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This handbook has been prepared for the Fort Worth After School (FWAS) program, Community Based

Organization s (CBO), and site -based programs. All teacher s, assistant teachers, site supervisors, and support
personnel include, but are not limited to: full -time, part -time, temporary staff and volunteers are covered by
these policies and procedures. This handbook includes guidelines for program administration and criteria by
which programs will be evaluated.

Fort Worth After School Office
5701 Meadowbrook Drive 2 ™ Floor
Fort Worth, Texas 76112
817 -492 -7940
Fax: 817 -492 -7964

Website: www.fwisd.org/fwas/Pages 7

Staff Contact Information

FWAS Director Miguel Garcia Jr. 817 -492 -7945 miguel.garcia24@fwisd.org
FWAS Coordinator  Suzana Delgado -Gray 817 -492-7944 suzana.delgadogray@fwisd.org
FWAS Coordinator  Charlece Thomas James 817 -492 -7947 charlece.thomasjames@fwisd.org
FWAS Coordinator  Linda Beltram 817 -492 -7943 linda.beltram1@fwisd.org

FWAS Coordinator  Gary Stolz 817 -492 -7941 gary.stolz@fwisd.org

FWAS Coordinator  Kelly Medders 817 -492 -7951 kelly.medders@fwisd.org

FWAS Support Staff Patricia Montoya 817 -492 -7940 patricia.montoya@fwisd.org

Evaluation Team
Texas A &M University Dr. Peter Witt 979 -845 -7325

FWISDd ADQ Terri King 817 -871-2348 terri.king@fwisd.org
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School Assignments

Charlece Thomas James
General Funded

Elementary Schools
A.M. Pate
Carroll Peak
Carter Park
Christine C. Moss
Como
E.M. Daggett
East Handley
Eastern Hills
George C. Clarke
Glen Park
.M. Terrell
Luella Merrett
Mitchell Blvd.
Maudrie M. Walton
North Hi Mount
S.S. Dillow
Oakhurst
South Hi Mount
T. A. Sims
Van Zandt -Guinn
W.M. Green
Western Hills Primary

Suzana Delgado -Gray
General Funded

Elementary Schools
Charles E. Nash
De Zavala
Delores Huerta
Diamond Hill
E.J. Briscoe
Greenbriar
Hubbard Heights
Lowery Road
M.H. Moore
M. L. Kirkpatrick
M. L. Phillips
Maude I. Logan
Natha Howell
Oaklawn
Richard J. Wilson
Rufino Mendoza
Sagamore Hill
Sam Rosen
Seminary Hills Park
Versia L. Williams
Washington Heights
Worth Heights

Middle School s
Riverside Middle School

Linda Beltram
Cycle 5 Coordinator

Elementary Schools
D. McRae
Sunrise -McMillan
Manuel Jara
W.J. Turner

6" Grade Schools
Dunbar 6™ Grade
Leonard 6
Glencrest 6"
McLean 6™
Rosemont 6
Wedgwood 6 "

Middle Schools
Kirkpatrick Middle School
Leonard Middle School
McLean Middle
Meacham Middle School
Monnig Middle
Morningside Middle

High Schools
Eastern Hills High
Paschal High
South Hills High
Trimble Tech High

Gary Stolz
Cycle 4A

Elementary Schools
Alice D. Contreras
Meadowbrook

Mi ddle School
Meadowbrook Middle

Other Schools
I nt ol Newc omer

High School
Carter -Riverside High

Kelly Medders
Cycle 4B

Elementary Schools
Westcreek
Western Hills

Middle Schools
Dunbar Middle
Wedgwood Middle

High School
Polytechnic High

Vacant
Cycle 6

Middle Schools
Daggett Middle
Forest Oak Middle
Handley Middle
J.P. Elder Middle
Rosemont Middle
Stripling Middle
William James Middle

High Schools
Diamond Hill -Jarvis High
Dunbar High
North Side High

COMMUNITY BASED ORGANIZATION

City of Fort Worth - Parks & Community Services

Clayton YES

Camp Fire USA

YMCA of Metropolitan Fort Worth

Site Based (campus administrated program)
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Purpose

I FWAS MISSION STATEMENT |

To provide quality before and  after school prog rams in a safe environment that result in educational,
physical, and social development for elementary, middle, and high school students.

PROGRAM VISION

Provide a safe, enrichi ng after school environment for each child in Fort Worth.

I PROGRAM GOALS |

A. Educational Competence

e To provide homework assistance, tutorial, and relevant educational programs for
participants which supports the academic mission of the educational institution;

e Toim prove the awareness of the importance of learning through the involvement of
educators, professional programmers, mentors and volunteers; and,

e To reduce the level of truancy through the provision of programs that foster an
understanding of the importance o f staying in schoo | and result in improved school
attendance and reduction in dropouts.

B. Physical and Social Development
e To address physical needs through the provision of after school snacks, recreation,
culture and wellness activities; and,
e Toinvo lve program participants in activities that promote social development, which
target specific community needs as identified by the stakeholders/grant, i.e. parents,
students and educators.

C. Crime Reduction
e To reduce the number of juvenile arrests of s tudents from targeted schools through
the provision of effective programs and,
e To reduce the number of juvenile victims of crime within the attendance zones of
target schools during the school day between the hours of 8:00 a.m. to 9:00 a.m. and
3:00 p.m. to 6:45 p.m. (programming hours vary by campus).

Policies & Procedures 2009-2010




Roles & Responsibilities

Roles &
Responsiblilities
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Roles & Responsibilities

COORDIN ATING BOARD ORGANIZATIONAL CHART

Fort Worth City Council

Mike Moncrief o Mayor Fort Worth ISD

Sal Espino
W.B. Zimmerman . BDQaIEdrOf Irusltaeres_d N
Danny Scarth ay éC :asc\)/ - Preside
Frank Moss arlos Vasquez

Jean McClung

Jungus Jordan Christene Moss

Carter Burdette

Kathleen Hicks Jugy%i?hsam
DJIOG::BU”;S Chris Hatch
ale Fisseler, Fort Worth After School Juan Rangel
City Manager Coordinating Board Norman Robbin s

Patricia Linares  Tom Higgins Dr. Melody Johnson |
Ann Rice Robert Ray Superintendent
Kathy Livingston Jeff Halstead

I_Ken Shetter Randy Turner ]
Michael Ryan Richard Zavala

LoEster Posey

_ Evaluation Team
Director Dr. Peter Witt
Terri King
Miguel Garcia , Jr. Grants and Development
Project Development
Specialists
Meryl Gunter

Coordinators

Suzana Delgado -Gray
Charlece Thomas James
Linda Beltram
Gary Stolz
Kelly Medders
Vacant
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Roles & Responsibilities

COORDINATING BOARD MEMBER ROLES

A Approve program scope, goals and objectives,

A Appr o vseect®n proeess,

A Approve service providers,

A Appr ov eionato dites ara program,

A Select sites, based on selection criteria,

A Evaluate reported results from campus programs,

A Evaluate funding needs,

A F o s osiive community relations,

A Recommend future direction and program standard:
COORDINATING BOARD CO-CHAIRS

CO-CHAIR: Dr . PATRICIA LINARES CO-CHAIR: TOM HIGGINS

Deputy Superintendent, School Leadership, Assistant City Manager

and Student Support Services City of Fort Worth

Fort Worth Independent School District 1000 Throckmorton Street

100 N. University, NW 255B Fort Worth, Texas 76102

Fort Worth, Texas 76107 817 -392 -6192

817 -871-2314

patricia.linares@fwisd.or g thomas.higgins@fortworthgov.org

COORDINATING BOARD MEMBERS

Michael Ryan, Executive Director Randy Turner, Director Kathy Livingston

FWISDFine Arts Tarrant County Juvenile Services City of FW -Community Relations Dept.
100 North University, SE 213 2701 Kimbo Road 1000 Throckmorton

Fort Worth, Texas 76107 Fort Worth, Texas 76111 Fort Worth, Texas 76102

817 -871-2433 817 -838 -4643 817 -392 -6129
michael.ryan@fwisd.org srturner@tarrantcounty. com kathy.livingston@fortworthgov.org
Ken Shetter, Executive Director Richard Zavala, Director

Safe City Commission Parks and Comm. Services, City of Fort Worth

201 Main Street, Ste. 2 4200 South Free way, Suite 2200

Fort Worth, TX 76102 Fort Worth, Texas 76115

817 -885 -7774 817-871-5711

kshetter@safecitycommission.org richard.zavala@fortw orthgov.org

Jeffrey Halstead, Chief of Police Robert Ray, Assist. LoEster Posey, Director

Fort Worth Police Department Superintendent FWISD FWISD Student Discipline

350 West Belknap 100 North University, NW 252 and Placement

Fort Worth, Texas 76102 Fort Worth, Texas 76107 100 N. University Suite 110

817 -392 -4210 817 -871-2729 817 -871-7373
police.chief@fortworthgov.org robert.ra y@fwisd.org loester.posey@fwisd.org

Ann Rice

Executive V.P. Community Development
Division Tarrant County United Way

PO Box 4448 , Fort Worth, Texas 76164 -0448
817 -258 -8050

Ann.rice@unitedwaytarrant.org
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Roles & Responsibilities

STAFF ORGANIZATIONAL CHART

Principals FWAS Coordinators

Academic Liaison

CBO Program
Coordinators

Site Based Site
Supervisors

Teacher

CBO Site Supervisor

Teacher

After School Specialist

After School Specialist

After School Specialist
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Roles & Responsibilities
I STAFF QUALIFICATIONS |

CBO PROGRAM COORDINATOR

College degree required; supervisory experience; administrative experience; five years or more
exper ience with school -age children and/or educational equivalent experience.

ACADEMIC LIAISON
Bachel ords degree and teacher certification required

TEACHER
Bachel ords degree and teacher certification required

SITE SUPERVISOR

High school diploma or equiva  lent required; twenty -one years of age; four years or more experience
with school -age children and/or educational equivalent; prior supervisory Required paperwork;

ensure program adheres to policies and guidelines set forth by FWAS.

SPECIALIST
High schoo | diploma or equivalent; experience working with school -age children and/or educational
equivalent; 18 years of age or older.

SPECIALIST-ASSISTANT
High school student; No unsupervised activities with student participants; currently enrolled in high
schoo I; 16 years of age or older (general funded only)

Policies & Procedures 2009-2010




Roles & Responsibilities

Staff Guidelines

Program staff must arrive at their site in enough time to set up before students arrive. Site

Supervisor, Academic Liaison, or lead designated staff =~ must be on-campu s during programming

hours at all times. Program staff and/or volunteers must not receive or make personal calls or text

messages during program hours. If unable to attend, program staff must notify appropriate staff

(see calling tree) 24 ho urs prior to start of program.  Staff shall not eat anything that is not available

to the students, nor should staff over 18 years old ¢ onsume the USDA snack provided.  Staff is
expected to be ready to greet the students as they be

Calling Tree for Absences

Academic Liaison/
Site Based Site
Site Supervisor Teacher * Supervisor Specialist
Who to call Supervisor/Principal Academic Liaison CBO/Provider | CBO/Provider
Site Based Site
Supervisor Academic Site Supervisor/
FWAS Coordinator (if applicable) Liaison Academic Liaison

*Teachers and Academic Liaisons need to find subs.
*There may be additional calling procedures for your site.

Background Ch eck

Community Based Organization s (CBOs) are to conduct background checks on all FWAS

new/returning staff and volunteers. Providers must clear all employees and volunteers prior to

working with Fort Worth After School students and must submit a copy of th eir clearance to our

office. CBO6s can obtain a background check form through
(817 -871 -2439). When submitting a form for clearance, please ensure information is filled out

clearly and a legible copy of identification is copied onto the form. It is the responsibility of the CBO

to submit updates of new employees/volunteers throughout the year. Please see FWAS Criminal
Background Check form. All CBO employees who have ever worked for the FWISD must be

considered eligibl e for rehire by FWISD. Contact FWISDHuman Resources at 817 - 871 -2243 for

guestions.

Dress and Appearance

e Employees and volunteers working for a FWAS approved CBO/site -based program are required
to maintain the highest level of professionalism.

e FWAS staff and volunteers must be clean and neat when reporting to work.

e Staff must be identified either through an identification card, nametag, or staff shirt.

e FWAS 4daff or volunteers shall not have excessive exposed body art/tattoos Ipiercings or
numerous pier cing on the ears.

e Males must remove earrings.

Policies & Procedures 2009-2010




Roles & Responsibilities

Staff or volunteers must not wear tongue, eyebrow, lip, or nose jewelry.
Staff or volunteers must not wear cut-off shorts, g ang-related attire , clothing with

inappropriate logos, slogans or text , baggy pants , revealing clothing , flip -flops, house shoes.

Training

CBO/Site -Based Programs will conduct training sessions with their staff throughout the year.
Staff must attend a minimum of 15 hours of training including FWAS sponsored trainings.
Exempt from th is requirement are content specific teachers who provide tutoring in their area

of certification or expertise after school , such as, but not limited to , Reading, Writing, Math,
Science, Social Studies, and Language Arts

Prior approval by FWAS Coordinatori s required to utilize District Provided In -service for
teachers who are employed by after school toward the 15 -hour required in  -service training.

Training must relate to After School job duties.

Policies & Procedures 2009-2010




Roles & Responsibilities

STAFF RESPONSIBILITIES

FWAS DIRECTOR

e Recommends the direction and goals of Fort Worth After School

Reports status of program and generates reports to the FWAS Coordinating Board, City of Fort
Worth, FWISD Board of Trustees, and Crime Control and Prevention District Board
Collaborates to develop additional resources to complement site programs

Monitors Local and Special Revenue (21 * Century) Budgets

Monitors all equipment and supply purchases

Coordinates program evaluation of all after school sites

Markets the program to the community and stakeh olders

Oversees FWAS database, IT, and technology -related concerns

Oversees the RFP process, contracts for Community  -Based Organizations, and meets with new
after school vendors

e Supervises staff and manages 21  * Century grants

FWAS ADMINISTRATOR - COORDINATORS

All Programs

Ensures the implementation of the goals of Fort Worth After School

Monitors sites to ensure quality and compliance of programs

Monitors school allocation/budget

Monitors PO requests & approval

Coordinates additional resources to comp lement site programs

Develops training opportunities for CBO/Service providers and staff of programs
Makes recommendations regarding programming

Creates program policies and procedures

Ensures required documentation is submitted

21* Century Programs

Monitors payroll, program budget, invoices and bus reimbursements
Attends monthly meetings as outlined in the grants

Maintains grant compliance

Monitors Purchase Orders

Monitors 21 * Century database and enter data on TEA website
Ensures all required Dist rict/State documentation is submitted on time

Policies & Procedures 2009-2010




Roles & Responsibilities

€ CONT | NUHAFF RESPONSIBILITIES

PRINCIPAL or DESIGNATED ADMINSTRATOR

All Programs

Provides guidance and direction in the development of program and activities on the campus
Assists in recruitment of students

Provides acc ess to facilities necessary for daily program activities

Provides Internet access for site supervisor

Provides program storage space

Ensures after school staff receives support from teachers at the school

Ensures safety of students after school

Participat es in evaluation process

Oversees FWAS budget and monitor expenditures submitted to FWAS office

21 Century Programs
Attends monthly meetings with Academic Liaison, CBO Site Supervisor, and FWAS

Coordinator, as outlined in the grant
Provides office sp ace for site supervisor

21ST CENTURY FUNDED TEACHER/ INSTRUCTOR

Provide lesson plans one week before each class term (monthly, six weeks, etc.)

Be in the classroom or assigned meeting location ready to greet and teach the students
Responsible for securing substitute when not able to teach class

Teachers under the supervision of an Academic Liaison/Site Supervisor will include TEKS
objectives in lesson plans and class activities

TEA mandates for sustainability pur  poses that classes keep daily attendance for each different
class taught

Use the district PO system for all purchases made by a teacher. FWAS will not make
reimbursements for out  -of -pocket expenses.

Keep track of time cards

Class may be cancelled by an A cademic Liaison/ Site Supervisor due to lack of participants
and or budgeting reason

Class offered must maintain a ratio of 1:15 in elementary 1:20 middle school & HS

Maintain a high level of professionalism and student confidentiality

FWAS SPECIALIST

Policies & Procedures 2009-2010 11

Responsible for delivery of program activities

Provide constant visual supervision of students

Assist in developing and implementing activities

Report to Site Supervisor

Maintain a high level of professionalism and student confidentiality




Roles & Responsibilities

I € CONT | NUHAFF RESPONSIBILITIES |

21st CENTURY FUNDED CAMPUS MONITOR

Responsible for insuring safety in the hallways, restroom and cafeteria

Collect attendance sheets for Site Supervisor

Must be visible at all times

When students are released to an adult, monitor will ensure that adult has correct
identification to be released to that person

Assist with student discipline

VOLUNTEERS

Must b e supervised by a staff member

Must a ttend an orientation or training session, and receive rules regarding the importance of
conf identiality, speech, behavior, and dress code.

Must complete some type of application/commitment form and be interviewed and screened
prior to placement.

Must follow staff guidelines concerning personal calls or text messages during program
hours.

May not eat anything that is not available to the students, nor should volunteers over 18
years old consume the USDA snack provided.

YOUTH COUNCIL

Student leadership is important to the success of the 21 * Century funded programs.

All programs are expect ed to have a Youth Council that meets at least monthly.

Youth representatives may advise on program plans, recruitment and involvement of youth in
the after school programs, and participation in city and regional 21 s Century or CBO
activities.

Minutes from these meetings must be submitted to FWAS Coordinators.

Policies & Procedures 2009-2010 12




Roles & Responsibilities

ALL CBO PROGRAM COORDINATOR S

Program Coordinator: A person employed by a FWAS approved provider that oversees one or multiple FWAS
campuses and oversees the program goals, funding requirements and supp orts schools in delivering FWAS
policies & procedures.

All Programs  Must:

Implement Fort Worth After School program goals

Hire competent staff to deliver programming and ensure sufficient supervision

Monitor sites to ensure quality and compliance of pro grams

Purchase supplies for after school program and keep inventory of supplies

Establish communication between FWAS, school principal , Academic Liaison and Site

Supervisors

o Recruit and enroll participants of the program and place volunteers

0 Assist with or plan Family Events

o Develop and/or inform staff of training opportunities and ensure completion of required
training hours

o Develop additional resources to complement site programs

o Make recommendations regarding programming

o Produce administrative records an d timely reports to include daily attendance data and student
registration forms among others

o Financial management of contracted services to ensure program operates within budget and

maintains summary of service, reports, and budget transfers

O O0Oo0oOo0o

21st Century Programs Must:
o0 Monitor payroll and program budgets

o Attend monthly meetings as outlined in the grant
0 Submit invoices/Summary of Service by the 10 " of the month

Acknowledgement Statement:

By signing this document | understand and accept the se roles a nd responsibilities. | further understand that
failure to comply with these responsibilities, policy and procedures may result in disciplinary action taken
and/or termination.

Name: Date:
Signature: Cell Phonet#:
School(s):

Policies & Procedures 2009-2010




Roles & Responsibilities

21+ CENTURY FUNDED CBO SITE SUPERVISOR

This person oversees the FWAS program at a designated campus. The CBO Site Supervisor is responsible for
implementing FWAS Goals and complying with FWAS Policies and Procedures.

All Programs  Must:

O O0OO0OO0OO0OO0OO0OO0OO0OO0OO0OO

o

Provide oversight of programs at schools
Supervise day -to-day activities of program staff
Develop working relation  ships with principal, teachers and school staff

Coordinate information exchange between principal, CBO/service provider and FWAS
Maintain records on student registration, attendance, and related data
Recruit and enroll participants in program and place vol unteers

Assist with or plan Family Events

Submit documentation of required Family Events

Develop, post and administer ~ FWAS Metrics

Attend training offered by Provider/Site -Based Program and any FWAS training

Ensure safety of students after school

Ensure that all attendance and other required data are entered in data base accurately and on
time

Participate and complete  program evaluation requirements

21* Century Programs  Must:

[olNelNelNe]

o

Coordinate all program plans with Academic Liaisons

Review teacher class pla ns and arrange for supply purchase

Review grant objectives and activities and arrange for implementation

Attend monthly planning meetings with Academic Liaison, Principal, and FWAS coordinator, as
outlined in the grant

Meet weekly with Academic Liaison

Ensure that all attendance and other required data are entered in d ata base accurately and on
time

Additional Responsibilities:

Acknowledgement Statement:

By signing this document | unders  tand and accept these roles and responsibilities. | further understand that
failure to comply with these responsibilities, policy and procedures may result in disciplinary action taken
and/or termination.

Name: Date:
Signature: Cell Phone#:
School(s):
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Roles & Responsibilities

GENERAL FUNDED CBO SITE SUPERVISOR

This person oversees the FWAS program  at a designated campus. The CBO Site Supervisor is responsible for
implementing FWAS Goals and complying with FWAS Policies and Procedures.

Program :

Implement Fort Worth After School program goals

Enroll participants of the program

Provide oversight of programs at schools

Monitor sites to ensure quality and compliance of programs

Supervise day -to-day activities of program staff

Develop working relationships with principal, teachers and school staff

Coordinate information exchange between principal, CBO/service provider and FWAS
Assist with/ or plan Family Events

Develop additional resources & programming to complement program

Ensure safety of students after school

Participate and complete  program evaluation requirements

Attend training offered by Provide  r and FWAS training

Make recommendations regarding programming

Produce administrative records and timely reports to include daily attendance data and student
registration forms among others

O O0OO0OO0OO0OO0OO0OO0OOOOOOO

Paperwork :
o Coordinate, order and distribute USDA Snacks
o Keep inv entory of supplies
0 Submit documentation of required Family Events
o Ensure all attendance is accurately entered into database on time
o Develop, post and administer ~ FWAS Metrics
0 Submit Incentive Plan and monitor incentive budget to adhere to goal set forth in the plan
o Participate and complete  program evaluation requirements
0o Complete Schedule of Activities template and submit to Coordinator
o Provide timely reports to FWAS as requested
0 Maintain records on student registration, attendance, and related data
o Workto continually improve the program based on FWAS Evaluations, Feedback from Site

Observations and FWAS Coordinator Visit

Additional Responsibilities:

Acknowledgement Statement:

By signing this document | understand and accept these roles and responsibilities. | further understand that
failure to comply with these responsibilities, policy and procedures may result in disciplinary action taken
and/or termination.

Name: Date:
Signature: Cell Phone#:
School(s):
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Roles & Responsibilities

GENERAL FUNDED

This p erson oversees the General Funded FWAS program at a designated campus. The Site Supervisor is
responsible for implementing FWAS Program Goals and complying with FWAS Policies and Procedures.

Hiring/Training

(o]

(o]

o

Program

O 0O O0OO0OO0Oo

(o]

Recruit school staff, college students, and volun teers to work in the FWAS program, in both
academic and enrichment capacities

Disseminate information regarding FWAS training opportunities to all staff members

Ensure that all FWAS staff completes the required 15 hours of training each year

Implem ent Fort Worth After School program goals

Enroll participants of the program

Monitor sites to ensure quality and compliance of programs

Establish communication between FWAS staff, school principal , school staff and FWAS Coordinator
Assist with or plan Fam ily Events

Develop additional resources & programming to complement program

Make recommendations regarding programming

Managing the Budget

(0]
(0]

O O O0OO0Oo

o
Paperwork
o

O O0OO0OO0OO0OO0OO0OO0OOo

Purchase supplies for after school program

Produce administrative records and timely reports to include daily attenda nce data and student
registration forms among others

Financial management of contracted services to ensure program operates within budget

Submit invoices, receipts, and packing slips to the FWAS within a week of receipt

Monitor payroll, including time card s and Kronos hours

Financial management of contracted services to ensure program operates within budget

Submit hourly overtime projection form (as needed)

Submit monthly school invoice |, financial reports, and budget transfers

Coordinate, order an d distribute USDA Snacks

Keep inventory of supplies

Submit documentation of required Family Events

Ensure all attendance is entered into database on time and is accurate

Develop , post and administer FWAS Metrics

Submit Incentive Plan and monitors incentiv e budget to adhere to goal set forth in the plan
Participate and complete  program evaluation requirements

Complete Schedule of Activities template and submit to Coordinator

Provide timely reports to the FWAS as requested

Work to continually improve the pro  gram based on FWAS Evaluations, Feedback from Site
Observations and FWAS Coordinator Visit

Additional Responsibilities:

SITE BASED SITE SUPERVISOR

Acknowledgement Statement:

By signing this document | understa  nd and accept these roles and responsibilities. | further understand that
failure to comply with these responsibilities, policy and procedures may result in disciplinary action taken
and/or termination.

Name: Date:
Signature: Cell Phone#:
School(s):
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Roles & Responsibilities

21°T CENTURY: CYCLE 4A & 4B ACADEMIC LIAISON

The site Academic Liaison will assist pro  gram providers with inclusion of academic core content subject areas
such as Reading, Mathematics, and  Science skills in all types of programs. Inclusion of TEKS in every program
offered at the centers is a key responsibility for the AL at each school.

(0]
(0]

O 000000000 O0OO0OOo o

o

Implement Fort Worth After School program goals

Establish and maintain communication between FWAS, school principal , site supervisor, and
CBO/service providers (if applicable )

Recruit faculty and school staff for various capacities, especially in academic en richment
Responsible for administrative records which include: daily attendance and data entry, student
registration forms, school staff payroll, and supply purchases

Submit teacher time cards

Review teacher lesson plans and arrange for supply purchases

Maintain visibility at all times

Plan for use of libraries, tech labs, and other program spaces

Recruit and enroll participants and volunteers in the program

Review grant objectives and activities for implementation compliance

Ensure the after school program  operates within budget

Fiscal management of contracted services

Coordinate with all activities offered after school for student participation

Coordinate with Student Service Teams and Family Resource Centers

Coordinate after school transportation and USDA shacks

Oversee Pre and Post Testing of program patrticipants

Assist with inclusion of TEKS in all programming, visit classrooms, and assist instructors with
moving the program to the next level

Prepare information for Purchase Orders and submit to FWAS coo rdinator (FWAS Director
approves General Funded allocations)

Provide timely reports to FWAS

Meet regularly with Site Supervisor

Attend monthly planning meetings with Principal or assigned Administrator, Site Supervisor and
FWAS coordinator, as outlined in  the grant

Ensure completion of required training hours

Work with CBO Program Coordinator /Parent Liaison to schedule family activities

Cooperate with review of feedback and evaluations to ensure ongoing improvement and
program cooperation

Acknowledgement  Statement:

By signing this document | understand and accept these roles and responsibilities. | further understand that
failure to comply with these responsibilities, policy and procedures may result in disciplinary action taken
and/or termination.

Name: Date:
Signature: Cell Phone#:
School(s):
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Roles & Responsibilities

21* CENTURY: CYCLE 5 & 6 ACADEMIC LIAISON

The site Academic Liaison will assist program providers with inclusion of academic core content subject areas
such as Reading, Mathematics, and  Science skills in all types of programs. Inclusion of TEKS in every program
offered at the centersis akeyr esponsibility for the AL at each school.

o Implement Fort Worth After School program goals

Establish and maintain communication between FWAS, school principals, CBO/service providers

(if applicable), school principal and site supervisors

Assist with parent involvement / parent liaison of school

Coordinate the tutoring piece with teachers, students and administration

Maintain lesson plans for entire program (academic & enrichment)

Maintain visibility at all times

Secure for site supervisor use of library, t ech lab and other program space

Review grant objectives and activities for implementation compliance

Coordinate all activities offered after school for student participat ion (t itlel, SCS Tutoring, AYP)

Oversee Pre and Post Testing of program participants a nd enter into database

Assist with inclusion of TEKS in all programming visit classrooms, and assist instructors with

monitoring the program to next level

Meet regularly with site supervisor

o Attend monthly planning meetings with principal or assigned admin istration, site supervisor
and FWAS Coordinator, as outlined in the grant

o Ensure completion of required training hours (15 hours per year)

o Cooperate with review of feedback and evaluations to ensure ongoing improvement and
program operation

o Site Supervisor with Incentive Plan, Safety Plan, Discipline Plan and Parent Activities

0 Assist site supervisor with recruiting of school faculty

0 Other duties & assignments as identified by ~ FWAS Coordinator

O O0OO0OO0OO0OO0OO0OO0OOo o

o

Additional Responsibilities:

Acknowledgement Statement:

By signing this document | understand and accept these roles and responsibilities. | further understand that
failure to comply with these responsibilities, policy and procedures may result in disciplinary action taken
and/or termination.

Name: Date:
Signature: Cell Phone#:
Schoo I(s):
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Roles & Responsibilities

21 CENTURY: CYCLE 5 & 6 SITE SUPERVISOR

This person oversees the FWAS program at a designated campus. The Site Supervisor is responsible for implementing 21 s
Century Program Goals and complying with FWAS Policies and Procedures.

Recruiting/Advertising
0 Advertise program and recruit students to participate
Hiring/Training:
0 Recruit school staff, college students, and volunteers to work in the FWAS program, in both academic and
enrichment capacities
o Disseminate information regarding F WAS training opportunities to all staff members
o Ensure that all FWAS staff complete  the grant required 15 hours of training each year
Managing the Budget:
0 Operate within the defined budget by maintaining accurate spending records at all times

0 Maintainase parate spending record of the school s 0Gener al Fund
o0 Create purchase orders for supplies and providers (submit to Coordinator for approval)

0 Submit invoices, receipts, and packing slips to the FWAS within a week of receipt

o0 Monitor payroll, incl uding time cards and Kronos hours

0 Manage contracted services to ensure program operates within budget

0  Submit monthly Invoice in a timely manner

0  Submit hourly overtime projection form (as needed)

o Submit monthly school invoice , financial reports, and budget transfers

Programming:
o Implement Fort Worth After School program goals

o Coordinate with Student Support Service Teams and Family Resource Center

o Create and maintain a current program schedule

0 Maintain visibility at all times during programming hours

o Plan and execute Family Events for parents, students, and their siblings

o Coll aborate with the school s Parent Liaison to assist in
o0 Integrate outside resources that will enhance your program

Administration:
o Distribute, coll ect, and maintain FWAS registration forms on all participants

0 Maintain attendance (paper copy) for all classes, activities, and parent/family events

o Enter all attendance into the FWAS online database

o Provide timely reports to the FWAS as requested

o0 Meet wit h Academic Liaison on a regular basis

o0 Meet with Principal, Coordinator, and FWAS Coordinator once a month

o Coordinate before/after school transportation and USDA shacks for participants

0  Work to continually improve the program based on FWAS Evaluations, Fee dback from Site Observations and
FWAS Coordinator Visit

0 Maintain program supplies inventory

o Create an Incentive Plan, a Discipline Policy, a Safety Plan, a Field Trip Plan & a Community Service Project and

submit to the Coordinator
o Develop, post, and admin ister FWAS Metric

Additional Responsibilities:

Acknowledgement Statement:

By signing this document | understand and accept the se roles and responsibilities. | further understand that failure to
comply with these responsibilities, policy and procedures may result in disciplinary action taken and/or termination.

Name: Date:
Signature: Cell Phone#:
School(s):
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Program
Guidelines
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Program Guidelines

PROGRAM STANDARDS

Fort Worth After School Standards des cribe the practices that lead to a safe, motivating, and
supportive program for students after school. The FWAS Standards are organized into 13 major
areas of programming.

These standards are used to measure the quality of programs and programming. The go al of
FWAS Standards is to provide feedback for continued improvement and set the standard for
programming. FWAS Coordinators and Evaluator will use Site Observation Forms to rate observable
Standards during their after school site visits.

ADMINISTRATION

1. All sta ffis professionally qualified to work with and oversee the program.

Examples

A Staff has received the recommended type and amount
requirements which are specific and relevant to their particular jobs.

A Enough q wfiisinflacestaimest tll levels of responsibility. Qualified staff is hired in all
areas in order to administer the program, oversee its daily operations, and supervise children.

A A written mission statement sets foas.th the progr ams

2. Organization plans for the current fiscal cycle.

Examples

A Organization has a written budget that serves as a
the year.

A The governing body reviews and appr omhefiscatypae. budget
A Organization performs and provides a certified audi
A S h-termgoals and objectives, including budgetary objectives for the program or service are

created.

3. Organization conducts short and long dterm planning that me ets FWAS objectives.

Examples

A Goals and objectives are detailed

A Organization identifies its strengths and weaknesse
A Human resource needs are identified

A ldentifies and formulates strategies for meeting ioc
4. Organization performs Qua lity Performance Reviews, evaluates its systems and procedures,

and uses its findings to improve its performance.

Example

A The organization integrates the findings of externae
accreditation activities and othe  r performance review procedures.

5. Organization measures participantsd satisfaction f
Example

A The organization administers a survey to all/l per sor
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Program Guidelines

PROGRAM MANAGEMENT

1. Ratios and group sizes permit the staff to meet the needs of youth.
Examples
A City of Fort Worth and FWISD funded sites will follow a staff to student ratio of 1:15 for elementary
& 1:20 for 6 ™ grade through high school. *TEA Funded Sites will follow a max staff to student
ratio of 1:15 for most act ivities.
A There is a plan to provide adequate staff coverage
A Substitute staff is used to maintain ratios when re

2. Staff supports family involvement in the program.

Examples

A There i s a p ofamilgmemberssotvisitamy tinnewhsoughout the day.

A Staff offers orientation sessions for new families.
A Whenever possible, staff offers orientation sessior
A Written materi al i s tr an 4d$peak @ cbadfthe majoritplamguagee s who do
A Staff keeps families informed about the progr am.

A Staff encourages families to give input and to get
A Program policies require that staff and fadbeing.y memt
A Staff, families, and schools work together as a tes
specialists when necessary.

A Staff and families share information about how to s
TRAINING

1. Staff (paid, volunt  eer, and substitute) is provided orientation to the job before working with

youth.

Examples

A The job description includes eup paittpktning sugervisieng ar di n ¢
and behavior management.

A Written per sonnéelvedpithistaffc i es are rev

A Written program policies and procedures, including
policies, are reviewed with staff.
A New staff is given a comprehensive orient atpractices.t o t

2. All staff is professionally qualified to work with youth.

Examples

A Staff has received the appropriate type and amount
A Enough qualified staff is in place to meetedanlal | ev e
areas in order to administer the program, oversee its daily operations, and to supervise children.

A Staff receives, at | east, basic CPR training.

3. Staff receives appropriate support to make their work experience positive.
Examples
A T h egramrhas a plan in place to offer the best possible wages and working conditions in an
effort to reduce staff turnover.
A Staff is given ample time to discuss their own congc
A Staff receives cont i nu o KksThisinclpdeswitiersgerformareerevieisore d b a ¢
a timely basis.
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Program Guidelines

4. The training needs of the staff are assessed, and the training is relevant to the

responsibilities of each job.

Examples

A Staff receives training on hotwrelateoto childrenkin waysthat f a mi | i e
promote their development.

A staff knows how to help children improve academic s
(This training is critical for staff that will be helping with homework, tutoring, and r emediation).

A Program directors and administrators receive traini
supervision.

A Staff receives training on how to set up program Ssf¢
goals.

A Staff | ear n withlldenchildren taxdevelép clubs and hobbies which will hold their
interest.

SAFETY, HEALTH, AND NUTRITION

1. The safety and security of youth are protected.
Examples
A There are no observable safety hazards in the progr
A Devices such a sway radioe ramd@arddess phomes are used to make
communication possible among different areas within the program.
A A system is in place to keep unauthorized people fr
A Staff is responsive to t he childedincudirdaveaienessefanedical ne e d s
conditions and food allergies.

2. The program provides an environment that protects and enhances the health of youth and

staff.

Examples

A The indoor and outdoor facilities are clean.

A There ar e n oealthhaads v théihdeor dr outdoor space.

A There are adequate supplies and facilities for hanc
A Staff protects children from potenti al hazards such
cleaning agents, medications, hot liquid s, and overexposure to heat or cold.

A staff and children wash hands frequently, especiall

food.

3. Youth are carefully supervised.
Examples

A Staff note when children arriveheylwdven they | eave, &

A Sstaff knows where the children are and what they ar

A Sstaff knows where children are during transitions
room, and using rest rooms).

4. The program serves food and drinks that meet t he needs of youth.

Examples

A Drinking water is readily available at all times.

A The amount and type of food offered is appropriate
needs.

A Snacks are available for childr.en when they arrive
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5. Program policies and procedures are in place to protect the safety of youth.

Examples
A Sstaff and children know what to do in case of a ge
A Staff is prepared to respond when strangers attemp
A Idtivers of vehicles used to transport children are adequately trained and licensed.
A A system is in place to prevent unauthorized peopl
ACTIVITIES
1. The daily schedule is flexible and offers enough security, independenc e, and stimulation to
meet the needs of all children.
Examples

Childr seem to know the daily routine and can f

en
A staff and children work together to define rule
A When chil dr en aram,iheyare given timéte adjpst. 0 ¢

A When it is necessary for children to move as a
2. Youth can choose from a wide variety of activities.

Examples

A Children have time indoors and o uéandedoodanse, figjumpphy si ¢

climb, play active games and sports, and explore the environment).

A There are regular opportunities for creative arts

A Children have a chance to join enrichmenterdeetivitdi
thinking.

A They can create a newspaper, write a play, do home

3. Activities reflect the development of all youth in the program.

Examples

A Activities allow children to work alsone, in pairs,
A Activities are well suited to the age range of chi
A Staff encourages expert children to help beginner

4. There are sufficient materials to support program activities.
Examples

Q

I
t

€

c

s
€

V

S

A Materials are goadmpdret e and in

A There are enough materials for the number of chil

A There are enough materials so that several acti vi

A There are simple as well as more complex puwdlal es
Mancala, checkers, and chess).

5. Staff and youth work together to plan and implement suitable activities, which are

consistent with the programbds philosophy.

Example

A Staff asks children to share i deasecftorc hpilladnrneinndgs sion

A staff regularly involves children in planning for

A sSstaff keeps on file their records of activity plann

A Staff jots down notes abou an ac tmfrorh pagt 6xperienees. c € S S

Policies & Procedures 2009-2010
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Program Guidelines

I ACADEMIC ENRICHMENT AND TUTORING |

1. Program provides opportunities for cognitive development (e.g., chess, debate, computer

training, etc.).

2. Program provides academic assistance that prepares youth for academic success in school.

Examples

A The pridedifiesfor each youth, with their input, a clear set of expectations and ways to

measure progress.

A The program regularly recognizes and

specific expectations.

A Critical t hreseach prajectmamedbuilbinto group and individual programs.

rewards

ndi vi

I RECREATION |

1. Recreation programs foster a spirit of cooperation.

Examples

A Activity is long & intense enough t
day.

A Act i dlifatesypositivae peer influence, bonding with a coach, and mastery of

A Structure provides opportunities for

A Standards for participation exist (
and/or meeting reading requirements).

O provide

new skills.

opport

competition
e.g., attcendance

IND OOR ENVIRONMENT

t he

renfive aatg, t i vi t i €

1. The programds indoor space meets the needs
Examples

A There is enough room for alll program activities.
A The space is arranged well for a range

dramatic play, quiet games, enrichment offerings, eating, and socializing.

A The space is arranged so that various activities
disruption.

A There is adequate and c o n guipmentmaterias,tandperspreal

possessions of children and staff.

2. The indoor space allows youth to take initiative and explore their interests.
Examples

A Children can get materials out and
A Mat er i suppbes arenedually accessible to all children.
A Displays feature childrends artwork

Policies & Procedures
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Program Guidelines

OUTDOOR ENVIRONMENT

1. The outdoor play area meets the needs of youth and the equipment allows them to be
independent and creative.

Example s

A  Each child has a chance to play outdoors/indoors foc
hour block of time at the program.

A Al children can use a variety of outdoor equi pment
A Equi p meswarious fevels of challenges.

A There is enough room in the outdoor space for all [
A Staff uses outdoor areas to provide new play exper.
A There is a procedure in place for regularl ydoorhecki r
play space.

FINE ARTS

1. Youth are given an opportunity to participate and develop an appreciation of the arts,

including music, fine arts, and performing arts.

Examples

A Programs are educational

A Programs teach objectdknowedge. desired skills an

A Programs allow all students to master new skills.

A Youth are encouraged to identify their expressions

COMMUNITY SERVICE / SERVICE LEARNING

1. The program builds links to the community.

Examples

A When needed, staff is abl enciesqe.gr, ketltd clinics, dood ptograms, t o | oc
counseling services, language classes, crisis intervention, etc.).

A The staff plans activities to help children get to

A The program offers community rslderchidrene opti ons, espec

2. Staff and youth develop community service opportunities.

Examples

A Youth are encouraged to identify their contributior
regularly monitor.

A Leadership

o] i t i es s, ¢urnals,tand othec ienues or yputhwoide. f or u m
A Services pro

ni
by youth are recognized and docur

SCHOOL AND PROVIDER

1. School and providers work consistently to support the interaction of the core school day and
the program.

2. Both entities develop and adhere to a plan for shared use of key partnership resources i.e.,

facilities/space, staff, volunteers, equipment, technology.

3. School and provider share pertinent educational ir
successes.
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HUMAN RELATINSHIPS

1. Staff relates to all yout h in a positive way.
Examples

A Staff treats children with spect
A Staff makes children feel
A Sstaff is engaged with chil n.

2. Staff responds appropriately to the individual needs of youth.
Examples

and | i st

re
wel come and comfo
dr e

ens.
rtabl e.

l'ives ou
rends ag

temper ament s.

A Stafder st ®ahear about events in childrends
A Staff varies their responses to match chil d
A Staff offers enrichment activities.

A Staff helps children with their homewor k.

A Staff responds tdor etnhdes rfaeneglei nogfs cahnid

A Staff comforts a child who appears hurt, up
3. Staff encourages youth to make choices and to become more responsible.

Examples

A Staff gives clear directions so tyhat childr
A Staff gives children many chances to choose
A Staff helps children make informed and resp
A Staff helps children understand the impact
4. Staff inte racts with youth to help them learn.

Examples

A Staff asks questions that encourage childre
A Sstaff shares skills and resources to help ¢
A Staff varies the appr bidrenHears. t hey use to hel
5. Staff uses positive techniques to guide the behavior of youth.

Examples

A sStaff gives attention to children when they
A sStaff uses no punitive discipline methods.

A The wioupliseot scolded or punished when one child breaks a rule.
A Staff encourages children to resolyv
issues and work out a solution.

6. Youth interact with one another in a positive way.

Examples

A Children appear relaxed and involve
A Children show respect for each othe
A When problems occur, children often

Policies & Procedures
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e Program Guidelines
IéCONTINUED HUMAN RELATI ONSHI PS |

7. Staff and families interact with each o ther in a positive way.

Examples

A sSstaff makes families feel welcome and comfortable.

A Staff communicates with families in a variety of wa
meetings, and surveys.

A staff and families wovalkantdegagures etween lmomeremd adter school i

go smoothly.

8. Staff works well together to meet the needs of youth.

Examples

A Staff is cooperative with each other.

A staff is aware of how their tone and demeanor conve
A Staff plemedelsfe positiveadult relationships.

A Staff communicates while the program is in session
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Implementation
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Program Implementation

PROGRAM HOURS & OPERATION

General Funded:
e Elementary campuses mu st maintain a uniform end time of 6 pm. No program shall dismiss
prior to 5:30 pm.
e Middle school campuses shall be required to provide, at a minimum, two hours of FWAS

Programming daily. These sites may, at their discretion, provide programming before a nd
after school, orthey may choose to provide programming solely after school.
e Programs must begin September 8, 2009 and may not finish prior to May 15, 2009, unless

otherwise approved by FWAS.
¢ Programming must be offered on school grounds.

21 Century Sites:
e Programs funded by 21 * Century must program a minimum of 12-15 hours a week (please
refer to specific grant requirements). Start dates and times of operation are established by
each 21 * Century grant cycle.

Holidays :

Please refer to current scho ol year calendar, which may be obtained at the FWAS office. The only
approved FWAS holidays are FWISD holidays in which school is not in session. School is not in
session on the following days:

Teacher Preparation Days
Labor Day

Memorial Day

Martin Luth er King Holiday
Thanksgiving Holiday

Stock Show Day

Spring Break

Staff Development Days
Winter Break

STUDENT ENROLLMENT

Student Recruitment and Eligibility
FWAS is designed to offer a safe and enriching environment for children who would otherwise be
latchkey st udents and/or as outlined in the 21 * Century Grant. Students are selected to participate
by principal, counselor, teacher recommendation. Students participating in FWAS program must be
enrolled at the campus they attend . Participants for the current Sch ool Year should include:

e All returning eligible students enrolled in FWAS in previous year

e Recommended eligible students to fill vacancies

e 21° Century funded campuses service that schools general population

e Children/Students attending & patrticipating in t he after school program must have a FWAS

Registration form on file

Transfer of Students
e Students enrolled in FWAS last year and who have transferred to a school that has FWAS are
able to participate if they still meet eligibility.
e Students who transfer d uring the current school year to another FWAS school may be eligible
to participate pending availability of enroliment.
e 21° Century funded sites maintain an open enrollment policy year round.
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Waiting list
All programs are required to maintain a wait ing list of eligible students for their program.

Participant Registration Forms
The following list of forms must be on file prior to participating in the FWAS Program. Each
participantds file should include:
e Program Registration Form
e Parental Consent For m
e Field trip Permission and Medical Information Forms (as needed)
*These forms must be kept on site and updated as students are enrolled or leave the program.

PROGRAM SUPERVISION

All staff is responsible for the safety and welfare of students at all times during the after -school
program until released/signed out by a parent, guardian, or other authorized person as listed in the
Program Registration form.

Staff to Student Ratio

City of Fort Worth and FWISD funded sites will follow a staff to student ratio of 1:15 for ele mentary
and 1:20 for 6 ™ grade through high school. 21 * Century funded sites will follow a staff to student

ratio of 1:15 for most activities.

Discipline Policy

e Community Based Organizations/Site  -Based programs must submita  discipline policy to the
FWAS office. The intent of discipline is not to punish but to provide a safe environment for all
participants while correcting inappropriate behavior.

e All program staff shall implement discipline in a consistent manner based on the best
interests of the progr am patrticipants.

e All disciplinary actions must be documented.

e The documentation must include the problem, outline corrective action to be taken, and
establish a specific time period for the solution.

Visitors
Program must have a place for visitors/volunte ers to sign in and out.

Policies & Procedures 2009-2010
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PROGRAMMING

Schedule of Activities -General Funded
The Schedule of Activities must be submitted to a FWAS Coordinator monthly. Dates on schedule of
activities will vary by campus. Activities can be designed by month, six weeks an d/or theme.

e Activities must be consistent with program and FWAS goals and mission statements.

e A variety of challenging program activities must be provided.

e Activities must include homework assistance plus activities in at least three of five goal areas.

A Academic Enrichment/Tutoring/Homework Help

Recreation/Youth Development

Technology Tools/Skills

Fine Arts

Service Learning

e Schedule of Activities must be computer  -typed and submitted on the template provided by
FWAS.

D> > > >

*21 5T Century Sites are required to ke ep updated Program Schedule and Teacher Lesson
Plans at each site

After School Snack Program
FWAS participates in the National School Lunch Program After School Snack Program. The snacks

provided by FWISD Child Nutrition Services meet all federal/state n utrition guidelines.

These shacks are for consumption by students (through age 18) on each participating campus.

State and federal guidelines prohibit distribution of these snacks to any staff member or worker. The
After School Snack Agreement can be fo  und in the Forms section of this handbook. Only the Snack
Agreement Form for 2009 - 2010 will be accepted. If an old form is used it will be returned to the
school causing the program start to be delayed.

Notification Required:  When program is not in sess ion or there is a planned cancellation, the site
supervisor or academic liaison must cancel the after school snacks. The program sponsor or school
(if the program is site  -based) will be charged $200.00 per day if the cancellation policy is not
followed.

To avoid this cost:
¢ Please notify the cafeteria manager the day before or the morning of the day the after school
snack program will be cancelled or if the date of the program has been changed.
e Authorized Child Nutrition Services personnel will conduct on -site visits.  If there is evidence
of any violation of regulations involving distribution or consumption of snacks, the FWAS
program and FWISD Child Nutrition Services could lose federal funding for the entire school
district
e Summer food service guideline s vary by campus. Please contact your coordinator for details.
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Incentives -Amount Allocated - $500.00

Programs may provide incentives to motivate and reward FWAS participants to accomplish specific
goals. FWAS sites are urged to utilize motiva  tional tools in a responsible and fair manner. Printed
incentives MUST have the FWAS logo prominently displayed. Field trips may be utilized as a form of
incentive. Incentives may be utilized to acknowledge and support positive behavior and

achievement o f participants. No single item over $100.00 will be approved.

Incentive Plan

Each after school campus must submit their After School Incentive Plan to the FWAS office.
Incentive plans should be fully integrated with performance object ives of the program and individual
goals of students. There are two categories of incentives small and large. Small incentives are

typically given at the elementary school level, and larger incentives tend to motivate students at the

middle school & HS level.

Small incentives typically have a low cost per unit and are distributed to a larger group. Examples of
small incentives include the following, but are not limited to:

Ribbons/lanyards Pens/Pencils Certificates

Arts & Craft projects Trinkets Rubber Inspirational Bracelets
Model Magic Stamps Pencil Sharpeners

Stress Balls Stickers Glow Bracelets/Necklaces

Large incentives are limited to a few individuals per incentive period. Individual items are not to
exceed $50.00 per item. Exampl es of large incentives include the following, but are not limited to:

T-shirts iPod Shuffles Disposable cameras Drawstring backpacks

Walkmans Bikes MP3 Players Small electronics

Video games Radios DVD®ds Sports equipment
*Disclaimer: 21 = Century fund s may not be used to purchase large item incentives. Please refer to

grant policies regarding incentive purchases.

Family Events & Amount Allocated - $1,000

Programs are required to host  a minimum of four (4) Family Events per year (21 st Century funded
sites please refer to your FWAS Coordinator for grant requirements). Agendas from these events

must be sent to FWAS Coordinator. FWAS family events are defined as: occasions when FWAS staff

plans activities where family members of participatin g students and/or any family members at a 21 st
Century Campus are invited to attend where there is FWAS representation. Expenditure of Family

Event funds must receive prior approval by FWAS Director.

Examples of Family Events (include, but are not limite d to):
Welcome Back College Night Lights On! Events
Holiday Themed Celebrations Black History Month Family Math Night
Science Night Open House FWAS Orientation Meeting
End of the Year Culminating Events Math Bee Spelling Bee

FWAS will alloc ate an annual event budget of $1,000 for general funded sites. 21 st Century sites will

receive a total of $1,000 from FWAS. Additional 21 st Century grant funding is specified by the
grant, please contact your 21  * Century coordinator for funding amounts
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Included in this $1,000 Miscellaneous/supplies/general fund allocation (account 6499) the following
may be purchased. There will be no budget modifications for this line item.
Pizza for events Food for Field Trips Star Idol
Funds for student act ivities Family Events Food for Special Events
Showcase of Stars
Pizza will not be provided for any TAKS tutorials.

Field Trips
An After School Bus Request Form, located in the forms section of this handbook, must be
submitted for approval to FWAS pr  ior to ordering a bus. 21  * Century funded sites may have
additional requirement/ restrictions. When proposing a field trip, FWAS sites shall abide by one of
the three following criteria. 21  * Century funded sites are limited to the last 2 bulleted opti  ons.
¢ FWAS sites must agree to a dollar for dollar match.
Example: Total trip cost = $800, FWAS Budgeted cost = $400, Match from program site =
$400
Each site shall be responsible for raising the match portion of their commitment. Fundraisers
at the sit e must fall within the guidelines of FWISD Board Policy. FWAS will not be responsible
for any portion of funds not raised by the responsible site.

e FWAS will take part in enriching , cultural and academic field trips only. Appropriate spending
limits w ill be associated with these types of field trips; however, food and/or beverage
purchases will not be included in this type of field trip.

e Program sites must propose service learning projects that will be completed and reviewed in
order to be eligible to go on the fieldtrip. Examples of acceptable service learning projects
include, but are not limited to, volunteering at a local hospital, or visiting an assisted
neighborhood improvement project. The project must be well articulated and submitted and
completed well in advance of the proposed field trip.

FWAS funds will not be used to fully or partially subsidize field trips that are not associated with
program goals, objectives/ incentive plans. Final approval of field trips will be at FWAS Director 0s
discretion. Please see section on FWISD After School Bus Request.

FWAS Bus Request (I nternal)

After school must follow school procedures when ordering a bus for an after school field trip. You

will need to submit  an After School Field Trip B us Request form to your FWAS Coordinator. FWAS
office will order the bus via -Versa Trans Trip Tracker. Bus request must be entered in the Versa

Trans Trip Tracker five (5) days ahead of time. Please plan accordingly.

Once a bus has been ordered and approvedi  n Versa Tran you will be notified of the trip number &
confirmation. Field trip costs: estimate $12.00 per hour for the bus drivers and mileage is $1.50 per
mile.
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Emergency Policies and Plans

All equipment and supplies used in a program must be i n good condition and safe for use by the
participants of FWAS. Report any unsafe conditions to the principal and your supervisor. First Aid
supplies and the FWISD Safety Management Procedure, which will be provided by the FWAS Office

prior to start of prog  ram, must be readily available at all times to all program staff. At least one staff
person trained in basic First Aid and CPR must be present at all times during FWAS hours. FWAS
elementary sites are required to have sign out sheets for participants. For more complete
information see FWAS Safety Management Manual.

Incident/Accident Report

Reports must be completed for all incidents/accidents that occur on campus and be kept on file at

the campus. FWAS Supervisors must submit these Incident reports to t he FWAS office to notify us of

any offenses, investigations, or similar incidents wh
from the police department, fire department, 911 and/or special investigations within 24 hours of

the incident. Please see FWAS Incident/Accident Report in forms section of this handbook.

Transportation
e Any person transporting Fort Worth After School youth in private/passenger vehicles must
possess the appropriate license for the vehicle being operated and be at least 21 years of age.

e Personal vehicles used for transportation of passengers should be equipped for that purpose
including a properly installed seat belt for each person and first aid kit in the vehicle.

e Passengers must have seat belts on at all times.

e A passen ger motor vehicle which is designed to carry 10 or more passengers in addition to
the driver may not be used to transport students (exceptions include school and charter
buses).

e Vehicles and drivers must carry proof of liability insurance.

e Permission slips shall be carried in the vehicle in which the child is transported.

e FWAS sites may access a |ist of coaches with CDLO3:
demands.
After Hours
There must always be an after school adult employee at the school when chi Idren are present. A

school telephone and/or cell phone must be available at each program site. The following numbers
should be kept at each site and be readily available to staff:
e 0911 - Fort Worth Police, Fire, Ambulance
e Participant sd p aanemetgéncyecgntadts (ease update each semester)
e Poison Control Center (800 -222-1222)
e Fort Worth After School Office N'imber (817 -492 -7940)

Inclement Weather

The Fort Worth After School Office may cancel programming because of bad weather or emergency
conditions. The Deputy Superintendent, or FWAS director, shall make the official decision
concerning the cancellation of the program. See FWAS Emergency Policies and Plans for steps to
follow.
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Fort Worth After School is a collab  oration of the Fort Worth Independent School District and the City
of Fort Worth. Funding is also provided through the TEA 21 * Century Community Learning Centers
grant.

Program Budget
Program budgets may vary by site due to funding streams. Please cons ult your FWAS coordinator
with questions regarding your campus/organization allocation.

Summary of Services (SOS)
Financial Summary of Services must be submitted to the Fort Worth After School (FWAS) office by the
10th day after the month of service. Pay = ment terms for FWISD are net 30 days.

Monthly School Invoice
A monthly invoice must be submitted to the Fort Worth After School (FWAS) office by the 10th day
after the month of service. Payment terms for FWISD are net 30 days.

Overtime Projections
Site supervisors/Academic Liaison must submit staff overtime projections by the first of each month
for the following month.

Pay Rate for Staff

FWISD Employees & Site-Based Programs & The following hourly rates of pay apply for the 2009 -2010
school year, unle ss changed by FWISD compensation. Paraprofessionals will be compensated based

on FWISD Compensation Policies.

$21.00 Certified Teachers 0 Tutors

$19.00 Degree/Not Certified & Tutors

$17.00 Hourly Staff No Degree/90 college hours

$15.00 Hourly Staff No Deg ree/60 college hours

$12.00 Hourly Staff No Degree/30 college hours

$10.00 Hourly Staff No Degree/less than 30 college hours
$10.00 Hourly Staff High School Student (General Funded)

Community Based Organizations & Contracted Providers will determine rates  of compensation for
their employees.

Equipment and Supplies

General Funded

No equipment with a per  -unit cost that exceeds $100 may be purchased. Use of school equipment

(i .e. TVds, DVDo6s, digital camer a, e tedinyritirigthrominthbeo ur a g €
principal and/or appropriate school personnel.

21+ Century Funded
Capital improvements, furniture purchases, and any type of clothing or uniforms are not allowed.
Purchases that Exceed $500 must be approved by FWAS director.
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Partial Service Providers
FWAS will enter POO6s f or “aCedturyGieesier al Funded and 21

Step 1 Site requesting to subcontract with a partial provider must work with Partial Provider to
complete a Partial Service Provider =~ Agreement. Rates | isted in the Agreement must match
pricing in FWAS Community Resources/Partial Provider section of the Handbook

Step 2 Next, submit Partial Service Provider Agreement _ along with a Purchase order Request to
FWAS Coordinator for approval

Step 3 Coordinato r will notify site once approved and a PO number has been assigned , then and
only then, can partial provider services be provided

Step 4 Once services are rendered; submit invoices from Partial Provider to FWAS Coordinator for
payment

FWAS INTERNAL PROGRAM FINANCE

Purchase Order Request (PO)

Please note that all purchase order requests must be submitted three (3) weeks _ prior to purchase of
goods/services. There will be no exceptions . State the number of items needed and a detailed

description of items. Include product number o r item code/number. Purchase Order Requests must

be complete before they are submitted for approval. A delay will occur if any information is missing

from the PO Request Form. To ensure POOGs are process
supporting information to the PO Request Form. PO Request must be submitted electronically.

General Funded Site Based must utilize the following process for obtaining goods/services:
e Programs must initially consult FWISD catalog to determine if needed products may be
secured through the district warehouse
e Complete a Purchase Order Request Form (see forms section)
Purchase Order Approval:
Step 1- Academic Liaison/Site Supervisor fills in PO Request Form 0 Please verify sufficient
budget funds are available to cove rthe purchase. PO requestisthene -mailed to the assigned FWAS
Coordinator, Principal and FWAS Director.
Step 2 - FWAS Coordinator and/or FWAS Director approve request
Step 3- PO Request is entered into MUNIS by FWAS Central office staff.
Step 4 - Purchasing Department gives final approval of request and processing.

Step 5 & Once PO Requisition is approved a PO number is assigned and sent to vendor.

Step 6 & Coordinator will notify school of final approval and PO number.
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PO Request Form Term s

The following terms are provided to assist you in filling out the Purchase Order Request form. If
your funding stream does not require you to complete this form for purchases please disregard this
section.

Vendor Name & Location/ Vendor Number:

Select a vendor and provide the vendor #. If you know which vendor you will purchase from, find

that specific entry in the vendor folder in Outlook under all public folders/admin/admin
building/purchasing/bid info. Include this information on the PO Request Fo rm. If you know which
items you want to purchase but are unsure which vendor to select, go to the folder for that category

and scroll through the list of vendors who sell the type of product you wish to purchase. It will be
necessary to contact vendors d irectly for specific ordering information about the items you wish to
purchase. Only vendors approved by FWISD are approved for FWAS purchases.

Pre-Cut Checks :

Some vendors do not ac c equttcheEk\takeS dmifnui of three wedks forr e
processing. The FWAS office will be contacted when the check is ready to be picked up. Field trip
destinations usually require pre  -cut checks.

Line Item PO:

This PO request must be itemized. Companies generate orders based on items listed to be ordered
Be sure to include item numbers, item descriptions and verify shipping charge. Line item PO
supplies ship directly to the school unless otherwise stated. IMPORTANT: Please remember to fax
packing slips to FWAS office.

Blanket PO:

Bl anket P Odtepushase supglies as needed. Give the date of the activity in the space

provided. Under the O0Descriptiondé section of the rec
to be purchased and the name of the FWISD employee who will purchase the ite ms . Bl anket P

hand carried to the vendor when purchases are made. Once purchases are made receipts must be
sent to FWAS office.

Budget #:

Write the budget # from which the requested items will be deducted. See your monthly budget
update/budget allocations to keep track of remaining funds in each budget line (supplies, salaries,
incentives, etc.)

Estimated shipping:
It will be necessary to contact the vendor directly for current shipping rates. Do not assume shipping
is free!

Discount Info  rmation:
It will be necessary to contact the vendor directly to verify discount information. Note the name of
the vendor representative who gave the discount information and the date.
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SITE OBSERVATION

Site observations are conducted on a monthly basis by FWAS Coordinators to rate program quality,
staff quality, student safety, and student engagement, grant/funding goals and objectives and
provide continuous immediate feedback to program staff and ad ministration.

Once a site observation is conducted the official rating will be e -mailed to the site supervisor (site
based), program coordinator, academic liaison, principal, FWAS director and program evaluator

along with the Site Observation Key. There will be a two week turnaround from the time of
observation to posting of observation.

EXTERNAL EVALUATIO N

A. Obijective
e To create a systematic approach for measuring program outcomes and using the results to
improve and enhance benefits to children and their communitie S.
e To document the scope of services and activities offered in each after -school program site.
e To quantify the level of participation in each after -school program site.
e To determine the program offering which are most effective in meeting the needs of the
children and their communities, both short -term and long -term.

e To provide a basis upon which future funding decisions are made.
e To provide criteria for determining program continuation and/or expansion.

e To determine the benefits of the after -school progr am on children and their communities.
B. Approach
e Maximizing feedback and consultation
A Continuous contact with all stakeholders.
A Monthly report regarding the purposes, proce
efforts.

e Data to be collected
A En r otahdmtendance.

A Program efficiency data (cost per unit servi
A Program quality data (ratings by stakeholder
A Program satisfaction data (rating by student
A Program outcome data (the i nifareasofknbwleddeeskills,r og

attitudes or behavior related to the program goals).
e Data Collection Strategies
F o r(athenline forms, etc.)
Surveys
I ntervi ews
Focus Groups
Site Observations

Too Too T Too To

Each after -school program service provider and ¢ =~ ampus will be expected to cooperate fully with the
evaluation process, which includes: completing forms and submitting by due date, identifying

children and parents for interviews and focus groups, assisting in the administration of
students/parents/staff ~ surveys at targeted campuses, and providing material requested during site
observations.
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