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INTRODUCTION

Welcome to the 21st Century Community Learning Centers (21st CCLC) Grant Program, funded through the Michigan Department of Education (MDE).  Thank you for serving as a Project Director for this important program.  We are committed to supporting you in providing the highest quality experience for the children, parents and staff in your programs.  We are hopeful that the resources contained in this guide will help you build a strong program for your community.  
Providing this guide on a flash drive offers program information to you efficiently and in a manner that facilitates downloading to your computer.  If you are connected to the internet when you plug in the flash drive the 21st CCLC website will appear.  The information and documents available to you at this site can be most helpful when you have questions.  Our website is updated frequently. This Resource Guide provides links to electronic versions of resources.  Each bulleted link will open documents located on this flash drive or web links.  
The ideas in this guide represent the practices of your peers, tested in programs across the state and the nation.  We have collected resources from project directors around the state, as well as from national organizations, that support or illustrate these practices.  In each section you will find guidance about various elements needed in your program.  

We have also created a Wiki site: http://projectdirectorresourceguide.pbworks.com. A Wiki is a collaborative website, the content of which can be edited by anyone who has access to it.  The Wiki host site, PBWorks, has a set of useful 30-second videos and a manual that is very user-friendly.  Once you have joined the Wiki site, you will have access to this site and an interactive platform for you to discuss issues with your peers about your program.  You can also download and upload resources that you find helpful.  You are encouraged to print and customize any of the submitted resources.  We also encourage you to share any additional resources on the Wiki site that might be beneficial to other project directors.
Resources displayed or presented in this guide are not official products of or endorsed by the MDE, but are provided as a starting place in creating and establishing a high-quality Michigan 21st CCLC program.
The purpose of the 21st CCLC Grant Program is to create community learning centers for those times when school is not in session.  Programs must provide students with academic enrichment opportunities as well as additional activities designed to complement their regular academic program.  The State Board of Education has adopted as its Goal:  “Significant and meaningful improvement in the academic performance of all students/children with major emphasis on the persistently lowest achieving schools and students.”  
In addition, the State Board has adopted the following three Priorities to implement the Goal:

· The Reimagined Pre-K-12 Educational System in Michigan

· Excellent Educator Quality Continuum

· Recommendations to Better Support Michigan’s Education System – Reform, Restructuring and Revenues 

On June 13, 2002, the Michigan State Board of Education (SBE) adopted the recommendations of its Task Force on Integrating Communities and Schools. One of the recommendations was to develop and disseminate model standards for programs offered during out-of-school time.  On February 27, 2003 the SBE adopted the first edition of the Model Standards for Out-of-School Time Programs in Michigan.  On August 12, 2008 the SBE adopted the current version of the standards now titled Model Standards for Out-of-School Time/After-School Programs in Michigan.  The standards should be your guide for developing the highest-quality program for your community.  The MDE and the Michigan Afterschool Partnership have collaborated to develop a checklist document that will help you to organize the implementation of your high-quality program.
The National AfterSchool Association has developed a Code of Ethics, setting standards of conduct for the afterschool professional.  The Code of Ethics was designed as a resource to assist the after-school professional in understanding the ethical responsibilities inherent in providing after-school programs for children ages five-18.
Resources:

· Model Standards for Out-of-School Time/After-School Programs in Michigan
· Model Standards for Out-of-School Time/After-School Programs in Michigan Self-Assessment Checklist
· Common Core State Standards
· NAA Code of Ethics
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ADMINISTRATION
21st Century Community Learning Center Grant Application

Project directors are responsible for locating, reading and understanding the original 21st CCLC Grant Application that was submitted to the MDE.  This application is a binding contract.  
Advisory Committees

We highly recommend that you gather support in the form of advisory committees.  These committees can provide you with feedback that will help you maintain a high-quality program that meets the needs of your community and stakeholders.  Committees provide prime opportunities to involve parents and youth.

A Parent Advisory Committee is a great way to involve parents in the program, gather information, and recruit new students.  Parents can also help with fundraising for special projects, lead some activities, and assist with field trips.  Licensing rules require all program volunteers (including parents) to complete a background check and child abuse central registry request process unless they are supervised at all times by other staff.  Your district may require these checks regardless of their supervision, so be sure to check with your district before enlisting the help of volunteers.  A Youth Advisory Committee, particularly in programs serving middle and high school students, is an excellent way to provide youth with opportunities for meaningful participation, leadership, and engagement.  Members of Youth Advisory Committees often report higher levels of commitment to the program, and a sense of ownership and belonging. This commitment leads to their retention in the program, yielding greater benefits from the academic as well as enrichment opportunities.  Participation in the Youth Advisory Committee should be open to anyone who wants to join, not just those youth who demonstrate leadership potential.  

Keep records of meetings, including a member list and attendees of each meeting, agendas, and minutes from each meeting.  Provide the agenda and past meeting minutes to committee members prior to each meeting.  Be professional and respectful of every committee member’s time and effort.  
Resources:

· Sample Advisory Board Meeting Agenda

· 

HYPERLINK "Administration/Advisory%20Committees/Youth%20Advisory%20Board%20materials/Newago%20-%20YAC%20Parent%20Letter.doc"

Newaygo – YAC Parent Letter

· 

HYPERLINK "Administration/Advisory%20Committees/Youth%20Advisory%20Board%20materials/Newago%20-%20YAC%20Tools.pub"

Newaygo – YAC Tools

· 

HYPERLINK "Administration/Advisory%20Committees/Youth%20Advisory%20Board%20materials/Newago%20-%20Youth%20Advisory%20Committee%20Overview.doc"

Newaygo – YAC Advisory Committee Overview



Calendar

A number of critical deadlines for documentation submission, data collection and important dates on the school calendar will affect your program.  An administrative calendar that contains all of that information in one place can be quite helpful.  Establishing this calendar will assist you in anticipating these events and insuring that you have the necessary documentation or perform the necessary activity on time.
Providing a program calendar for parents, staff and students is also important and should be provided either weekly or monthly.

Resources:

· Detroit Public Schools Student Recruitment Calendar

· 
Michigan State University (MSU) Evaluation Timeline 

· 21st CCLC Planning Guide

· 

HYPERLINK "Administration/Calendar/2011-2012%20Important%20Dates.doc"

Important Dates Document 


EZReports

EZReports (Thomas Kelly Software Associates) is a web-based data tracking system used by all Michigan 21st CCLC grantees.  The system allows program staff and evaluators to enter, manage, monitor, and report data for their after-school programs.

Data from EZReports that are included in the analyses include: student demographics, student program attendance, activity and session information, staff information, and provider information.

The 21st CCLC statewide evaluation team provides on-site training on an ongoing basis to project directors, site coordinators and program staff to train them on how to enter data into EZReports and generate reports for their administrative use.  All data are downloaded on a weekly basis.  At the end of the school year the evaluation team “cleans” the data to correct inconsistencies, miscoding, etc. for monitoring and analysis.  Cleaned data from EZReports are returned to each grantee and local evaluator as Excel files for their own analysis purposes.

Resources:

· Running Reports in EZReports PowerPoint
· MSU Evaluation Toolkit
Licensing

Each site serving elementary or middle school students must be licensed by the Department of Human Services.  Because the licensing process can take some time, your license application needs to be submitted as soon as you receive notice that your program has been funded.  Program sites serving high school students must meet the same licensing criteria, but are not required to be licensed.   
If you have any questions about licensing standards, please contact your local DHS field office.

Resources:

· Explanation of Licensing Process for Child Care Centers
· 
DHS Local Field Office Information
· 
Licensing Rules for Child Care Centers 

· 
DHS Licensing Notebook

· 

HYPERLINK "Administration/Licensing/Child%20Care%20Center%20Checklist.pdf"

Licensing Checklist



Maintenance

It may be necessary to have maintenance services provided to ensure compliance with licensing regulations.  It is important to have a good understanding of which costs are and are not covered under grant guidelines.  For specific guidelines you will want to consult with MDE to identify allowable services.  
Michigan Electronic Grants System Plus (MEGS+)
The Michigan Electronic Grants System Plus is where the electronic copy of your grant will be stored and submitted to the state.  It’s also the tool used to reconcile your funding expenditures with your budget plans.  Upon receipt of the grant, you will need to apply for a Michigan Electronic Information System (MEIS) identification number.  This is the first step to submitting the application in MEGS+.  The MEGS+ application needs to be renewed each year in May for the four continuation years of the grant award. 

Resources:
· MEIS Website
· MEGS+ Website 
· 
MEGS+ Power Point

· 
21st CCLC Function Codes


On-site Monitoring Visits

In order to ensure that each program is meeting the criteria set forth in the grant application, MDE consultants will conduct at least two on-site monitoring visits during each grant’s five-year cycle.  During these visits, the consultants will observe your program and review your documentation to ensure that you are fulfilling the expectations of the grant.  
We recommend that you create and keep a separate binder for your on-site monitoring information, to assist you in preparing for that visit.  On-site monitoring visit documentation can also be saved in electronic formats on a flash drive or on-line.  It is helpful to consultants when conducting on-site monitoring visits if documentation is put in the same order as found on the documentation form.
You may find the On-Site Monitoring Documentation Form to be a useful checklist as you begin implementation of your program to help guide you to the requirements of the 21st CCLC grant.  Project directors and local evaluators may work together using this document to outline the plans for the program.
Resources:

· On-site Monitoring Guide for Grantees

· 
On-site Monitoring Documentation Form, December 2009
· 
Binder Headings Document



Policies/Procedures - State
Your program will be enhanced by having a useful set of policies and procedures to guide normal day-to-day operations.  The On-Site Monitoring Documentation Form is an excellent starting point from which to build your policies and procedures.  Staff training requirements, staff-child ratios, evaluation expectations, communications with parents and school personnel, parent and youth involvement, and attendance are all issues that should be supported with written policy or procedures.

Policies/Procedures – Local 
Project directors should create dismissal policies, safety procedures, and emergency procedures documents to include in site coordinator and parents handbooks.  Consult with the school district to make sure your program policies and procedures are aligned with the district. 
As required by licensing rules, your program needs to have written procedures for the care of children and staff in case of fire, tornado, serious accident/illness/injury, and crisis (e.g., intruder, bomb threat).

If your program is based in a school facility, information about what to do in case of emergency or disaster is most likely posted in the classrooms and spaces you are using.  Check with your district to make sure that you are informed about what to do in case of emergency and familiarize yourself with the disaster plan.  If your program is not based in a school facility, you will need to establish a disaster plan and emergency procedures.  You will need to post emergency procedures and evacuation plans in a clearly visible place.

Resource:

· Sample 21st CCLC Discipline Policy



Program Evaluation

As a 21st CCLC grantee you are required to participate in several levels of evaluation.  You will collect and report information to MSU, participate in the Youth Program Quality Assessment (Youth PQA) process, and work with your own local evaluator to demonstrate the impact and quality of your program.  The on-site monitoring form is another evaluation tool that you can use to maintain compliance with grant expectations.

Resources:

· MSU Statewide Evaluation Website
· Evaluation Tools (Beyond the Bell)

· 
Local Evaluator Guide

· 
Youth PQA Overview from HighScope
Program Improvement
Several statewide 21st CCLC network funders, including the MDE, have partnered with the Weikart Center to scale up evidence-based quality improvement and accountability systems.  

Resources: 
· Michigan TACSS Case Study 2



Snack/Supper Program

It is highly recommended that programs apply for the USDA Child and Adult Care Food Program (CACFP).  Spending 21st CCLC dollars on food is not allowable.  The At-Risk Afterschool Snacks and Suppers Program or the Child Care Food Program will reimburse for snacks or suppers served to students.  The application must be submitted through the Child Nutrition Application Program. The website is very helpful for obtaining additional information.  You will need to attend a training to make sure that you are in compliance with all requirements of the program.  
Those programs that qualify for the Afterschool Suppers can arrange meals for the summer through the Summer Food Service Program.   

CACFP requires that your site be licensed in order to provide food services to your students.  If you have not already begun the process of applying for your child care license, it is critical that you begin immediately to ensure your program can be fully and legally operational.  For high school sites that do not require a license, please contact CACFP to discuss alternative arrangements.
Resources:

· MDE Child and Adult Care Food Program
· Summer Food Service Program
· Snacks and Suppers Flyer


Transportation

Your grant proposal will have identified any needs or expenses to meet your program’s transportation challenges.  Sometimes transportation is an issue keeping students from your program.  There are other times when the availability of transportation would allow you to get out and participate in more community activities with your students.  Whatever your program’s transportation dilemma, it is important that the options selected are consistent with licensing standards.  Often, busing students proves too expensive for programs.  Many programs utilize public transportation or arrange private transportation for students when the destination is beyond walking distance.  Some districts provide free vouchers or passes for public transit.  In any case, you will want to work with your district and, perhaps, meet with the district transportation department, school superintendent, and local transportation providers to brainstorm strategies for meeting the transportation needs of your students.
Vision/Mission Statement

A central vision/mission statement is critical to the success of your program.  This vision helps ground the staff in the purpose of the program and provides talking points to use in your outreach to school personnel, parents, and members of the wider community.  Every staff member in your program needs to know the mission of the program.   It is particularly powerful when every staff member has been a part of creating the mission statement.  This process can be a team-building exercise that may help your staff feel more deeply committed to the program and its goals.

A vision/mission statement that is consistent with your grant proposal reinforces staff understanding of your program.  Using the language in your grant proposal about purpose and vision can serve as a jumping-off point for your group creation process.  Some sites have used storyboarding techniques to accomplish this.  

Resources:

· Example Mission Statements

· 

HYPERLINK "Administration/Vision-Mission%20statement/Vision%20Statement%20Story%20Boarding%20Model.doc"

Vision Statement Storyboarding Model




BUDGET 
Amendments

Grant funds are expected to be spent in the manner you described in your grant.  However, you may discover that your plans don’t match the reality that you face in your program.  After doing the research to fulfill all grant expectations, line item expenditures may not be exactly equal to each line item originally submitted.  If expenditures are under a 10 percent difference per function code, there is no need to submit an amendment.  If any function code line item is above the 10 percent amount, you will need to submit an amendment or re-work budget expenditures to stay within the amount proposed.
Contact your MDE consultant to determine what changes may be approved.  If an amendment is the correct course of action, you will need to go into MEGS+ and click amendments.  There, you will be able to make the changes to the budget detail section, and give a detailed explanation of changes in the amendment section.  You should have conversations with your business office prior to submission of grant budget amendments.  
Audits

If your agency or district receives $500,000 or more in federal funds, you are required to have a single audit annually.  Your program needs to make arrangements for the audit.  Often this is done by the agency or school district that houses your program.  Auditors will want to see receipts for all purchases, contracts for any services provided to your program, and your approved MEGS+ budget.  They will also want a copy of your internal controls, which are the policies and procedures related to how you manage your funds.  

Budget Approval

Your grant application included a preliminary budget for your program.  You will need to break down the general budget in the specific form required to be submitted in MEGS+.  The resources below will guide you as you work towards drafting an approvable budget.  You will want to review each budget line item and the staff, vendor contracts, materials, supplies, equipment, etc. that correspond with each amount.  
The project director should review the program budget each year for the MEGS+ Continuation Application.  Project directors must be familiar with their budget office’s procedures and policies.  
Resources:
· Budgeting Worksheet (Beyond the Bell)

· 
Budget/Expenditure Function Code Descriptions
· OMB-Circular A-21 (Educational Institutions)

· OMB-Circular A-87 (State, Local and Indian Tribal Governments)

· OMB-Circular A-122 (Non-Profit Organizations)

Purchasing Services and Supplies

Your agency may have policies in place that you should check before making purchases.  You also have to be sure that any service or supply purchase is described in your grant proposal.  If you are considering a purchase that is not included in your grant proposal, you will need to call your consultant to discuss the intent and merit of the purchase before the purchase is made.

If the cost of a single purchase (including supplies, equipment or a purchased service) is over $25,000, you are required to acquire three bids.  All expenses must be necessary, reasonable, and allowable.  You should be able to answer the following four questions:

· How does this purchase benefit the program?

· Can the program operate without this purchase?

· If this expense were in the local newspaper “headlines,” would you be comfortable with it?

· Did I pay a fair rate and can I prove it?
Resources:

· 21st CCLC Allowable Cost PowerPoint
· Calculating of In-Kind Contributions


Sustainability and Grant Opportunities
Your program is funded for five years pending continuing federal appropriation and based on your successful progress in implementing the program.  It is critical that you begin now to think about how you are going to sustain the program after the federal dollars are exhausted.  The plans written into your grant proposal provide a good starting place.  We encourage you to work with your community partners and other stakeholders to identify and secure additional funding for your program.

Consider creative ways to sustain your program.  Grant dollars are not the only way to keep a 21st CCLC program alive.  Other programs have been successful with creating a sliding scale fee for participation or seeking other kinds of sponsorships.  Child care reimbursement from the Michigan Department of Human Services is another potential source of funding.  
If you are interested in pursuing additional grant dollars to sustain your program beyond the federally-funded years, many opportunities are available.  The MDE listserv is a great way to stay informed about grant opportunities.  Several websites have sections devoted to grant opportunities for programming for children and youth.

Resources:
· Michigan After-School Partnership Funding and Grants
· AfterSchool Alliance 

· Grant-Writing Tips

· 
S&S Worldwide Company
· The Finance Project



Tracking Your Budget Through the Program Year
Set a schedule for periodic review of your budget throughout the program year.  This allows you to check the alignment between your projected spending and your actual expenses.  Review each line of your budget, comparing your year-to-date spending with your budgeted amounts, and forecasting funds needed in each line for the remainder of the year.  This may reveal the need to make budget amendments.  Please check with your business office and your consultant at MDE before making revisions to ensure changes are allowable. 

If your program is managed through a school district, the district may have rules about how often you check your budget.  You also want to make sure that the budget you are working from and the budget on file with your governing body are in agreement. 
Some programs review their budgets monthly, some quarterly, and some are on a trimester schedule.  Whatever schedule you set, it is important that it gives you enough time to catch errors, under- or over-allotments, and make sure that all your money is being spent before the end of the fiscal year (July 1 to June 30). 
Working with Your Business Office

Every agency or district will have their own process of managing and reconciling budgets.  It is important for you to familiarize yourself with this process so that you can manage your funds and provide the services and supplies for your program.  It is imperative to know if there are any procedures that you need to follow to purchase supplies, equipment, or services.  It is also necessary to know if purchase requests need to be submitted by a specific date.  This will ensure that you follow the procedure, expend your funds in a timely and appropriate manner, and maintain a positive working relationship with your business office. 

CHILDREN/YOUTH
Age-Appropriate Expectations

All staff working with your program needs to have realistic and appropriate expectations of the youth in your program.  Professional development opportunities to address topics pertaining to the population being served are strongly encouraged.  Age-appropriate expectations of youth can make a tremendous difference in the quality of interactions that adults have with youth, and can create a more positive and supportive climate in your program.

You should consider offering training on accommodating special needs and addressing common behavioral issues.  Research indicates that youth that are academically and economically at-risk are more likely to have learning disabilities and other behavioral or emotional challenges.  Providing training to your staff to support these students effectively can make an enormous impact on their success in your program.
Resources: 

· Crisis Prevention Institute
· Special Needs and Accommodations



Appropriate Medical Procedures

Licensing requires that at least one caregiver with current certification in infant, child, and adult CPR and current first-aid certification be on duty at the site at all times.  It is highly recommended in the Model Standards for Out-of-School/AfterSchool Programs in Michigan that all staff complete CPR and first-aid training so that they can assist in case of emergency.

Licensing rules establish expectations about procedures for administering medications to participants and notifying parents in case of child illness or emergency.
Best Practices in Adult-Youth Interaction

The MDE has partnered with the David P. Weikart Center for Youth Program Quality over the last five years to introduce the Youth Program Quality Assessment (Youth PQA) 
 to the 21st CCLCs throughout the state.  

The Youth PQA is a set of indicators measuring the opportunities youth have for key developmental experiences in a program.  You and your site teams can use this information to determine the extent you are currently providing these opportunities for the youth.  It can also be used as a tool for professional development, identifying areas for improvement.  

Staff members need to become familiar with the indicators that are best practices in the field of youth work.  They help you as professionals develop better relationships with the youth in your program and to provide them with opportunities to experience safe and supportive environments.  These best practices provide your youth with the opportunity to learn how to interact well with their peers and adults that lead toward higher levels of engagement in your program.  Providing these developmental opportunities helps the youth in your program develop the skills they need to succeed in school, work, and life.  
21st CCLC Programs are working to develop program improvement plans with the scores from their Youth PQA.  

Resource: 

· Youth PQA Basics Training



Discipline

Staff and youth in your program need to have a clear understanding of the behavioral expectations of the program.  Ideally, the youth and staff in your program will have an opportunity early in the year to develop a set of guidelines for behavior in the program together.  It is important to revisit these on a regular basis.

When youth have an opportunity to create these expectations, they are more likely to adhere to them and encourage others to do so out of a sense of ownership and buy-in.  Your Youth Advisory Committee can also play a role in this process.

These guidelines need to be consistent with those maintained by the school district you are serving.  You will want to identify the behavioral expectations and consequences for negative behavior established by the school district ahead of time, so that your guidelines are consistent.
Resource:
· Discipline Policies



Enrollment Procedure

You need to collect information about your program participants using an enrollment packet.  At minimum, you will need to collect basic contact information about your participants and parents/guardians, emergency contact information, and information regarding how students will be returning home from your program (bus, walk, or car).  You might also take advantage of this opportunity to collect the demographic information, as well as the parent and student consent forms, required for the evaluation by MSU.  Other programs use this opportunity to collect photo release forms, have students and parents sign behavioral contracts, and get permission slips for field trips. 

Resources:

· DPS Student Enrollment Packet

· 

 HYPERLINK "Children-Youth/Enrollment%20forms/Enrollment%20Form%20examples/NCCS%20Enrollment%20form.docx" 

NCCS Enrollment Form

· 

 HYPERLINK "Children-Youth/Enrollment%20forms/Pre-registration%20interest%20sheet.doc" 

Pre-registration Interest Sheet

· 
Criteria for Selecting Youth (DPS)

Immunizations

Licensing rules require that you maintain a record on-site of a signed statement from the parent indicating that the child is in good health, that his/her immunizations are up-to-date, and that the immunization records or appropriate waiver is on file at the school.
Recruitment, Referrals, and Orientation

The 21st CCLC Program is specifically developed to provide additional supports to economically and academically at-risk youth.  You have already identified your target population in your grant application.  This is a good place to begin as you develop your recruitment and outreach materials.  Needs assessments and surveys are great tools to help create a plan to bring the targeted youth in your doors.  

Once you have developed materials describing your program activities, you will want to circulate these widely through the school and community to recruit youth to your program.  Some programs conduct open houses or kick-off events during which they describe the program activities and distribute registration materials.  

Some programs have a two-step enrollment process.  This includes sending out an interest form where students/parents indicate they are interested.  Then an enrollment packet is sent to each family who has responded.  Some programs do an orientation over the phone; others spend the first week of their session orienting participants to the program.  

However you choose to do it, you need to provide an orientation to your program participants.  This is an opportunity for them to learn about the program expectations and begin to feel they are part of the community, which will hopefully keep them coming back.

Resources:

· Sample Recruitment Postcard

· 

 HYPERLINK "Children-Youth/BHK%20Child%20Development%20Special%20Needs%20and%20Accomodations%20Sample.doc" 

Sample Special Needs and Accommodations 

· 

 HYPERLINK "Children-Youth/High%20School%20Recruitment%20Poster.pdf" 

Sample High School Recruitment Posters

· 

HYPERLINK "Children-Youth/Recruitment/Recruitment%20Plan%202008.doc"

Sample Recruitment Plan

· 

 HYPERLINK "Children-Youth/Recruitment/DPS%20Student%20interest%20flyer.pdf" 

Student Interest Flyer



Resource and Referral Agencies

As a 21st CCLC, your program is an important support service provider in your community.  As such, it is important for all programs to maintain a list of community resources so that staff can make appropriate referrals for additional services for parents and students.  These services may include drug/alcohol counseling, divorce support, grief counseling, financial counseling, help with utility bills, and any other services that the families in your program may use.  If you need help locating these resources in your community, the United Way 211 Program is an excellent source for this information.

Resources:

· United Way 211 Program
· Great Start Connect
COLLABORATIVE PARTNERSHIPS AND RESOURCES
Community Partnerships
Strong relationships with the surrounding community and stakeholders are essential.  You will want to start by making sure that you have current contact information for all of the community partners and supporters that were named in the grant proposal.  These stakeholders, although they may not be providing services to your students, are excellent advocates for your program.  Involve them in your advisory committees, invite them to your events and share with them the good news about your program.

The name of this program, 21st CCLC, prompts us all to remember the community beyond the school doors!  Informing and involving additional stakeholders will help make your program vital and relevant.  It may also open up possibilities for sustained funding beyond the grant years.

Your communication with community stakeholders is going to be stronger and more effective if your program creates a brand and logo.  Involving your whole team, including students in the process, will help develop natural ambassadors and promoters.  The program’s vision statement (see Vision/Mission Statement above) will define your unique niche and contribution to the community.  It is also important to develop talking and data points to use in community outreach.

To increase the number of connections between your after-school program and the wider community is to create an asset map.  This will allow you to identify and increase the number of organizations and agencies that are offering services for youth that align with the grant objectives of your program.  

Some examples of places to start your community connection search might be area businesses, churches, local television and radio stations, area newspapers, local politicians including the mayor or state representative, the Chamber of Commerce, college alumni chapters, community colleges, family resource centers, MI Works, and the police or sheriff department.

Resources:

· Collaboration Tools (Beyond the Bell)

· 

 HYPERLINK "Community%20Collaboration/Community%20Outreach/CommunicationTools.doc" 

Communication Tools (Beyond the Bell)

· 

 HYPERLINK "Community%20Collaboration/Community%20Outreach/Community%20event%20flier%20example.pdf" 

Community Event Flyer Example

· 

 HYPERLINK "Community%20Collaboration/Community%20Outreach/GRPS%20Loop%20Fact%20Sheet.pdf" 

Program Fact Sheet (GRPS Loop)

· 

 HYPERLINK "Community%20Collaboration/Community%20Outreach/Program%20Overview%20-%20Pontiac.doc" 

Program Overviews (Pontiac)

· 
Logo example
Funding Resources

There are several ways to pursue supplemental funding for after-school programs.  Large corporations quite often offer small grants to provide specific components of out-of-school time programs for things such as supplies, field trips, specific content programming, etc.  Searching the Internet is a wonderful way to find these opportunities.  Often local community foundations or educational organizations will have funding for programming for youth that may be available to your program.  

Your parents might be a great resource to lead you to sources of funding through their workplace. 

Resource:
· Funding Resources and Links



MDE 21st CCLC Listserv

The 21st CCLC Listserv on-line discussion group is provided as a service of the MDE.  To join the listserv, e-mail Amanda Stoel at stoela@michigan.gov.  MDE accepts no responsibility for the opinions and information posted on this site by others.  The list is intended to provide you with opportunities to communicate with your peers about timely topics concerning the 21st CCLC and other after-school issues in Michigan.  We encourage you to pass on your questions, ideas, best practices, announcement of services, tips, advocacy, etc.
MDE Consultants
Remember that the 21st CCLC consultants (John Taylor, Lorraine Thoreson and
Pat Hennessey) and technician (Amanda Stoel) are supports for your program.  Never hesitate to e-mail or call them when you have questions or concerns.  We are here to help your programs get to the highest level of quality to be of the greatest benefit to Michigan’s children and youth.

Resource: 

· MDE Grantee Assignments



Parent/Guardian Resources 

Building relationships with parents/guardians should be a high priority for out-of-school time programming staff.  Parents have the highest probability of impact on their children.  Your program can provide parents access to resources that will assist in areas where they may need some help to better support their family. 

Resource: 

· Resource Links for Parents


Peer Support

It can be helpful to get support from other project directors around the state.  There are a number of opportunities available.  The MDE sponsors monthly networking conference calls to support grantees.  There is a specific call for new grantees only, intended to provide support in their start-up year and new grantees are required to participate.  The Wiki site, as described in the introduction, is also a useful resource for peer support. 

Professional Organizations

In serving as a Project Director for a 21st CCLC grant, you are part of a growing workforce of committed professionals in the field of Out-of-School-Time (OST) Youth Work.  As a professional in your field, you are encouraged to participate in the professional organizations of the field at the regional, state and national level.  The Michigan After School Partnership is also an excellent resource.  These organizations provide support, resources and networking opportunities for you.

Resources:

· Michigan AfterSchool Association 

· National AfterSchool Association
· Michigan After School Partnership
School Partnerships
As a program providing services to students in your district, it is important to develop strong relationships with various school personnel.  Building these relationships as soon as possible is critical.  Other grantees have found it helpful to survey key stakeholders (teachers, principals, school administrators, and counselors) to identify areas of concern or interest.  Involve these key stakeholders in the administration of the program through invitations to serve on advisory boards or possibly by offering programming.  Project Directors have also found it important to make connections with the security, maintenance and food service staff in their buildings to ensure smooth service delivery.    

Developing these strong relationships with school personnel can also help you maintain connections to the school-day curriculum as required by your grant.  Regular and formal contact with teachers and school administrators will ensure that your program is aligned with the school climate and the school-day activities.

Resources:

· Grand Rapids Public Schools Principals’ Retreat PowerPoint

· 

HYPERLINK "Community%20Collaboration/Relationships%20with%20School%20Personnel/EMU%20Teacher%20Survey.doc"

Teacher Surveys (Eastern Michigan University)

· 

HYPERLINK "Community%20Collaboration/Relationships%20with%20School%20Personnel/DPS%20Teacher%20Survey.pdf"

Teacher Surveys (Detroit Public Schools)

· 

HYPERLINK "Community%20Collaboration/Relationships%20with%20School%20Personnel/BTB%20-%20Linkages%20Tools.doc"

Linkage Tools (Beyond the Bell)



Vendors
As you collaborate with other organizations in the community to provide services for the youth in your program, it is crucial to establish clear and consistent expectations for vendors.  Some programs have developed job descriptions and handbooks for vendors that articulate these expectations.

The contractual agreement for vendor services must include a description of the service, estimate of time required, rate of compensation, and termination provisions.  Federal regulations expect you to have formal written agreements with all service providers.

The way that these contracts are developed can maximize the services provided to your students while providing adequate flexibility and responsiveness to student interest.  One suggestion is to develop “per capita” contracts, so that you are paying the vendors per student rather than a set fee for service.  This system can motivate the vendors to market their services and keep their offerings interesting and relevant to the students in your program.  

Resources:

· Vendor Expectations (DPS)

· 

 HYPERLINK "Community%20Collaboration/Vendors/Contract%20Examples/Vendor%20contract%20examples.pdf" 

Vendor Contract Examples

· 

 HYPERLINK "Community%20Collaboration/Vendors/Contract%20Examples/Vendor%20Contract%20spreadsheet%20example.xlsx" 

Vendor Contract Spreadsheet

· 
Youth of Tomorrow Sample Contract

· 
Service Provider Sample Contract




PARENTS/GUARDIANS
Emergency Notification Process

Your program must have a policy in place regarding notification of parents in case of fire, tornado, serious accident/illness/injury, and crisis (e.g., intruder, bomb threat).  Parents need to be informed about what to expect and how they will be notified in case of emergency.  You will also want to provide guidance about how they can expect to be notified in case of program cancellation or other minor events.  Check with your district or school first as they may have procedures already in place.  This policy should be listed in the parent handbook.  

Newsletters

Parents need to be kept informed about the activities of the program and invited to participate.  A newsletter helps keep the lines of communication open and provides a tool for community outreach to your stakeholders.
Some programs send out paper or e-newsletters, or just regular e-mail updates, sharing news of the program and highlights of the activities.  Pictures can help tell the story.  It is a good idea to have students work on the newsletters.  Blogging or use of social media is another way to keep parents informed. 
Orientation Meeting

Just as it is important to orient your staff and students to your program, parents need to be oriented to the purpose and procedures of your program and the methods you plan to use in maintaining open lines of communication.  This ensures that expectations are clear from the beginning. 

Some programs conduct this orientation over the phone, and others invite parents in for open houses or family nights.  It does not matter what shape your orientation takes, so long as you provide an orientation to all the parents of participants in your program. 

Parent Advisory Committee

You may find it valuable to have a Parent Advisory Committee to support the work of your program.  These committees help support your program by providing you with feedback and helping inform you of service delivery to ensure that it is relevant and accessible to the target population.  This is also an excellent way to keep parents involved in the work of the program which is one of your grant requirements.  
It may be a good idea to request to be added to the school’s Parent and Teacher Association (PTA) meetings as an agenda item to help connect with parents and grow parent involvement in your program.  

Parent Contact

You need to maintain up-to-date contact information for the parents/guardians of your program participants.  You will also want to ensure that all parents have the information they need to contact the program in case of emergency.  Adding program contact information to the Parent Handbook is a good idea.  It may also be helpful to create a contact card magnet with the program contact information, so that it is readily available for parents.  
Parent Handbook

You must develop a Parent Handbook to communicate clearly to parents about the purpose and expectations of their programs.  Include all the program policies and expectations in one place for parent reference.

Resource:
· B-H-K Child Development Board Parent Handbook



Parent Services

The grant allows your program to provide support services to the parents of children in your program.  You need to start by ensuring that you have the resources in place to provide the services you described in your grant application.  These services may be targeted only to parents of students participating in your program.  Your grant defines the nature of the services to be provided.  These services need to remain relevant, appropriate, and accessible to the parents in your community whether they are aimed at improving literacy, coping skills, or helping parents support homework completion.  It may be helpful to conduct surveys at various points in the year to ascertain the level of awareness of these services and to target your outreach and promotion.  

You will also want to provide opportunities for parents to give feedback about these services so that you can make changes to improve service delivery and appeal to the families.

Resources:

· Parent Services Flyer

· 
Parent Survey Examples
PROGRAMMING
Program Offerings

As a 21st CCLC grantee, you are required to provide a diversity of programming options for your students.  You need to provide academic offerings that support the school-day activities, as well as enrichment opportunities that support the development of the whole child.
Since your program is after school, program activities shouldn’t look or feel like regular school-day activities.  This is an invitation to you and your staff to be creative in your program offerings and include student voice whenever possible.
A new free resource for 21st CCLC Programs is You for Youth, an on-line resource developed by the U.S. Department of Education.  This resource includes the SEDL offerings plus so much more.  At this time, it includes on-line courses and coaching modules, as well as resources and technical assistance.  In the near future Design Studio will be available and will include downloadable tools and resources to help implement programs.  Also Exchange will allow you to take part in webinars, join discussion boards, set up a profile of your program, and share resources with other 21st CCLC programs across the country. 
You may obtain additional resources from your local intermediate school district or school district curriculum coordinator.  

Resources:
· You For Youth 

· 
Offering Survey

· 

 HYPERLINK "Programming/Program%20Offerings/Offering%20Booklet%20example.pub" 

Offering Booklet Example

· 
Links to Learning (Boston NOIST) 

· EduTopia
· School Age Notes 

· Kids Included Together (KIT)
· SEDL Afterschool Toolkit
Program Schedules

To comply with grant requirements you will need to establish and follow a structured program schedule.  Schedules are also a helpful tool for you in budgeting, scheduling vendors, negotiating contracts, arranging room logistics, and staffing.  Parents, school personnel, and other community stakeholders need to be aware of your calendar/schedule.  Schedules help the youth in your program anticipate their days and plan accordingly.  Providing appropriate structure and clear limits for youth meets a critical developmental need; a program schedule is part of that.  

You must consider how the school calendar affects your scheduling.  Some programs have found it helpful to break the programming into semesters or trimesters, to facilitate greater participation from students who are active in other extracurricular activities and sports.

Resources:

Sample Schedules

· Activity Schedule Sample

· 

 HYPERLINK "Programming/Sample%20Schedules/Battle%20Creek%20-%20Activity%20Schedule.doc" 

Battle Creek Activity Schedule

· 

 HYPERLINK "Programming/Sample%20Schedules/Muskegon%20-%20Activity%20Schedule.doc" 

Muskegon Activity Schedule

· 

 HYPERLINK "Programming/Sample%20Schedules/Sample%20Student%20Schedule-ACCESS.xls" 

ACCESS Sample Student Schedule

· 
MDE Policy on On-Line Offerings
· Programming Hours Requirement Document - (Note: Exceptions to this policy will be posted to the MDE website.) 

Sample Summer Programming Schedules
· ACCESS Summer Academy Schedule 2008

· 

 HYPERLINK "Programming/Summer%20Programming/ACCESS%20Summer%20Program%20Philosophy%202008.doc" 

ACCESS Summer Program Philosophy 2008

· 

 HYPERLINK "Programming/Summer%20Programming/Sample%20Summer%20Brochure.pub" 

Sample Summer Brochure

· 

 HYPERLINK "Programming/Summer%20Programming/Summer%20brochure%202009%20(Read-Only).pdf" 

Summer Brochure 2009

· 

 HYPERLINK "Programming/BTB%20-%20Programming%20Tools.doc" 

Programming Tools (Beyond the Bell)




STAFF

Communications/Meetings

The 21st CCLC grant requires that program-wide, including site and administrative level, meetings are conducted regularly to coordinate the program and ensure high-quality services are delivered.  Staff meetings will help you run your program more effectively.  Regular updates from staff will help you target support and intervention appropriately.  Offering staff regular opportunities to share and network helps them support each other and build a strong professional learning community.  Staff meetings may also offer professional development opportunities.

Resources:

· Sample Staff Meeting Agenda

· 

 HYPERLINK "Staff/Meeting%20Agendas/Sample%20Summer%20Meeting%20Agenda.doc" 

Sample Summer Meeting Agenda



Hiring Procedure

Check with your district or organization before beginning the hiring process.  Most districts and organizations have their own internal policies and protocol that need to be followed as you bring your staff on board.  You must complete background checks and central registry checks on all staff working in your program.  This is required for volunteers as well, unless they are directly supervised by program staff at all times. 

You will need to obtain information from your district or organization about the internal practices for payroll prior to launching the hiring process in order to answer any questions that staff may have as they come on board. 

Interview Procedure

Your interviews with prospective staff provide their first experience with the program and a wonderful opportunity to learn about the candidate.  The interview process can be designed in many ways, but you will want to keep some legal considerations in mind.  Some programs will send brochures to prospective candidates in advance, others have established an audition process where candidates come and facilitate several sessions over the course of a few days.  Others have included youth in the interview process.

Whatever you decide, you will need to assess the background experience of your candidate, and find a good match between the positions in your program and the skills of your candidates.  
Resource:

· Guidance About Hiring Staff


Job Descriptions

Staff members need to understand their roles in the program and what is expected of them.  Job descriptions are crucial because they provide the expectations and understanding that creates the foundation upon which you build a relationship with your staff, and in turn, upon which they build their relationship with the program.

Programs have found various types of positions useful to maintain high quality and smooth service delivery.  The type and number of positions you create will depend largely on the size of your program and the way it is structured. 

Resources:

· Activity Leader Job Description
· 

 HYPERLINK "Staff/Job%20Description%20Examples/DPS%20Job%20Descriptions.pdf" 

Detroit Public Schools Job Descriptions

· 

 HYPERLINK "Staff/Job%20Description%20Examples/Project%20Director%20and%20Site%20Coordinator.pdf" 

Project Director and Site Coordinator

· 

 HYPERLINK "Staff/Job%20Description%20Examples/Site%20Coordinator%20Job%20Description.doc" 

Site Coordinator Job Description

· 

 HYPERLINK "Staff/Job%20Description%20Examples/Site%20Coordinator%20Responsibilities.doc" 

Site Coordinator Responsibilities



Orientation 

It is a requirement to provide staff orientation when you bring new staff on board.  The purpose of staff orientation is two-fold:  1) it is an opportunity to communicate clearly and consistently with the entire staff about the expectations, goals, and vision of the program (ideally involving them in the goal-setting and visioning process); and 2) it is an opportunity to begin building a sense of community among your staff which will support the development of positive working relationships and ultimately a stronger program for your students.  Orientation training can count toward the necessary professional development hours for licensing.

Resources:

· Sample Youth Development Orientation Objectives

· 

 HYPERLINK "Staff/Orientation%20materials/Licensing%20Requirements%20for%20Staff%20Training.doc" 

Sample Licensing Requirements for Staff Training

· 

 HYPERLINK "Staff/Orientation%20materials/Sample%20orientation%20agenda.doc" 

Sample Orientation Agenda

· 

 HYPERLINK "Staff/Orientation%20materials/Training%20Competency%20Development%20Framework%20(BTF%20Staff).doc" 

Sample Training Competency Developmental Framework



Personnel Files

In accordance with licensing requirements, all personnel files must be stored in a locked file drawer on the premises.  You must retain documentation for all staff training and certificates of completion for any professional development opportunities.  Make sure to include copies of any staff evaluations.

Professional Development and Certificate/Credential
One of the best ways to ensure a quality program is by providing your staff with training about best practices for working with youth, and by making professional development opportunities available and accessible to them.  It is a licensing requirement that your staff receive 12 clock-hours of professional development each year.  

The MDE 21st CCLC listserv is a great way to learn about professional development opportunities (conferences, webinars, speakers, etc.).  Youth PQA Program Improvement Plan and the Annual Report Form (ARF) should be used to develop staff professional development plans. 

The Michigan AfterSchool Association (MAA) offers the Michigan School-Age Youth Development Certificate and the Michigan School-Age Youth Development Credential.   These recognitions acknowledge commitment to the field of Out-of-School Time youth work and support quality programs for school-age youth by providing standards for training, education and programming.  

The Certificate is the first step in recognizing and acknowledging the education, training and experience of school-age/youth development professionals and it serves as the foundation for the Credential.  The process involves collecting a series of artifacts (training certificates, examples of work) in a portfolio, which is then submitted to MAA for review and endorsement.  We ask that you share information about the certificate and credential with your staff and encourage them to consider the process.  A highly-trained staff makes for a stronger program and helps you demonstrate your program’s professionalism to the wider community.

Resources:

· Licensing Child Day Care Rules

· 

 HYPERLINK "Staff/Professional%20Development/Example%20Trainings/Training%20Agenda%20Summer%202008.doc" 

Sample Training Agenda

· 

 HYPERLINK "Staff/Professional%20Development/Evaluation%20of%20Staff%20Development%20Session%20-%20BTB.doc" 

Evaluation of Staff Development Session – Beyond the Bell

· 

 HYPERLINK "Staff/Professional%20Development/Professional%20Development%20Plan%20-%20BTB.doc" 

Professional Development Plan – Beyond the Bell

· 

 HYPERLINK "Staff/Professional%20Development/Staff%20Training%20Survey.doc" 

Staff Training Survey

· 
Great Start Connect
· Federal 21st CCLC You for Youth

· 
Foundations Inc. 

· Kids Included Together (KIT)
· Center for Youth Program Quality Professional Development Page
· Michigan School-Age Youth Development Certificate/Credential
· Core Competencies



Staff Handbook

You will want to create a staff handbook that contains the basic information for your staff about the program.  This document will need to contain information regarding the necessary training (blood-borne pathogens, CPR/first aid, etc.), reporting suspected child abuse or neglect, and other basic safety information.  In addition, it should provide an outline of expectations and procedures that will guide the program sessions.  

Resources:

Staff Handbook Examples
· Bright Futures (EMU) Staff Handbook
· 

 HYPERLINK "Staff/Staff%20Handbook/Handbook%20examples/Handbook%20TOC%20and%20General%20Protocol.pdf" 

Sample Staff Handbook
· 

 HYPERLINK "Staff/Staff%20Handbook/Handbook%20examples/Muskegon%20Site%20Staff%20Handbook.doc" 

Muskegon Site Staff Handbook
· 

 HYPERLINK "Staff/Staff%20Handbook/Handbook%20examples/Project%20Synergy%20Staff%20Handbook%20Table%20of%20Contents.doc" 

Project Synergy Staff Handbook
· 

 HYPERLINK "Staff/Staff%20Handbook/Handbook%20examples/SPARKS%20Staff%20Manual%20k-8.doc" 

SPARKS Staff Manual K-8

· 

 HYPERLINK "Staff/Social%20Media%20Policy.doc" 

Social Media Policy
· 
Link to Youth PQA 

Staff Policy and Procedures Examples

· Program Procedures and Policies Example

· 

 HYPERLINK "Staff/Staff%20Handbook/Staff%20Policy%20and%20Protocol%20examples/Project%20Synergy%20-%20Staff%20Policies.doc" 

Project Synergy-Staff Policies

· 

 HYPERLINK "Staff/Staff%20Handbook/Staff%20Policy%20and%20Protocol%20examples/Supervisor%20Procedures-Policies%2008-09.doc" 

Supervisor Procedures-Policies



Safe Practices

All staff in your program need to contribute to a safe and healthy environment for the youth you are serving.  Background and central registry checks must be run for every adult providing services to your students to ensure their safety.  However, these checks are not foolproof, and you must remain vigilant and informed to keep your program a safe place for youth.  Staff, volunteers, and other service providers should be trained on safe practices with youth, including maintaining safe adult-youth ratios, and protecting youth from abuse or neglect. 

The Model Standards for Out of School Time/Afterschool Programs in Michigan and licensing regulations set minimum adult to child ratios.  Lower adult-youth ratios allow you to get to know your program participants better.  It is advisable to make sure at least two adult staff members are in any room where there are youth present in case of emergency, and also to protect your staff from allegations of inappropriate behavior with youth. 
Staff Appreciation

Use of your grant dollars is restricted to allowable expenses; staff appreciation is generally not an allowable expense.  Nevertheless, some programs have found creative ways to provide incentives and demonstrate appreciation for their staff.  
If you can find a way to let your staff know how much you appreciate them, it goes a long way toward supporting staff morale and commitment to the program.  Please share your ideas on the 21st CCLC listserv.  
Staff Evaluations

Staff evaluations serve several purposes.  They help your staff take time to reflect on their performance and identify areas of strength and growth.  You have the opportunity to hear from your staff about how you are currently supporting them and what additional supports or resources they could utilize.  It is ideal to ask the staff members to complete a self-evaluation of their performance, as well as provide you with feedback about your work as their supervisor.    
Staff evaluations should occur on a regular basis so that performance is continually assessed and good performance is recognized.  Your participation in the Youth Program Quality Assessment process will support your staff evaluations by identifying specific areas to target for improvement.  
The Weikart Center for Youth Program Quality
 uses a technique called Observation/Reflection as a framework for a strengths-based feedback conversation.   
The staff evaluation process must be documented, including the professional criteria upon which you are basing your evaluation (job description, observations, surveys), to protect you from any liability.  This is particularly important when staff evaluations lead to promotions/raises or sanctions/dismissals for unsatisfactory performance.

Resources:

· Sample Classroom Observation Evaluation

· 

HYPERLINK "Staff/Staff%20Evaluation/Evaluation%20tools/Revised%20Staff%20Evaluations.rtf"

Sample Staff Evaluations

· 

HYPERLINK "Staff/Staff%20Evaluation/Evaluation%20tools/Technical%20and%20Professional%20Evaluation.docx"

Sample Technical and Professional Evaluation

· 

HYPERLINK "Staff/Staff%20Evaluation/Observation-Reflection%20info/Observation-Reflection%20information.docx"

Observation-Reflection information
· 

HYPERLINK "Staff/Staff%20Evaluation/Observation-Reflection%20info/Protocol%20for%20Site%20Visits.docx"

Protocol for Site Visits

· 
Staff Reflection Document 

· Staff Satisfaction Survey
· 

HYPERLINK "Staff/Staff%20Evaluation/Staff%20Self%20Evaluation%20based%20on%20MISAYD.docx"

Staff Self-Evaluation Based on the Michigan School-Age/Youth Development Core Competencies

· 

HYPERLINK "Staff/Staff%20Evaluation/Personnel%20Evaluation%20Overview%5b1%5d.docx"

Personnel Evaluation Overview

· 

HYPERLINK "Staff/Staff%20Evaluation/Natl%20Youth%20Development%20Competency%20Observation%20Assessment.pdf"

National Youth Development Competency Observation Assessment



Substitutes and Volunteers

You may find it helpful to have volunteers in your program to support your activities.  You may also find it helpful to identify substitutes who can come in and offer the program when your staff are absent.  Licensing rules stipulate that these adults have background and central registry checks run prior to their work in your program, unless they are directly supervised by one of your program staff at all times in their contact with children.  If you are a school-based program, your district may have more stringent requirements that you need to meet.  Substitutes and volunteers must receive an orientation to your program to help them understand the expectations for their work and interactions with the youth and other staff in the program.

Suspected Child Abuse/Neglect Reporting

As professionals working directly with youth, you and your staff/volunteers are mandated reporters for suspected child abuse and/or neglect.  
Resource:

· Mandated Reporter Brochure
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� David P. Weikart Center for Youth Program Quality, formerly known as HighScope’s Youth Development Group.  � HYPERLINK "http://www.highscope.org" �www.highscope.org�. 
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