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Types of Programs 
 
 What kind of program(s) can I list in the New Jersey Afterschool Directory? Are there 

any limitations? Can for-profit organizations register? What about programs that are not 
licensed or accredited? 
 
The New Jersey Afterschool Directory is for afterschool, before school, school vacation, 
and summer programs for school-age children.  This includes programs run by both non-
profit and for-profit organizations. 

 
The directory is for programs that are licensed by the New Jersey Department of 
Children and Families Office of Licensing or license-exempt programs.  Many programs 
run by schools or districts are license-exempt.  For a definition of license-exempt 
programs, please see http://nj.gov/dcf/divisions/licensing/CCCmanual.pdf. 
 
New Jersey After 3 (NJA3) and Public Services Enterprise Group (PSEG) do not 
endorse or recommend any programs or organizations listed in this directory.  The 
responsibility for providing and maintaining accurate directory listings rests with the 
afterschool providers.  Parents, guardians, and others are encouraged to contact 
programs directly and look for key indicators of quality.  
 

 Can I post my program even if only some children are eligible to participate? 
 
Yes.  Within the program profile section you have the ability to identify which children are 
eligible for participation. 
 

 



Creating a Login for New Users 
 
 Whose name do you want? The person entering the information or the program 

administrator if I am not that person? Will this information be in the directory? 
 
When creating a new login, create it for yourself.  If someone other than you will be 
administering the program entry, you will have the opportunity to indicate that and enter 
their information during the program profile management process.  Only information 
entered in the program profile will be listed in the directory. 
 

 
Initiating a Program Profile 
 
 What is a Program Profile? 

 
Each program listed in this directory has a profile. There are a series of questions, 
grouped into sections, about different aspects of the program. As a provider of 
afterschool programs, you are responsible for entering and maintaining accurate 
information in this online system. 
 

 Can I fill out the directory listing over time? Do I have to continue once I start? 
 
You can complete your directory listing in your own time.  You can enter and submit your 
program profile all at once or do it in stages over time.  Once you begin a directory listing 
you have the ability to “Save & Exit” to save the information you have entered so far and 
leave the directory until you are ready to return to finish at another time.  The program 
profile is not reviewed or considered for inclusion in the directory until you go through the 
“Submit for Approval” screen. 

 
 Will I be able to change my answers later? Even after I’ve submitted the application?  

Even after it’s been approved to be listed in the directory? 
 
Yes.  You can return and edit your program information at any time. 
 

 Is there any charge to list my program in the directory? 
 
No.  The New Jersey Afterschool Directory is a free, online resource for information on 
afterschool programs statewide. 
 

 What do I do if I don’t already see my organization listed in the directory? 
 
There is a place to enter new organization information if it does not already exist in the 
directory.  When you create a new login and are taken to the Welcome page there is a 
place to indicate whether you are associated with an existing organization or need to 
enter a new one.  After you select that you want to enter a new one, you are taken to a 
screen where you can enter your organization details before you begin your program 
profile. 
 

 I see that my organization information is wrong, but I don’t see a way to change it.  What 
can I do? 
 
If you do not see an “Edit your organization” link next to your organization name, please 
contact the Organization Administrator, who is usually the Executive Director or Primary 
Contact listed below your organization’s name.  You can also contact 
info@njafterschool.org.  



 
 What is the difference between an Organization Administrator and a Program 

Administrator? 
 
An Organization Administrator has the ability to add/edit information for the Organization 
Profile.  Program Administrators have the ability to add/edit information for individual 
program profile entries.  An Organization Administrator may also be a Program 
Administrator. 

 
 When I login and see my programs I see an option to “copy.”   What is that for? 

 
This feature allows you to use an existing program entry as a template for a new 
program profile.  When you click “copy” a duplicate entry will be created from the existing 
program entry, which you can then go into to edit. 

 
 
 



Entering / Editing Program Entries 
 
 Profile Manager: What does it mean when I am asked whether I will be administering 

this program?  Does this refer to the actual program or the program listing in this 
directory? 
 
If you select this option, you will be the only one who has access to make changes to 
this program listing in the directory.  It refers to the program listing and not the actual 
program. 

 
 Program Description: How long can this answer be? Can I attach documents that 

address these questions? 
 
The Program Description is limited to 300 words.  The ability to attach documents does 
not exist at this time.  Please copy and paste your information into the field provided. 

 
 Population Served – Program Enrollment Capacity: Please provide the number of slots 

at this site. Is this the number of slots or available slots? 
 
This is the total enrollment capacity for the program.  In the next question (Actual 
Enrollment) you will have the opportunity to enter how many slots are taken. 

 
 Fees: How long can this answer be? Can I attach documents that address this question? 

 
The Fees field is limited to 100 words.  The ability to attach documents does not exist at 
this time. Please copy and paste your information into the field provided. 

 
 Schedule: Is there a limit on the number of words? 

 
The Schedule field is limited to 100 words.  The ability to attach documents does not 
exist at this time. Please copy and paste your information into the field provided. 

 
 Services – Transportation: Can I attach transportation schedules somewhere? 

 
The ability to attach documents does not exist at this time. Please use the fields 
provided to list your transportation information. 

 
 Staffing: What if there is more than one site? 

 
Please answer for the site for which you listed the address and location in the general 
information section. 
 

 Staffing: Why do you want to know staff salaries if they are not included in the directory? 
 
Salary information is collected for research purposes only. 

 
 Budget and Funding: Why do you want to know annual program budgets if they are not 

included in the directory? 
 
Budgeting and funding information is collected for research purposes only. 
 

 Cost per child per year: Why do you want to know cost per child per year if this is not 
included in the directory? 
 
Child cost information is collected for research purposes only. 



Submitting a Program Profile for Approval 
 

 When will my program profile appear online? 
 
Your program profile will NOT be visible to the public through our website until you click 
"Submit for Approval" and your program listing has been approved by a system 
administrator. 
 

 After I fill out my program profile and submit it for approval, when will my information be 
published? 
 
After your program profile has been reviewed and approved by a system administrator, 
your program will be listed/updated in the directory.  You can expect to see your listing 
online in approximately two weeks. 
 
Please note:  The New Jersey Afterschool Directory is only accessible to afterschool 
providers at this time.  It will be available to the general public in Spring 2008. 
 

 Does someone review my information first? 
 
A system administrator reviews your information before your program profile is published 
online. 
 

 Can I delete a program from the directory once the program is full? Can I save the 
information for later, when there might be more openings, and post it again then?  

 
The best way to handle this situation is to indicate in your program description that your 
program is full as of a particular date. 
 

 How will people using the directory find my organization? How is it organized? 
 

There are several ways people can search the directory.   They can search by location 
or program/organization name.  They can also search for programs that offer specific 
activities and/or serve children in specific grades.  In addition, they can search for 
programs with specific features such as transportation or Spanish-speaking staff 
members. 
 

 



Additional Questions 
 

 What if I have questions that aren’t answered here? How do I find out more? 
 
If you have further questions about the New Jersey Afterschool Directory or how to enter 
a new program, please contact info@njafterschool.org. 


