Spotlight Enrichment LLC, Farragut Elementary School and Culver 
City Unified School District and its officers, agents, representatives, employees and volunteers 
from any liability resulting from my child’s participation in this program.  
 

In case of a medical emergency, I authorize representatives of Spotlight Enrichment to see that 
my child receives any emergency medical treatment that may become reasonably necessary. I I 
agree that my own personal medical plan will be used in the event that third-party medical 
treatment is required. 
 

I understand I am waiving, releasing and forever discharging any and all claims for injuries, 
damages, losses, demands, suits, payments, actions, and judgments of every nature and 
description for injuries sustained or suffered or by reason of any act or failure to act, activities, 
or events of services. I fully understand that if my child is injured, this waiver will be used 
against me and anyone else claiming damages because of my child’s injury or any other 
incident in legal action.   
  
I certify that I have personally read and understand this waiver and release. I have also read 
and agree to the Program Policy and Guidelines including the discipline procedures as 
described above. 

 


