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Dear Staff / Volunteers,

The after school program is designed to provide a safe and secure place along with positive ideals and aspirations for our young people. You play a major role in the development of the students enrolled in the after school program.

We thank you for your desire to work with the 21st Century After school Program at our 
school:____________________________________________.


   


Name of school
We look forward to working with you and getting to know you on a deeper level throughout the coming year. 
Sincerely,

Program Coordinator
Amy Adams
Coordinator, 21st Century Learning Center
Community Action Council, Portage County
P.O Box 917, 1036 W. Main Street
Ravenna, Ohio 44266
(330) 297-1456  Ext. 104
amy.adams@ravenna.portage.k12.oh.us
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21st Century Learning Center After-School Program

Contact Page
Locations:
Brown Middle School


Ravenna High School
228 South Scranton Street


6589 N. Chestnut Street
Ravenna, Ohio 44266



Ravenna, Ohio 44266

PH: (330) 296-3849



PH: (330) 296-3844

FAX: (330) 297-4146



FAX: (330)296-1855

The after school program is open Monday thru Thursday unless otherwise noted on our schedule.  We will follow the Ravenna School District Calendar.
Any other day when the program is closed parents and staff will be notified.

To get in contact with staff:   Contact Brown Middle School or Ravenna High School by phone.  A phone will be available at all times and will be in possession of the Site Coordinator.
Brown Middle School



Ravenna High School
Pamela Nichols




Pamela Kaiser
330-297-0729 Home




330-296-3844

330-281-9910 Personal cell

234-312-8644 21CClC cell
Grant Coordinator

Amy Adams
Coordinator, 21st Century Learning Center
Community Action Council, Portage County


Cell: 330-388-7706
P.O Box 917, 1036 W. Main Street
Ravenna, Ohio 44266
(330) 297-1456  Ext. 104
amy.adams@ravenna.portage.k12.oh.us
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Goals of the Program

· Increases the academic achievement of participants in math and reading as measured by student report cards and data collection.

· Improve the character development and life skills of participants and provide them with positive youth development activities in a safe environment. 
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Programs

The after school Program

150 students (maximum) will be enrolled in grades 6 thru 12.
Activities
· Math instruction
· Reading instruction

· Homework Help

· Youth Development Activities

· Science, Technology, Engineering, Art, Math, and Medical (STEAMM)
· Mentoring

· Youth Leadership Activities

· Career Exploration

· Service Learning

· Project Based Learning

· Art

· Recreational Activities

· Snack
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Days of Operation

The after school program is open Monday- Thursday,  from 2:15-5:15 pm. at Ravenna High School and 2:55 – 5:55 pm. at Brown Middle School. If for some reason the program has to be cancelled, we will make every attempt to notify parents/guardians and students ahead of time.
Registration
Parents or guardians need to fill out a registration form for their child to be able to attend the After School Program and meet with staff to review program policies. The registration form is not a commitment to attend. It covers program participation, emergency medical, and release of academic and behavioral records. Registration is free.

Student Attendance 
All students are expected to sign in upon their arrival. All students in the program are encouraged to attend daily according to the schedule. Students will sign out upon leaving.  Students will be required to stay for all programming they are sign up for.
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Transportation

Transportation will be provided via Ravenna School District busing at the end of each day at dismissal time for the specific site.  Parents may pick up, designate a pick up person, or allow their child to transport themselves home.  This must be listed on the registration form.
Computer Usage
Computers will be used only for educational purposes. No unmonitored usage of the internet or inappropriate computer use of any sort will be allowed.

Lost and Found

If a child’s belongings are labeled we will make every attempt to get lost items back to the child. If items are found that are not labeled we will keep them on sight for a period of time at which point they will be taken to a local thrift store.
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Confidentiality
All volunteers and staff members understand the importance of confidentiality and upon signature signify their commitment to keeping each child’s record and those of each family member confidential; this includes comments of conversations regarding children of their families. To determine the possible impact of our program we do keep academic and behavioral records of participants. At no time will any personal information specific to an individual be shared with other students or other organizations other than Community Action Council, Portage County; Ravenna School District and ODE.

Conferences
Conferences can be scheduled any time with teachers or with departmental staff, to discuss concerns or to inquire about progress with their child. Parents / guardians are encouraged to be actively involved and are allowed to attend academic time. Parents / guardians are free to volunteer at any time to help with the students. All regular volunteers must submit a current FBI/BCI background check, sign a non-conviction statement, a statement affirming they are in good health and provide 3 references. We encourage involvement on the family’s behalf.

Snacks
Snacks are provided daily. The snack is healthy and the nutritional value contains at least one food from the two basic food groups. There is no snack provided for staff.
Snack must be consumed in the designated snack area.
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Emergency Procedures

If an accident or sudden illness occurs, a child’s parents or guardian will be notified and first aid will be administrated. If a parent or guardian cannot be reached we will contact the person designated on the child’s emergency medical form. In the event of a serious accident or illness 911 will be called and the child’s parent guardian will be notified.

Staff Qualifications
Lead Teacher: must have an active teaching certificate for the age group for which they are responsible.
Tutors: must have a high school education or equivalent, FBI/BCI background check, training in first aid, child abuse and neglect, and other related training.  
Site Coordinator: the site coordinator must have a high school education or equivalent, FBI/BCI background check, training in first aid, child abuse and neglect and other related training.
Volunteer Expectations
All regular volunteers must submit a current FBI/BCI background check, sign a non-conviction statement, a statement affirming they are in good health, provide 3 references and receive other related training. 
Expectation of Students

We welcome any interested students into the after school program for academic/enrichment and recreation. All participates are asked to:

· Respect themselves

· Respect others

· Respect the property

The center has a disciplinary procedure which all students have to follow.

This is on file in the site binder.
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Employment:

21st Century Learning Center staff will be hired by the 21st Century Grant Coordinator, Community Action Council, Portage County.  Consideration will be given to employees of the Ravenna School District to provide certificated staff involvement in the program and a pay rate dependent on teaching certification.
Staff will be employees of Community Action Council and will be paid by that entity through grant funds. *Employment is subject to the “at will” rules per the CAC employment contract.
Pay dates and time sheets are included in the staff handbook.  Time sheets must be filled out completely and turned in by Friday morning at 8:00 am on the assigned pay period schedule.  Paychecks will be delivered by the Grant Coordinator/Site Coordinator and given to staff.  If you wish to have someone else pick up your paycheck, a written release must be given to coordinator prior to release of paycheck.

Expectations of Staff and Volunteers
All staff and volunteers are expected to treat the students they work with, with respect and dignity at all times. Even in situations of conflict. Additionally all of our staff have read and are committed to following the guidelines set forth in our Staff and Volunteer Handbook which includes our Child Protection Policy.

· All center staff members are required to submit to a criminal background check prior to starting employment.

· On scheduled workdays staff should arrive and leave as scheduled by the site coordinator and grant coordinator. The specific schedule will be determined by the site coordinator and grant coordinator.  Staff members must sign in and sign out in the staff handbook each day (pay requirement).
· Staff member interaction is encouraged however, upon student’s arrival the staff member’s primary focus should be on instructing and/or supervising and building relationships with students.
· In the event that you must miss a scheduled shift due to illness, we require that you call your supervisor by 12:00 noon of your scheduled day.

· Cell phones are to be left on vibrate during work hours.  Personal calls are to be kept to emergency situations only. Staff members may use the center’s phone for urgent matters, please keep the call brief and do not leave your area unsupervised.

· At no time are staff members to be left alone with a student of the opposite sex.

· There is no contact with students off the center property.

· Staff shall be in visual or auditory contact with students under their supervision.

· Completing any assigned paperwork as necessary to fulfill the duties of the assigned position.
Dress Code
We ask that all staff adhere to the following guidelines for dress:

· Clothing should fit properly and not be tight or revealing

· No sagging pants or revealing workout pants

· Cleavage or mid-riffs bearing styles or dress, hats or flip-flops worn by staff will not be tolerated

· Shorts may be worn to work provided they have a minimum of 3” inseam

· Skirts and or dresses may be worn by female staff

Evaluation:
Staff will be evaluated by the Grant Coordinator yearly.  One evaluation will occur within the first quarter of the grant program or within 30 days of the hiring date, should a staff member be hired later than yearly program inception.  The other evaluation will take place at the end of the yearly program.  The Site Coordinator will keep the Grant Coordinator informed should there be any concerns or issues with staff. A meeting (which may include the Executive Director of Community Action Council, Portage County and Ravenna School District Superintendent, Grant Coordinator and Site Coordinator) will be held to resolve matters.  Violation of Grant Program expectations or school code may result in termination.  Grant Coordinator is responsible for termination.  
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 STAFF SELF – EVALUATION
	Name:                                                              Date:


This self evaluation will be distributed once in the fall and again in the spring. We are providing this so that you will use it to continually evaluate yourself as we seek to strengthen the youth in the community.
This review is intended to give staff opportunity to take part in molding the after school program into an effective asset to the community.

	Question


	Scale of Importance

	
	Not at all
	Not very
	No opinion
	Some-what
	Extremely

	How comfortable are you initiating interaction with kids?
	1
	2
	3
	4
	5

	Do you feel comfortable in your role as supervisor?
	1
	2
	3
	4
	5

	Do you feel respected by the Youth at the center?
	1
	2
	3
	4
	5

	Do you feel you are able to provide options for youth who make poor decisions?
	1
	2
	3
	4
	5

	How hard is it to remain calm when a student becomes obstinate?
	1
	2
	3
	4
	5

	How would you rate your being alert to the action around you at the center?
	1
	2
	3
	4
	5

	How comfortable are you relating with the youth?
	1
	2
	3
	4
	5

	Do you have a good relationship with the staff?
	1
	2
	3
	4
	5

	How well do you relate with the volunteers?
	1
	2
	3
	4
	5

	How would you relate with the volunteers?
	1
	2
	3
	4
	5

	How well you rate your over performances?
	1
	2
	3
	4
	5

	Do you see any positive performance from the youth?
	1
	2
	3
	4
	5


Comments: ______________________________________________________________________________________________________________________________________________________
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Emergency Procedures:
Brown Middle School:
See emergency policy in staff handbook under heading: SAFETY
Ravenna High School:

See Emergency policy in staff handbook under heading: SAFETY
21st Century Learning Center After-School Program

Memo of Understanding

Staff / Volunteer acknowledgement section:

I have received, read, and understood the information within the document entitled Staff and Volunteer Handbook.
___________________                                           ___________

Signature                                                                  Date

I acknowledge that I have received a copy of the parent handbook for the 21st Century After-School Program. I have read the handbook and agree to follow all policies and procedures outline within.
____________________




_____________

       Signature







Date




Received: ____/___/____	Coordinator Signature:_________________________________











