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SECTION I
1.  PURPOSE AND APPLICABILITY: 
The purpose of this document is to establish a uniform process for the operation, documentation and reporting of Bureau of Indian Education funded 21st Century Community Learning Centers programs.  This SOP is applicable to all 21st Century Community Learning Centers funded by the BIE that provide services with this funding.

2.  REGULATORY INFORMATON
NCLB - Title IV, Part B: 21st Century Community Learning Centers
  The purpose of 21st Century Community Learning Centers, as defined by legislation is:

(1)    provide opportunities for academic enrichment, including providing tutorial services to help students, particularly students who attend low-performing schools, to meet State and local student academic achievement standards in core academic subjects, such as reading and mathematics;

(2)    offer students a broad array of additional services, programs, and activities, such as youth development activities, drug and violence prevention programs, counseling programs, art, music, and recreation programs, technology education programs, and character education programs, that are designed to reinforce and complement the regular academic program of participating students; and

(3)   offer families of students served by community learning centers opportunities for literacy and related educational development.

a) AUTHORIZED ACTIVITIES- Each eligible entity that receives an award under this part may use the award funds to carry out a broad array of before and after school activities (including during summer recess periods) that advance student academic achievement, including —

(1) remedial education activities and academic enrichment learning programs, 
      including providing additional assistance to students to allow the students  

      to improve their academic achievement;

(2)  mathematics and science education activities;

(3)  arts and music education activities;

(4)  entrepreneurial education programs;

(5)  tutoring services (including those provided by senior citizen volunteers)    

       and mentoring programs;

(6)  programs that provide after school activities for limited English proficient   

       students that emphasize language skills and academic achievement;

(7)  recreational activities;

(8)  telecommunications and technology education programs;

(9)  expanded library service hours;

(10) programs that promote parental involvement and family literacy;

(11) programs that provide assistance to students who have been truant, suspended, or expelled to allow the students to improve their academic achievement; and

(12) drug and violence prevention programs, counseling programs, and character education programs.

(b) PRINCIPLES OF EFFECTIVENESS-
(1) IN GENERAL- For a program or activity developed pursuant to this part to meet the principles of effectiveness, such program or activity shall —
(A) be based upon an assessment of objective data regarding the need for before and after school programs (including during summer recess periods) and activities in the schools and communities;
(B) be based upon an established set of performance measures aimed at ensuring the availability of high quality academic enrichment opportunities; and

(C) if appropriate, be based upon scientifically based research that provides evidence that the program or activity will help students meet the State and local student academic achievement standards.
(2) PERIODIC EVALUATION-
(A) IN GENERAL- The program or activity shall undergo a periodic evaluation to assess its progress toward achieving its goal of providing high quality opportunities for academic enrichment.

(B) USE OF RESULTS- The results of evaluations under subparagraph (A) shall be —

(i) used to refine, improve, and strengthen the program or activity, and to refine the performance measures; and

(ii) made available to the public upon request, with public notice of such availability provided.
3.  SUMMARY OF METHOD

Bureau of Indian Education 21st Century Community Learning Centers are established to provide services that advance student academic learning and enrichment activities.  To achieve high quality services, the following research based steps in program development should be followed: 
1. Employ a strong, experienced leader/manager supported by a trained and     supervised staff.

2. The sponsoring organization (School and BIE/DPA) provides administrative, fiscal, and professional support.
3. Provide students opportunities for skill building and mastery in reading and math.
4. Provide students a broad array of enrichment opportunities.
5. Intentionally build relationships with day school, families, students, stakeholders and after school staff. .

4.  DEFINITIONS


CCLC:  21st CCLC:  21st Century Community Learning Center

QA:      Quality Assurance


DPA:    Bureau of Indian Education, Division of Performance and Accountability 

PPICS:  21st CCLC Profile and Performance Information Collection System – Online data collections system for the U.S. Department of Education

:

SECTION II

1. Responsibilities 
School administrator Responsibilities 
The responsibilities of the school administrator are to: 

1. Oversee fiscal management and transparency.

2. Write Program Coordinator’s Job Description

3. Hire and supervise the coordinator.

4. Insure communication of student data between the day school and the after school program.

5. Oversee afterschool transportation.

6. Ensure that the Grant Assurances are being met.  See Attachment I.
7. Ensure that coordinator’s FTE meets DPA requirements.  See Attachment II.
Program coordinator Responsibilities 
The responsibilities of the coordinator are to: 

1. Staff Program

2. Plan and schedule afterschool activities

3. Recruit students

4. Ensure student safety during program operation

5. Set up and maintain student data system

6. Fulfill program data, recording keeping and reporting requirements 

7. Supervise after school staff

8. Monitor expenditures to meet budget criteria

9. Communication 

10. Quality Assurance and self-assessment

11. Prepare for the site visit

12. Submit accurate PPICS data in a timely manner 

13. Prepare and follow a Sustainability Plan

2.   Procedures for program coordinator 

1.  STAFFING

a. Officially adopt school policies and procedures or write policies and procedures specific to after school program
b. With the advice and support of the school administrator and/or DPA, write staff job descriptions and/or staff contracts.

c. Hire staff, insuring staff has current security clearances.

d. Orient staff according to criteria provided by BIE/DPA.

e. Obtain signed documentation that staff has received and read a copy of the program policies and procedures and a signed contract, if appropriate.


2.  PLAN AND SCHEDULE PROGRAM ACTIVITIES

a. Review grant for understanding of performance measures and strategic plan.
b. Develop activity schedule and staffing roster, in accordance to grant, that includes tutoring and/or homework help, skill and mastery building activities in reading and math and a wide array of enrichment activities that include cultural activities.  Programs should be offering services 8 hours a week. (As per RFP, page 10).  See Attachment III.

c. With school administrator, establish bussing schedules and protocols

d. Establish student tracking and sign-in/sign-out procedures. 
e. Provide snacks for afterschool.

f. Order materials for activities.

g. Plan and schedule activities that promote academic skill building and mastery through the use of projects, themes and learning opportunities that may not be available during the school day, specifically, read alouds.   See Attachment IV for Promising Practices in Afterschool that promote academic achievement.

h. Plan and schedule cultural enrichment activities.
3. RECRUIT STUDENTS

a. Advertise after school program at school open house, student registration, in school newsletter, with posters in community and school, with local radio announcements, on school website, etc.
b. Through communication with the school, identify at-risk students and students most in need of services.  Recruit these students individually, and through verbal and/or written communication with parents.

c. Conduct on-going student recruitment throughout the year to meet required attendance goal.

d. Obtain written parental permission.

e. Ensure that program is meeting the DPA requirement of minimum percentage of day school students served.  See Attachment IV.
4.  ENSURE STUDENT SAFETY DURING PROGRAM 
     OPERATION
a. Insure all staff members have current background checks.

b. Insure that space is adequate for the group size and activity type and that it is free from evident hazards.

c. Stock First Aid kits for classrooms, buses and make policies that insure first aid kits are present on field trips.

d. Set up and monitor student tracking and drop off/pick up procedures.

e. Train and monitor staff in anti-bullying strategies.

5.  SET UP AND MAINTAIN STUDENT DATA SYSTEM
a. Set up a student attendance system that tracks daily student attendance.

b. Set up data tracking system to monitor grant’s academic performance measures.

c. Insure that student data system is current on a monthly basis.

6.  FULFILL PROGRAM DATA, RECORD KEEPING AND  

     REPORTING REQUIREMENTS

a. Schedule the important benchmarks of the program, including when and how often you will review lesson plans, observe activities, hold staff meetings, meet individually with program staff, test students, survey parents, stakeholders, staff, and students and submit reports. Plot the above list of activities on a master schedule that you share with staff, school administration and partners, and where appropriate, with stakeholders, parents, and students. 
b. Maintain required data and meet the deadlines for data collection and submission set in the RFP.  See Attachment V.
c. Prepare site visit documentation in a timely manner.  See Attachment VI.

d. Become familiar with the PPICS Annual Yearly Report requirements and keep data through out the year that is required in this on-line data collection system.

e. Submit PPICS data in a timely manner, according to the deadline set by DPA.

7.  SUPERVISE AFTER SCHOOL STAFF
a. Provide staff professional development; in addition to the annual staff orientation, staff should receive internal professional development on the use of the SEDL After School Toolkit, Bullying, Classroom management and Cooperative Learning Strategies.  Depending on your staff, they may also need training in the use of data.

f. Require lesson plans from staff that include state standards; monitor lesson plans regularly.

g. Perform activities’ observation using the Coordinator’s Walk-through Checklist (See Attachment VII) at least twice a year.  Share the results with each individual staff member observed.

h. Schedule and perform staff evaluations.

i. Engage staff in the self-assessment process, using the Self-assessment Tool (See Attachment VIII) at least twice a year.

j. Schedule and hold regular staff after school staff meetings, include data sharing with the day school on the agenda.


8.  MONITOR EXPENDITURES TO MEET BUDGET CRITERIA

a. Track expenditures and monitor them for compliance with the grant’s budget.

b. Ensure that all expenditures are allowable.  See Attachment IX: Unallowable Expenses.
c. Assure that program is in compliance with the maximum cost of student service hour set by DPA, which is $6.00.

d. Assure that expenditures meet the following criteria:

i. Supplies:  $500 per class, based on number of students served at a 1/10 staff to student ratio.
ii. Incentives:  $50 per student.

9.  COMMUNICATION

a. Compose a family involvement plan that includes activities and strategies that support communication and relationship building with parents and caregivers.
b.  Communicate with the community–keep evidence of communication with the community at large and with community partners in particular.  This evidence could include radio announcements, newsletters, participation in family fun nights, agendas and minutes of meetings with partners, service learning projects, etc.

c. Communicate with school board as directed by the school administrator.

10.  QUALITY ASSURANCE AND SELF-ASSESSMENT

a. Engage in quality assurance and continuous improvement by directing the staff to complete the Self-assessment tool quarterly.  Report the results of this staff-wide self- assessment in the quarterly reports.  See Attachment VII.
b. If appropriate seek counsel with DPA to modify your grant’s performance measures.

11.  PREPARE FOR SITE VISIT 
a. Schedule the site visit at a time when program activities are most representative and at a time that both the coordinator and the school administrator will be available.

b. Prepare site visit documentation and ensure that it is complete prior to the site visit.  See Attachment VI.

12.  SUBMIT ACCURATE PPICS DATA IN A TIMELY MANNER

a.   Enter Grantee Profile and APR data in the PPICS data entry system accurately by the deadline set by the DPA.

13.  PREPARE AND FOLLOW A SUSTAINABILITY PLAN

a. Create a sustainability plan, complete with time-lined benchmarks.

b. Follow the sustainability plan.

ATTACHMENTS


Attachment I:  Assurances for Bureau of Indian Education 21st Century Community Learning Centers

· The program will take place in a safe and easily accessible facility;

· The program was developed and will be carried out in active collaboration with the schools the students attend;

· The staff time paid through the 21st Century Community Centers funding is fully dedicated to the 21st Century Community Learning Center.

· All activities funded by 21st Century funding will occur before and after regular day school activities or on breaks and/or weekends.
· Tribal indirect costs will be capped at 8% throughout the life of the grant.
· Agreements with partners for in-kind services will be documented in writing with an MOU.
· The program will abide by the provisions set out in their grant application as approved by the BIE unless the grant has been officially modified by a process specified by the BIE.
· Funds under the program will be used to increase the level of State, local and other non-Federal funds that would, in absence of these Federal funds, be made available for authorized programs and activities, and will not supplant Federal, State, local, or non-Federal funds;

· The community was given notice of the applicant’s intent to submit an application; 

· The applicant will provide opportunities for public review of the application after submission; 

· All documentation requirements will be met; and

· Administering officials will ensure financial fidelity.

Attachment II: Coordinator’s FTE Criteria

	Program serves this number of students
	Expected Coordinator’s time 

	50 students or less
	.25 FTE

	51-100 students
	.5 FTE

	101-150
	.75 FTE

	151 plus
	1. FTE


Attachment III:  Page 10 of the BIE 21st CCLC Request for Proposals

· Provide information on how your goals of raising academic achievement for youth are directly related to the most recent data provided through the State Assessments or other available data.  

· Cite any additional factors that place students at risk of educational failure or how your program attends to other areas of consideration, such as drop out prevention etc.

1) Quality of project design  (30 points)

Provide the following information:

· Describe goals, performance measures and activities that address the needs of the identified and targeted population. The goals, objectives, and outcomes to be achieved by the proposed project should be clearly specified and measurable.  Funded programs must demonstrate a strong academic base for their programming. 


Example:  
Goal:  All Tier Two students participating in the Community Learning Center will read at grade level by the end of the school year.  

Measurable Objective #1:  By the end of each quarter, students regularly attending the after school program will improve their academic performance in Reading by 20% as measured by DIBELS testing.

Activity #1:  ABC School will utilize the “READ RIGHT” curriculum in the after school program.  (See List of BIE approved programs in Appendix III.)

Activity #2:  ABC School will augment the “READ RIGHT” with high interest skill building activities

Activity #3:  ABC School will augment Activities 1 and 2 with hands-on, active games that reinforce reading skills.

Please use the format provided in Appendix IV.

· Provide a narrative description of any Scientifically Based Research that supports your choice of activities, as well as describing how the activities link to measurable objectives and the needs identified in the Needs Section. 

· Describe how your program will monitor students’ academic progress.

· Describe how your program will expand opportunities and/or increase student motivation in after school that may not be addressed in the regular day.  

· Complete a “Schedule of Operation” for each proposed site. If the schedule is the same for each site you may use one form to include all sites. Suggested guidelines: a minimum of 8 hours per week at four days per week during the school year.  (Appendix V.)

Identify the key community partners for your project.  Describe the specific roles to be played by each of the partners.  (If funds are to be provided for subcontractors, provide a copy of the contract or Memorandum of Agreement as an Appendix.)
· Describe how the program will link to the school day for homework, intervention and enrichment programs.
Describe how your program proposes to attract youth and/or their families.  Describe why students will want to attend your programs/services.  Also explain how you will maintain student enrollment over time.  If you have made agreements with the day school regarding participation for sports eligibility requirements or for students performing below a certain standard, describe these agreements.

· Attachment IV: DPA requirement of minimum percentage of day school students served
	Student Count in Day School
	Minimum % of full time participants required
	Ex: # of day time students  X the %age =number of 21st Century full-time participants

	1-50
	40%
	50 X .40 = 20

	51-100
	35%
	100 X .35 = 35

	101-150
	30%
	150 X .30 = 45

	151-200
	30%
	200 X .30 = 60

	200-300
	25%
	300 X .25 = 75

	Over 300
	25%
	400 x .25 = 100


Attachment V.  Data Requirements and Deadlines for 21st CCLC

Documentation Requirements

	Required Documentation
	Due Date

	Performance Measure Tracking form
	12/15, 3/15, 6/15, following summer programming

	Student Achievement Monitoring
	12/15, 3/15, 6/15, following summer programming

	Attendance
	On-going, Tallied Monthly

	Lesson Plans
	On-going, Monitored Monthly

	Tutor Notes
	On-going, Monitored Monthly

	Coordinator’s Schedule
	12/15, 3/15, 6/15, following summer programming

	Student Files
	On-going, Monitored Monthly

	Parent Surveys
	Annually

	APR Date in web-based PPICS System
	Annually

	Student focus groups and/or surveys
	Twice a year

	Budget and expenditure reconciliation
	12/15, 3/15, 6/15, following summer programming

	Staff Self Assessment Form
	Twice a year

	Data for the US Department of Education, entered on the PPICS website
	Annually

	Coordinator’s Walk Through Checklist
	12/15 and 3/15


Checklist for Quarterly Report


	Document to submit
	Explanation

	Performance Measure Tracking Sheet
	See page 19.

	Budget
	Budget plus expenditures sheets for quarter are current - use format used by business office.

	Attendance
	All students served and students who attended 30 days or more.  Numbers, only, no names needed.

	Lesson Plans
	Sample lesson plan from every staff member attached to report.

	Program Schedule
	

	Coordinator’s Walk-through checklist
	See Attachment VIII, page 32.

	Self assessment tool
	See Attachment IX, page 34.


You will be asked to submit your report via email.  

This is the format for entering performance measures in the PPICS website.  We will use this same format. However, we are also asking that you include the data specific to each performance measure.  Put the actual data in the appropriate column.  If you were unable to measure or dropped your performance measure, please attach an explanation.  If you revised your performance measure, please attach the Performance Measure Modification Form.

	Performance Measure (list all performance measures)
	Met the stated objective
	Did not meet but progressed toward
	Did not meet and made no progress toward 
	Unable to Measure Progress on stated objective
	Revised the stated objective
	Dropped the stated objective entirely

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Take this pg out

Attachment VI: Promising Practices in After School

Literacy and Math Promising Practice Sites

1. Offer 3 or more activities a day
2. Combine academic content with homework help, tutoring, and some form of enrichment or social development
3. Literacy and math generally 2-4 times a week, 30 minutes to 2 hours in length
4. Staffing - Generally highly qualified and experienced
5. Strong Leadership
a. Empower staff members
b. Share sense of mission
c. Maintain low staff turnover
6. Structure of Programs

a. Clear Goals
b. Program structure and content aligned to meet goals
c. Established relationship with day school
d. Curriculum, in general, reflects linkage to standards, some more obvious
e. Most use research-based strategies
f. Maintain some form of evaluative structures
g. Staff members relate well to the students
h. Build rapport, maintain high expectations, keep students motivated and engaged
7. Literacy Activities
a. Differentiated instruction, multiple grouping strategies across reading and language proficiency levels
b. Use of computer software, games, role playing to supplement learning
c. Real world examples connecting to students’ lives
d. Cross-content 
e. Multi-modal learning 
f. Combining fiction and non-fiction materials, including newspapers and magazines
8. Math Activities

a. All used scaffolding and multiple grouping to take advantage of students’ knowledge and skills 
b. Most offered opportunities to explore math in new and innovative ways
c. Use of visual and tactile tools to supplement learning
d. Regular attempts to connect content to real world learning
e. Provide some inquiry-based learning through doing
f. Capitalize on intentional learning opportunities
9. Over all Observation of Literacy and Math at the Promising Practice Sites

a. Strong leadership - connecting afterschool with school, district, and community
b. Pre-determined, time-structured programs
c. Predominantly “active learning” opportunities
d. High expectations, socially and academically, of attendees
e. Attempts made to integrate across content areas

f. Instructors tend to be well trained
g. Formal system of communication between school day and afterschool staff, including sharing data on academic performance
h. Majority of curriculum linked to standards with links to school day
i. Both purchased and self-designed materials
j. Informal assessments, spot-checking, questioning, and observing
k. More than half had conducted an external evaluation and almost all conducted internal evaluation.
l. Parental involvement most common through newsletters and informal interaction. Parents rated all programs very high.

Attachment VII:  Site Visit Documentation

21st Century Documentation Checklist

1) Program Management

(  Copy of Grant

(  Performance measures in the grant

(  Policies and Procedures

2) Budget Documentation

(  Budget spreadsheet

(  Expenditure spreadsheet

(  Explanation of any budget/expenditure discrepancies

(  Property Management

Receipts

Serial numbers on major items

Inventory documentation

3) 21st Century Program Overview

(  List of Activities offered through 21st Century 

(  List of research-based strategies and computer programming used

(  Weekly Schedule of 21st Century Programming

(  Monthly calendar of events for 21st Century Programming

(  Advertisements:

(  Sign in sheets for all 21st Century activities sponsored

(  List of partners

4) Data Collection & Analysis

(  Attendance documentation

(  Student Achievement documentation

(  Performance Measure tracking sheet

5) 21st Century Staff Documentation

(  Policies and Procedures for staff and students

( Staff Orientation Agenda and sign-in sheet

( Job descriptions for ALL 21st Century Staff members

( 21st Century Coordinator’s Schedule

(  Documentation of Professional Development Trainings

(  Staff meetings / Consortium staff meetings

Agendas

Minutes

Sign in sheets

(  Meetings with principal

(  Sample Lesson Plans from all 21st Century staff

6) Individual Student Files on each participant
(  Parent permission forms (mandatory)

(  Referrals (from regular day school or parents)

(  Grades (A copy of quarterly grades from regular day school)

(  Test Scores (Pre-testing and Post-testing scores)

(  Tutor Notes, if applicable (Assessments made by the tutor)

(  Disciplinary Referral Sheet, if applicable (a copy in each file)

7) Continuous Improvement

(  Self-Assessment Results

(  Coordinator’s Walk-through Assessment

(  Exploring sustainability options for your program

8) Sustainability Plan

(  Sustainability Action Plan
This is the budget/expenditure information that we will be requesting:

	Budget

	Monthly Expenditure

Tracking
	Expenditure should be recorded and compared to the budget to determine that expenditures are on track (timely) and are within the amounts set by the budget

	Time sheets/payroll
	Time sheets/ Payroll will insure that staff is working according to the schedule set out in the grant and that payroll is in line with budget

	Items over $1000 described and justified
	All expenditures for supplies, material and equipment over $1000 per month needs to be accompanied by a written justification.


REDHOUSE TRAINING AND CONSULTING

21ST CCLC INTERVIEW QUESTIONNAIRE
NAME OF SCHOOL: ____________________________________________________

DATE OF SITE VISIT: __________________________________________________

Name of 21st CCLC Coordinator: __________________________________________

Name of Principal: ______________________________________________________

Number of students enrolled in regular day school: __________________________

Number of total students enrolled in 21st Century after school: ________________

Number of students on track to be 30 days or more: ____________________________

1.) PROGRAM MANAGEMENT

Do you have a copy of your grant?  _______________________________________________________________________

Do you think your program reflects the PERFORMANCE MEASURES written in your grant? If not, do you need to submit and performance measure modification? ________________________________________________________________________________________________________________________________________________

Did you modify your grant and if so, do you have a copy of the grant modification form?  

Copy of policies and procedures or has your program adopted day school policy and procedures?             Yes_____    No _____

2.) BUDGET DOCUMENTATION

Copy of Budget: Yes _______  No________  Needs improvement______  

Copy of Expenditure spreadsheet: Yes _______  No________  Needs improvement_____

Coordinators Pay:_________________________________________________

Staff pay out:_____________________________________________________

Attach a copy of this year’s budget and expenditures to date:


Comments on budget (Irregularities?  On track for lasting the program year? Etc.)


PROPERTY MANAGEMENT

Record keeping of property bought with 21st Century expenditures, this includes recording serial #s, receipts, and etc. Note equipment expenditures that should be tracked.

3.) 21ST CENTURY PROGRAM OVERVIEW

What type of activities are offered in your 21st CCLC programming? Describe.
Academic
Cultural

Physical

Computer

Research based

What are your hours of operation?  Week? _________________________

Weekends?_____________________________

Do you have a monthly calendar of events for your program? (Attach)

How are students recruited into your program?
If you are not on track to meet your attendance targets, do you have a recruitment plan?___________  If so, attach.

Programming Schedule? (A monthly calendar that lists all activities being held through 21st Century. Attach.) Yes _______  No________  Needs improvement______  
Comments:

______________________________________________________________________

Do you have a summer program and if so what is the schedule?  Weeks? Days/wk Hrs/day?______________________________________________________________

Coordinator’s Schedule:______________________________________________________________

COMMUNICATION WITH PARENTS AND THE COMMUNITY

Each program must have this. (i.e. school board, radio, newsletter, family fun nights, etc.) ________________________________________________________________________

School Board Contact:  Yes _______  No________  Needs improvement______  Comments:

__________________________________________________________________

Sign-in sheets:  We would like to view sign-in sheets for all activities, which include, family activities you have held this year plus sign-in sheets and agendas from all staff meetings.    Comments:

__________________________________________________________________
COMMUNITY PARTNERS

21ST Century is pro-partner and we encourage you to find partners in your community.  Please provide documentation of partnerships. Who are your local partners? ________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.) DATA COLLECTION & ANALYSIS

Attendance:  Is attendance tallied for each activity at least monthly?  How is attendance being kept? 

Yes _______  No________  Needs improvement______  Comments:
Student achievement: Tests Used? _____________________________________________________ Grades tested? ______________________________  Testing according to schedule in Grant PMs? Yes _______  No________  Needs improvement______  Comments:

Performance Measure Tracking Sheet:

Yes _______  No________  Needs improvement______  Comments:

5.) STAFF DOCUMENTATION

Policies and Procedures Reviewed: This includes, Personal Policies (hiring practices, substitute policy), Safety Policy and Procedures. 

Staff orientation – agenda and sign-in sheet: 

Yes _______  No________  Needs improvement______  Comments:

Job Descriptions: Yes _______  No________  Needs improvement______  Comments: 

Security Clearances: Yes _______  No________  Needs improvement______  Comments:

Staff Meetings: (Agendas, minutes, sign-in sheets)

Yes _______  No________  Needs improvement______

Comments:

Staff Development:

Meetings with Principal documented:

Yes _______  No________  Needs improvement______

Have there been any problems with staff payroll?

Yes _______  No________  Needs improvement______  Comments:

Lesson Plans:  We need one sample lesson plan from every staff member who is offering enrichment activities.  This includes any sports and/or coaching, arts and crafts, cultural programming, etc. Comments:

State standards are referenced in Lesson Plans? 

Yes _______  No________  Needs improvement______  Comments:

Attach samples. 
6.) STUDENT FILES:  Individual student files need to be kept for all students who receive either homework help or tutoring. We need samples of all documentation kept in your student files.  They should include the following: 

Student’s Individual Attendance: Yes _______  No________  Needs improvement______ Comments:
Parent Permission forms: Yes _______  No________  Needs improvement______ Comments:

Grades: A copy of their grades from regular day school performance 

Yes _______  No________  Needs improvement______ Comments:

Teacher referral slip?
Grades? Yes _______  No________  Needs improvement______  Comments:  

Tutor Notes: Yes _______  No________  Needs improvement______  Comments:

Disciplinary Action Referral: Yes _______  No________  Needs improvement______

Base line and Quarterly Test Score/Progress Reports:

Yes _______  No________  Needs improvement______

Comments on student files:  

A copy of events: A copy of each event that is sponsored by 21st CCLC (or partnered in an event) needs to properly documented. Sign-in sheets? 

________________________________________________________________________

Employee documents: copies of job descriptions you have, a copy of the coordinator’s schedule and sign in sheets/description of any training given to your staff.  

________________________________________________________________________

7.) CONTINUOUS IMPROVEMENT

Do you have the self-assessment Tool? What were the results of your self-assessment and what have you done to incorporate these results in your program? ________________________________________________________________________________________________________________________________________________

Do you have copies of the Coordinator’s Walk-trough Assessment?  What have you learned about your program from this instrument? ________________________________________________________________________________________________________________________________________________The report card, surveys and self-assessment tool are examples of self-evaluation for your program; do you have any questions regarding the report card? _______________________________________________________________________Staff, Student, Parent Surveys: Do you have copies of the surveys?  Do you have any questions about the survey, including the teacher surveys due for the annual PPICS report? _____________________________________________________________
In your opinion do you feel that the 21st CCLC after school program helps the students’ performance in regular day school? Based on what evidence?  Have you begun making a sustainability plan?

Do you have any questions about the PPICS data entry?

8.) Action Plan made at site visit?  If so, attach to report.    Yes        No

FIELD EVALUATOR:
_____________________________

Attachment VIII: Coordinator’s Walk-through Checklist
Bureau of Indian Affairs

Division of Performance and Accountability  

Activity Observation Instrument

Rating Scale:  1: Poor


3:  Good 

X:  Not observed



2: Adequate

4:  Excellent


If a rating of 1, 2 or X is made, please provide explanation/detail in comment section.


 

	Activity:
	Instructor(s):



	Date of Observation:
	Observer’s Name:



	Coordinator’s Name:
	Principal’s Name:



	Signature:


	Signature:



	Item
	Rating
	Comments

	STUDENTS
	
	

	1.   Students are friendly, relaxed and respectful with each other.
	
	

	2.   Students interact in friendly and respectful ways with the staff members.
	
	

	3.   Students are on task.
	
	

	4.   Students contribute opinions, ideas and/ or concerns to discussions.
	
	

	5.   Students have opportunities to make meaningful choices.
	
	

	STAFF
	
	

	1.   Staff uses positive behavior management techniques.
	
	

	2.   Staff members are positive toward students.
	
	

	3.   Staff is aware of what is happening in the room or on the field.
	
	



	4.   Staff assists youth without taking control.
	
	

	5.   Staff communicates goals, purpose and expectations.
	
	

	6.   Staff members ask students to expand on their answers and ideas.
	
	

	7.   Staff challenges students to move beyond their current level of competency.
	
	

	8.   Staff employ varied teaching strategies.
	
	

	9.   Staff sometimes uses small group teaching techniques. 
	
	

	ACTIVITIES
	
	

	1.   Activity is well organized.
	
	

	2.   Directions are clear and easy for students to follow.
	
	

	3.  Explicit steps are given and described in logical sequence.


	
	

	4.   Activity involves the practice and/or progression of skills.
	
	

	4.   Activity requires analytic thinking.
	
	

	5.   If activity observed is an enrichment activity, the academic component is obvious and relevant to the students’ needs.
	
	

	6.   The activity is age appropriate.


	
	


Attachment IX: Self-Assessment Tool

Bureau of Indian Affairs

Albuquerque Service Center 

Division of Performance and Accountability  

Program Quality Self-Assessment


 Directions:

All staff members should fill out the assessment form anonymously.  There should be a process by which the forms can be submitted without the coordinator and principal knowing who submitted which form.  

After all forms are submitted, the coordinator should tabulate the results of all of the Quality Self-Assessment forms submitted by the staff, including a form submitted by the coordinator.  

After tabulating the results of the Quality Self-Assessment forms, the coordinator and principal should hold a meeting at which the Quality Self-Assessment results are discussed by the entire staff.  The result of this meeting should be an action plan that addresses the issues raised by the Quality Self-Assessment tool.

Copies of the individual forms, the tabulated results and the action plan should be submitted to Bureau of Indian Affairs, Albuquerque Service Center, Division of Performance and Accountability.

	Quality Indicator
	Performance Level

	A quality program: 
	1

Poor
	2

Average
	3

Good
	4

Excellent

	1. Provides a safe, stimulating, welcoming and supportive environment for young 

   people.


	
	
	
	

	2. Is aware of and documents where participants are during program hours. 

	
	
	
	

	3. Ensures that supplies are organized, maintained, and accessible.
	
	
	
	

	4. Maintains and publishes monthly schedule.


	
	
	
	

	5. Develops, reviews, updates and communicates the plan for family involvement. 


	
	
	
	

	6. Has communicated and clarified policies and procedures to all staff.


	
	
	
	

	7. Has regular, documented staff meetings.

	
	
	
	

	8. Has a management style that facilitates two-way communication and encourages staff to share their ideas.


	
	
	
	

	9. Develops and communicates a long-term plan for sustaining the after school program.


	
	
	
	

	10. Provides positive working conditions for staff and appropriate supervision, support, and feedback.  (Includes quarterly activity observations.)


	
	
	
	



	Quality Indicator
	Performance Level

	A quality program: 
	1
	2
	3
	4

	1. Has staff that respect and communicate with one another and are role models of positive adult relationships.


	
	
	
	

	2. Staff interacts with families in a comfortable, respectful, welcoming way.


	
	
	
	

	3. Staff treats students with respect and listens to what they say.


	
	
	
	

	4. Staff gives students voice, choice and lets them contribute to the program in meaningful ways.


	
	
	
	

	5. Has meaningful community partnerships and collaborations.


	
	
	
	

	6. Works collaboratively with the day school teachers to produce better student outcomes.


	
	
	
	

	7. Maintains communication with school principal, school board and administration.


	
	
	
	

	8. Communicates with day school staff to monitor academic and behavioral progress of students.


	
	
	
	

	9. Involves families and the community in program events.


	
	
	
	

	10. Communicates with families on matters concerning the wellbeing of the child.


	
	
	
	

	11. Has an effective marketing strategy that publicizes the program and its 

      achievements within the school and broader community.


	
	
	
	



Programming / Activities

	Quality Indicator
	Performance Level

	A quality program: 
	1
	2
	3
	4

	1. Provides activities that reflect the mission of the program.


	
	
	
	

	2. All activities have an academic component.


	
	
	
	

	3. Addresses academic, physical, social and emotional needs of the participants.


	
	
	
	

	4. Has activities that are all age-appropriate. 


	
	
	
	

	5. Offers high quality academic support, including tutoring and/or homework help.


	
	
	
	

	6. Provides a range of opportunities in which participants’ work can be showcased.


	
	
	
	

	7.  Integrates opportunities for the development of personal responsibility, self- direction and leadership throughout the program.
	
	
	
	

	8. Offers project-based, experiential activities.


	
	
	
	

	9. Affords students opportunities to express their ideas, concerns and opinions.


	
	
	
	



	10. In addition to academics, offers enrichment activities in culture and other areas such as technology, recreation, art, etc.


	
	
	
	

	11. Offers high interest, hands-on participatory academic activities.


	
	
	
	

	12. Promotes consistent and active student attendance and participation.


	
	
	
	



Attachment X: Unallowable Expenses.

1. Purchase or maintenance of facilities 
2. Purchase of vehicles (e.g., buses, vans, or cars)-reasonable fuel and oil changes allowed
3. Land acquisition
4. Furniture (allowed only if necessary to success of program)
5. Capital Improvements or Permanent Renovations
6. Landscaping
7. Equipment (allowed only if necessary to success of program)
8. Equipment or field trips used for school-wide or team sports 
9. Memberships of any kind
10. Supplanting federal, state, or local funds (e.g., using grant dollars to fund summer school classes previously offered and paid for by district or other funds)

11.  Proposal development, grant writing, or planning costs

12. External Evaluator


Bureau of Indian Education


21st Century Community Learning Centers








STANDARD OPERATING PROCEDURES
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