QUALITY ASSURANCE EVIDENCE
I. Safety

II. Fiscal Management

III. Governance

IV. Program

V. School Linkages

VI. Family, Youth and Community Engagement
I.  Safety
Every RI 21st CCLC program is required to provide for the physical and emotional safety of every child/youth in the program.  All programs are expected to have well-documented policies and procedures that cover the day-to-day operations of the program as well as any emergency or special need situations.

Evidence for Safety
· There is an emergency management plan in place, including procedures for fire drills (at least 2X per year during afterschool hours) and all staff and participants are familiar with it (e.g. part of staff orientation, staff handbook, etc.);

· There is an emergency staffing plan to provide adequate staff coverage in case of emergencies;

· All paid and volunteer staff are screened for prior criminal records, child protective service findings and other improper conduct (employment forms, checklists, etc.);

· Emergency information for each participant is on file and accessible;

· At least 2 program staff per site are certified in First Aid/CPR;

· First aid kit is accessible at each site to adults in the program;

· There is a clear system for logging daily attendance;

· There are no program staff under 18 years of age that are alone with children/youth (policy and observation).

· There is a system to ensure that children receive safe, adequate and sufficient transportation between the center and home.

Safety Checklist
· Emergency management plan

____

· Emergency staffing plan


____

· Staff screening protocol


____

· Emergency info for participants

____

· Staff certified in CPR


____

· First aid kit




____

· Attendance log system


____

· Staff under 18 are supervised

____

· Safe transportation


____
II.  Fiscal Management
Every 21st CCLC program must follow applicable federal and state guidelines regarding the management of federal grant funds.

Evidence for Fiscal Management
· Most recent expenditure report (from last quarter);

· Copy of approved budget and any amendment requests;

· Sample provider contracts/MOUs/MOAs;

· System to track staff attendance (e.g. timesheets, with verification protocol).

Fiscal Management Checklist

· Expenditure report


____

· Approved budget


____

· Provider contracts


____

· Staff attendance system

____
III.  Governance
Every 21st CCLC must establish a viable governance structure that includes a broad range of stakeholders and partners, including school personnel, parents, community providers, youth (when appropriate), among others.

Evidence for Governance
· Organizational chart of grantee organization or school/district, demonstrating how governance body interacts with and oversees work of the 21st CCLC administrators and staff (e.g.  “chain-of-command” for 21st CCLC administrators and staff within that organization/school/district);

· List of governance members and affiliations;

· Most recent meeting minutes;

· Clear documentation of role(s) of governance members.

Governance Checklist
· Organizational chart of grantee

_____

· Governance members


_____

· Meeting minutes



_____

· Governance roles



_____
IV.  Program
Every 21st CCLC program is expected to establish centers that offer a variety of high-quality programs and engaging learning opportunities.  Programs should be intentional, well-designed, taught by qualified instructors, and meet the needs of the students in that community.

Evidence for Program
· Program brochure/chart/schedule;

· Evidence of program plans, including at least one of the following:  program goals, objectives, sequence of activities, and/or lesson plans (e.g. RFP, program description, program proposals, etc.);

· System to track student attendance and participation rates;

· Clear expectations and qualifications to ensure staff that have direct contact with children and youth and for program site leadership are highly qualified (e.g. hiring process, job descriptions, RFP process).  Categories of staff to consider: Americorps, program providers, college students, activity leaders, teen assistants, club leaders, certified teachers, etc.

Evidence Checklist
· Program brochure



_____

· Program plans



_____

· Student attendance and participation   _____

· Highly qualified staff


_____

V.  School Linkages
Every RI 21st CCLC program must establish mechanisms to ensure strong linkages to the target school(s).

Evidence for School Linkages
· General communication mechanisms for school community (e.g. newsletter, e-lists, etc.);

· At least two communication mechanisms between regular school day staff (e.g. classroom teachers, administrators, guidance counselors) and afterschool staff around academic and social and emotional issues (e.g. email systems, face-to-face contact, liaison role defined, etc.);

· 21st CCLC staff membership on school improvement team or other schoolwide team and/or membership of school personnel on 21st CCLC governance group;

· Alignment of program goals and content to school day activities and content (e.g. content alignment map, survey of teachers to provide input into afterschool program, afterschool curriculum aligned with GLEs and/or established academic skill sets).

School Linkage Checklist
· General communication


_____

· School/OST staff communication
_____

· 21st CCLC on school governance

_____ 

· School on 21st governance 

_____

· School/program alignment

_____
VI.  Family, Youth and Community Engagement

Every RI 21st CCLC must develop and implement mechanisms and strategies that engage youth, families and community members in the program.
Evidence for Family, Youth and Community Engagement
· For Families:

· Communication mechanisms with families of participants and non-participants;

· Families and community members are given opportunities to participate in the program (e.g. events, activities, sign-in sheets, volunteer opportunities, etc.);

· Family input is sought and used in developing program policies, procedures and activities (e.g. surveys, focus groups, planning committee and/or governance membership; volunteer policy, etc.)

· For Youth:

· Youth input is sought and used in program design, policies, etc. (e.g. surveys, staff training topic, student advisory council, student leadership group, membership on governance, etc.)

· For Community:

· Program administration pursues opportunities for community members to support the program (e.g. referral protocols, in-kind donations, financial support, partnership agreements, etc.).
Engagement Checklist
· Family communications

_____

· Opportunities for participation
_____

· Family input



_____

· Youth input



_____

· Community support

_____
