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Request for Change in Schedule

	Child’s Name:
	

	Today’s Date:  
	

	Month to take effect:
	

	Current schedule:  
	

	Requested schedule: 
	


Arlington After-School Program Change in Schedule Policy

· All changes are made on the basis of availability and require 30 days advanced notice. 
· We cannot guarantee that a change you request on this form will be fulfilled.  

· It may take several days for AASP to determine if a place is available. 
· If you drop a day and later request a change to add it back, you will be placed at the bottom of the waiting list for that day, if there is a waiting list. 
· Request for Change in Schedule forms must be submitted by the first of the month to take effect the following month. For example, requests submitted by October 1, if approved, will take effect November 1, but requests submitted on October 5, if approved, will take effect December 1.  

· AASP operates on a monthly schedule and all changes are processed for the first day of the appropriate month. AASP does not pro-rate partial months.
· The reason for this clarification of policy has to do with safety.  We want to make sure that your child is accounted for.  We need to make sure the school teachers know about the change, that we have your children entered into groups, and that the changes are entered correctly on the AASP attendance sheets.

