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Purpose of the resource Guide

Act now is a statewide coalition that works to ensure that young 

people in illinois have access to quality, affordable afterschool  

and youth development programs. Act now developed the Illinois 

Statewide Afterschool Quality Standards (“the standards”) to  

improve afterschool programming around the state. the standards 

capture the practices that have been demonstrated, through  

research, to lead to quality programs and positive outcomes for  

children. the standards were released in spring 2016 and can be 

found at www.actnowillinois.org.

this resource Guide was developed to bring clarity and practicality to the  

Illinois Afterschool Quality Standards and to assist afterschool programs  

in implementation of the Standards. this Guide includes information to support 

programs that are just getting started, as well as programs that are further 

along the path to operating a high-quality afterschool program. 

how to use the Resource Guide

this resource Guide presents resources, tips, activities, or reflection questions for each of the  
30 Standards. the Just Getting Started area on each page contains introductory resources, tips,  
and information related to the Standards and is intended for new programs or staff who are  
new to their position. the other areas with reflection questions and tools are intended for all pro-
grams with varying levels of experience and at various stages of the continuous improvement  
process. It is not our intention for this Guide to be read cover to cover, but instead for individuals  
to access the sections of the Guide that are most useful to them at a given moment. for example,  
if you are looking for information on increasing the quality of professional development in your 
program, start in the Professional development and Qualifications core Area. 

Standards and resources are always a work in progress. If you have resources or suggestions to 
add to the Guide, please send them to Susan Stanton (SStanton@voices4kids.org) at Act now.  

Tip for using This guide: resources are in orange or green bold type hyperlinked for ease  
of use. If you are accessing a hard copy version of the Guide, type the key words of a resource  
into a search engine to access it. 

http://www.actnowillinois.org
mailto:sstanton%40voices4kids.org?subject=Standards%20Resource%20Guide
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core Area 1– Indoor and outdoor  
environments

1 indooR And outdooR enviRonments

the physical environment in which a program operates is a foundation for  
the youth’s experience in a program. Indoor and outdoor environments should 
be able to adequately accommodate all program activities. 

Program Standard 1 

The program’s indoor environment meets the needs of all youth and staff.

Program space should be conducive to the activities taking place during the afterschool program. 
this includes having appropriate storage space for all materials, as well as a safe and clean space 
for activities. 

thInGS to thInk About

> have you addressed the needs of all youth 
in the program? can youth manipulate the  
program space? 

Can youth move furniture or choose to sit in 
large group, small group, or individual areas for 
different activities? 

> be creative! 

Afterschool program staff make the most of  
all space available to them. for example, some  
programs use hallways for program activities 
when space is tight. Just be sure to maintain 
safety and align the available space with the 
activities you are offering. 

> Many afterschool programs share space with schools and other programs. there are a number 
of things to think about when sharing space, including storage areas, flexibility of the space  
(e.g., are you able to move furniture?), and set-up time each day. 

refer to standard 30, page 37, for an activity on connecting with the school-day principal about 
sharing space. 

> Involve youth, especially middle and high school participants, in designing the space. 

other reSourceS

check out these commonly Asked Questions About child care centers and the Americans  
with disabilities Act. 

to see a school-based afterschool program set up their indoor space, check out this youtube video 
from children’s choice child care Services. you can read more about how they set up an inviting 
and engaging indoor space on their Best Practices for an Afterschool Program indoor  
environment page.

Just GettinG stARted?

check out the community Investment collabora-
tive for kids Resource Guide: creating Quality 
school-Age child care space. 

imagine: Afterschool space that Works 
contains information geared toward programs 
serving youth age 5–14; however, it is applicable 
to all afterschool programs. the document includes 
information on designing your floor plan, things to 
think about when planning activities in your space, 
and tips on setting your indoor environment. 

If you are operating a program in a GSA-owned 
or controlled space, access the u.S. General Services 
Administration federal child care center design 
Guide for additional information.

https://www.ada.gov/childqanda.htm
https://www.ada.gov/childqanda.htm
https://www.youtube.com/watch%3Fv%3DF4o3cUmJs24
http://ashcraftafterschool.blogspot.com/2011/09/best-practices-for-afterschool-program.html%3F_sm_au_%3DiVVn1vDfsNdP73B2
http://ashcraftafterschool.blogspot.com/2011/09/best-practices-for-afterschool-program.html%3F_sm_au_%3DiVVn1vDfsNdP73B2
http://www.lisc.org/media/filer_public/06/51/0651584f-6cc6-489d-be01-5a510edd20a5/2011_cick_school_age_guide.pdf
http://www.lisc.org/media/filer_public/06/51/0651584f-6cc6-489d-be01-5a510edd20a5/2011_cick_school_age_guide.pdf
http://www.njsacc.org/pdfs/imagine.pdf
http://www.gsa.gov/graphics/pbs/designguidesmall.pdf
http://www.gsa.gov/graphics/pbs/designguidesmall.pdf
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ActIvIty

list your program activities in the space below. for each activity, determine the type of space  
you need.

 ActIvIty: SPAce reQuIreMentS:

coRe AReA 1 — indooR And outdooR enviRonments
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Program Standard 2 

The program’s outdoor environment is safe and meets the needs of all youth  
(if applicable, as some facilities may not have access to outdoor space).

Afterschool programs operating in a school, a center, or a home should ensure that the outdoor 
space is safe and accessible for all youth in the program. while the following quote comes from an  
article focused on young children (Benefits of connecting children with nature), it also  
applies to afterschool youth: “children will be smarter, better able to get along with others, healthier,  
and happier when they have regular opportunities for free and unstructured play in the out-of-
doors.”

thInGS to thInk About

> As with the indoor space, the outdoor space should 
provide youth with choices to participate in large group, 
small group, or individual activities. 

Think about the activities you do outside. how do you 
ensure that youth have choice in activities? 

> All programs should have a procedure for how often  
outdoor equipment is checked for safety. 

even programs that operate in public schools should have 
the district and school regulations in their staff handbook. 

it is important to visually inspect the outdoor space every time the group goes outside. staff should 
look for debris, standing water or ice, sharp rocks and branches, ditches, and exposed power lines. 
A more thorough inspection should take place monthly. 

> Program staff may find it helpful to have a checklist that includes each piece of equipment,  
date checked, condition of the equipment, and any follow-up items needed for each inspection.  
this checklist should then be kept on file to refer to. 

The Virtual Lab School has examples on the Safe Environments section of their website. 

other reSourceS

playground safety:  check out the u.S. consumer Product Safety commission Playground safety 
website for additional resources. this website contains safety alerts, guides, posters, brochures,  
handbooks, and other materials to help you keep your playground safe. 

outdoor Activities:  tag, red light–Green light, Sharks and Minnows, hop Scotch, and four 
Square are all examples of active outdoor activities. find more here and here (or by searching 
“outdoor play activities for school age”). 

Just GettinG stARted?

while the Illinois Afterschool Quality 
Standards do not have a recommended 
amount of time for outdoor play, some 
states recommend that youth have a 
chance to play outside at least 30 min-
utes out of every three hours of program-
ming. this will depend on the weather 
and may look different during the school 
year than it does during summer pro-
gramming. 

coRe AReA 1 — indooR And outdooR enviRonments

https://naturalearning.org/sites/default/files/Benefits%2520of%2520Connecting%2520Children%2520with%2520Nature_InfoSheet.pdf
https://www.virtuallabschool.org
https://www.virtuallabschool.org/school-age/safe-environments/lesson-1
http://www.cpsc.gov/en/Safety-Education/Safety-Guides/Sports-Fitness-and-Recreation/Playground-Safety/
http://www.kidactivities.net/post/Outside-Games-for-School-Age-kids%21.aspx
http://kidshealth.org/en/parents/school-age-games.html
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2 sAfety, heAlth, And nutRition

ensuring the physical safety and security of youth and staff is a necessary 
foundation for all programs. the Standards in this section outline the minimum 
needs for safe physical environments and adequate staff supervision, as well as 
Standards for promoting healthy environments.

Program Standard 3

The program protects the health and safety of all youth.

Programs not only provide indoor and outdoor facilities that are physically safe for youth but  
also have written policies that pertain to student safety and health.

thInGS to thInk About

> youth comments can often help staff gain a 
better understanding of the safety of a space. 
listen for youth remarks about the temperature, 
light, and space.

> do staff and students know where all safety 
and first aid equipment are located? 

Consider having a designated central space, 
like an “information booth” or table where  
all safety, protocol, and pickup information can  
be found, including a first aid kit and other 
supplies.

> If a parent called to speak to their child in 
the middle of an activity, would staff know how to locate the child? It is critical to have a compre- 
hensive process in place to track the location of youth and how they enter and exit the program. 
ensure staff conduct regular headcounts, especially when transitioning between locations. 

> If you have your own space, consider protecting your space and youth by locking all entrances 
from the outside while the program is in operation. Provide staff with keys and be sure to have extra 
copies made that are kept secure by the site director or at another location. 

> If you partner with a school or community center, work with them to ensure all entrances are 
secure. Ask for your staff to be involved in safety trainings at the school or community center. 

other reSourceS

If your program operates in a school, the Illinois State board of education is responsible for school 
building safety. they have a checklist to identify important safety elements.

refer to Program Standard 2 on page 5 for additional information about checking the outdoor 
environment. the Things to Think About section includes links to sample checklists for outdoor safety 
inspections. 

core Area 2 – Safety, health, and nutrition

Just GettinG stARted?

the Afterschool Alliance highlights a startup guide 
called ABc...123 starting your Afterschool 
Program. Appendix d of the Guide contains  
suggested items for program policies. 

Program quality assessment tools often have  
sections that can act as a checklist for the types of 
procedures programs should employ to safeguard 
youth health and safety. one example is the center 
for youth Program Quality’s youth Program  
Quality Assessment.

Policies and procedures are discussed in more 
detail in the Administration core Area, starting on 
page 11.

http://www.isbe.net/construction/health_safety/forms/checklist.pdf
http://www.afterschoolalliance.org/Utah4HAfterschoolGuide.pdf
http://www.afterschoolalliance.org/Utah4HAfterschoolGuide.pdf
http://www.cypq.org/assessment
http://www.cypq.org/assessment
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the American Red cross has information related to properly stocking a first aid kit, as well 
as Resources for schools with information to help educate youth (k-8th grade) on disaster safety 
and preparedness. 

Program Standard 4

Youth are carefully supervised to maintain safety, and there are clear protocols for  
responding to emergency situations.

Staff and youth are familiar with supervision, health, and safety policies, including emergency  
procedures that may affect the entire group or an individual.

thInGS to thInk About

> Afterschool programs that are housed in schools often 
have a policy to follow the same procedures that are followed  
during the school day. be sure that all parties involved in the 
plan would be the same for the afterschool program. 

for example, if the principal is the point person in certain 
situations, think about whether or not the principal will be 
available during the out-of-school time hours. 

partner with schools to have afterschool staff trained on 
school and district safety procedures and ensure staff are 
familiar with safety procedures and protocols.

> Program directors can set pre-scheduled emergency situation drills (e.g. fire, severe weather) to 
prepare staff and youth. Programs operating in a school often have this as an annual requirement.

Afterschool staff should be aware of on-site and off-site evacuation areas. 

> the program should have a staff handbook that contains information related to emergency  
situations, including how to communicate with other staff and families.

Who will take attendance after the emergency situation? Who contacts families? Who will check  
the space if evacuation is necessary? is there a designated meeting spot? Where is the program’s 
crisis response kit (to include procedures for emergencies, contact information for key individuals,  
first aid kit, current roster)?  

> Are there universal policies on how youth enter the program after school dismissal? exit their  
activities to use the restrooms? exit the program for final dismissal? where do youth report after 
school dismissal? how do staff keep track of the youth in their activities for the day?

Just GettinG stARted?

collect information prior to the start  
of program on authorized and unau- 
thorized adults who should be contacted  
and can pick up youth either via the 
registration form or another method. 

A staff member who is capable  
of representing the program should be  
near the site’s phone at all times to 
take calls from parents or get in touch 
with the site director, as needed.

coRe AReA 2 — sAfety, heAlth, And nutRition

http://www.redcross.org/mo2
http://www.redcross.org/prepare/location/home-family/get-kit/anatomy
http://www.redcross.org/get-help/prepare-for-emergencies/resources-for-schools
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> be sure to get feedback from staff and youth about the safety policies. If staff and youth don’t 
understand or don’t buy into these procedures, the procedures are much less likely to be enforced 
and successful. one way to garner buy-in is through a recipe for success described in more detail  
in Standard 25, page 31. 

> refer to ABc…123 starting your Afterschool Program, Appendix d, for basic information  
related to attendance policies in afterschool programs. 

use this space to list your program activities and transitions, the location where your activities  
and transitions take place, and supports needed during these times. think about how to align your  
procedures for locating individuals with each location and transition.

 ActIvIty & trAnSItIonS locAtIon SuPPortS needed ProcedureS

coRe AReA 2 — sAfety, heAlth, And nutRition

http://www.afterschoolalliance.org/Utah4HAfterschoolGuide.pdf
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Program Standard 5

Staff work to protect the health of all youth.

Staff receive training and support to deliver customized care that meets the needs of youth physical 
health. 

thInGS to thInk About

> Programs should develop a systemized way to  
collect and maintain information about individual youths’ 
physical, mental, and dietary health needs across time.  
be sure to discreetly share youth information with staff. 
there are multiple ways to collect this information:  

 • Collecting from parents/guardians

 • The youth may offer the information directly

 • school districts are often willing to share data after  
  signing a Memorandum of understanding (Mou)

> while programs may have an overarching policy of no use of tobacco, alcohol, drugs, or  
weapons, make sure there are definitive guidelines on how to handle situations regarding posses-
sion of drugs and/or weapons by youth. 

if your program operates in a school building, consult with school personnel on their policies and  
procedures for handling these situations. if you operate a standalone program, you’ll need to  
determine your own policies and procedures in collaboration with your board, staff, families, and 
community members.

Many programs operate a “3 strikes and you’re out” policy. Consider handling conflicts with youth 
before they happen through relationship building, peer mediation, and conflict resolution training 
for staff. 

Colorado’s Speak Now! effort has information for parents and caregivers about how to speak  
with older youth (ages 9–20) about substance abuse. While the effort is geared toward individuals  
in Colorado, the information is relevant for a broader audience.

other reSourceS

ABc…123 starting your Afterschool Program, Appendix d, has an example of a policy  
related to dispensing medication, which includes the following: 

We will not dispense any medication to any child without advance written consent from the parent  
or guardian. prescription medication may be given only to the child for whom it is prescribed.  
over-the-counter medication must have the child’s name clearly printed on the container. The parent 
must complete a “parent permission to Administer Medication” form, and give the form and the  
medication directly to the director in charge. All medication must be in its original container.  
if these steps are not completed, medication will not be administered.

Just GettinG stARted?

familiarize yourself with state and  
local health guidelines and regulations. 
the illinois department of Public 
health has the laws and administrative 
rules on their website.

If you are partnering with a school,  
you can also access the school’s health  
guidelines by talking with the principal  
or school nurse. 

coRe AReA 2 — sAfety, heAlth, And nutRition

http://speaknowcolorado.org
http://www.afterschoolalliance.org/Utah4HAfterschoolGuide.pdf
http://www.dph.illinois.gov/laws-rules
http://www.dph.illinois.gov/laws-rules
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Program Standard 6 

If the program serves food, it meets the following indicators.

food should be healthy, nutritious, and appealing to youth. Meals and/or snacks should be orga-
nized and delivered systematically. even though the number of youth may fluctuate in an afterschool 
program, there should always be food and drink available for each individual.

thInGS to thInk About

> If you have control over the food provided in 
your program, conduct a vote or poll with youth 
during snack/meal time about their favorite 
healthy snacks to help shape your purchasing 
decisions. 

> ensure all staff know where food allergy 
information for participants is located. have a 
designated space where all safety, health, and 
protocol information can be found, including 
allergies and action steps listed alphabetically 
by participant name.

> consider contacting local farms, or food dis-
tributors that partner with local farms, that can 
provide produce at affordable prices. to learn 
more about establishing partnership like these, 
go to the illinois farm to school network. 

> Afterschool programs can work toward establishing healthy food vendors for themselves and the 
school district and can even apply for usdA grants.

> for information on incorporating nutrition initiatives into your afterschool program, check out the 
healthy choices Afterschool publication from the national Institute on out-of-School time.  

other reSourceS 

Programs partnering with schools that offer the national School lunch Program (through the uSdA) 
can also get cash reimbursements to help afterschool programs serve snacks. visit the fAQ page for  
additional information. the Illinois State board of education also provides more detailed information 
on afterschool snacks through the national School lunch Program here.

the uSdA and u.S. department of health and human Services released the dietary Guidelines 
for Americans 2010 to be used when developing educational materials and to aid policymakers.

the national AfterSchool Association adopted healthy eating and physical activity standards  
in 2011. 

Just GettinG stARted?

Afterschool programs are often eligible for free or  
reduced-price snacks and meals during the school 
and summer months. If at least half of youth partici- 
pants are eligible for free or reduced-price lunch 
during school hours, your afterschool site can apply 
for the child and Adult care food Program 
(cAcfP) for food during the academic year. this 
program is run through the uSdA and provides 
reimbursements for meals and snacks served to youth 
18 or younger. 

the food and nutrition Service website has 
additional information about the school-Based 
Afterschool snack Program. 

the summer food service Program provides 
reimbursement for lunches during the summer months 
to organizations that run open- or closed-enrollment 
summer programs.

coRe AReA 2 — sAfety, heAlth, And nutRition

http://illinoisfarmtoschool.org
http://www.fns.usda.gov/farmtoschool/farm-school
http://files.eric.ed.gov/fulltext/ED496276.pdf
http://www.fns.usda.gov/school-meals/afterschool-snacks-faqs
http://www.isbe.state.il.us/nutrition/pdf/afterschool_fact_sheet.pdf
http://www.cnpp.usda.gov/sites/default/files/dietary_guidelines_for_americans/PolicyDoc.pdf
http://www.cnpp.usda.gov/sites/default/files/dietary_guidelines_for_americans/PolicyDoc.pdf
http://www.niost.org/pdf/host/Healthy_Eating_and_Physical_Activity_Standards.pdf
http://www.fns.usda.gov/cacfp/child-and-adult-care-food-program
http://www.fns.usda.gov/cacfp/child-and-adult-care-food-program
http://www.fns.usda.gov/sites/default/files/AfterschoolFactSheet.pdf
http://www.fns.usda.gov/sites/default/files/AfterschoolFactSheet.pdf
http://www.fns.usda.gov/sfsp/summer-food-service-program
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3 AdministRAtion

the program has sound administrative practices supported by well-defined and 
documented policies and procedures that meet the needs of staff and youth.

Program Standard 7

Program policies and procedures are responsive to the needs of all youth and families  
in the community.

the administrative practices of an afterschool program are its bedrock, and they provide necessary 
supports to the staff, youth, and partners. 

thInGS to thInk About

> while it is important to identify the needs of families 
when first starting a program, it is equally important to 
check in regularly with stakeholders to ensure the success-
ful implementation of the program. 

Consider checking in with families via phone in relevant 
languages to gather this information. families’ needs may 
include having a safe space to send their child(ren) before 
and after school, assistance with homework completion, 
serving food, or providing time for physical activities  
or arts.  

> when was the last time you asked families about their child’s interests and how they can  
contribute to the program? when they need the afterschool program (e.g., mornings, after school, 
weekends, during breaks, summer)? did you ask them what would be most helpful? when will you 
have the opportunity to ask them again (e.g., upcoming open house, parent/teacher meetings)?

other reSourceS

A great way to collect information is through asset mapping, which is an interactive way to begin  
creating a vision by identifying strengths and resources in a community. the federation for  
community Schools has a tool called community Asset mapping: overview that can get  
you started. there is no “right” way to make an asset map; you may find it helpful to search  
“asset mapping” online to find one that works for you. 

core Area 3 – Administration

Just GettinG stARted?

collaborating with stakeholders to 
establish a clear and shared mission 
statement for the program is an important 
first step. According to the illinois non-
profit Principles and Best Practices 
document, the mission statement should 
include the organization’s purpose and 
the mission should be responsive to  
the constituency and communities being 
served. 

http://www.ilcommunityschools.org/images/files/docs/Community%20Asset%20Mapping%20-%20Overview%20%26%20Resource%20Assessment.pdf
https://myforefront.org/sites/default/files/files/pages/Purple%20Book%20PDF.PDF
https://myforefront.org/sites/default/files/files/pages/Purple%20Book%20PDF.PDF
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Program Standard 8

The administration provides sound management of the program.

the administration should be focused on the long-term stability of the afterschool program and  
should include the board, director, staff, youth, and families in decision making. 

thInGS to thInk About

> ensure your budgeting includes resources for program  
activities, as well as staff development. we know that  
staff are an integral part of high-quality afterschool  
programs. It is not only important to recruit the right staff;  
it is also important to provide resources for their ongoing  
professional development. 

Be creative with resources—are there specific skills staff  
members have that can be shared with the staff as a whole? Are there parents or community  
members who will offer learning opportunities to your staff? 

have you asked staff what learning opportunities they would find most helpful? 

do you provide planning time for staff to talk with and learn from each other? do staff have time  
to reflect, share how an activity is going, and seek feedback from their colleagues?

> have your board members and staff met? depending on the size of your organization, consider 
hosting an annual or bi-annual opportunity for board members and staff to mingle. 

inviting board members to a youth performance is a great way to get board members more familiar 
with your program. 

> think about how you can include staff, youth, and families in your evaluation activities.  
“Participatory planning” is a phrase that is being used widely now; it means including a broad  
range of stakeholders in planning processes. however, participatory monitoring and  
evaluation are just as important.  

other reSourceS

the Minnesota council of nonprofits released a resource in 2014, Principles & Practices for 
nonprofits: A Guide for nonprofit staff and Board members, that outlines 11 accounta- 
bility principles and 192 management practices. 

 whAt Are SoMe wAyS you cAn Involve  whAt Are SoMe wAyS you cAn Involve  
 StAff And youth In your evAluAtIon fAMIlIeS And the coMMunIty In your  
 ActIvItIeS? evAluAtIon ActIvItIeS?

Just GettinG stARted?

ensure that you understand the goals 
of the program. If your program is 
grant funded, request a copy of the 
proposal, including both the work plan 
and budget, so that you understand the 
over-arching plan of the program. 

coRe AReA 3 — AdministRAtion

http://www.participatorymethods.org/task/plan-monitor-and-evaluate
http://www.participatorymethods.org/task/plan-monitor-and-evaluate
http://www.minnesotanonprofits.org/principlespractices.pdf
http://www.minnesotanonprofits.org/principlespractices.pdf
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Program Standard 9

The program develops and implements a system for promoting continuous quality  
improvement.

running a quality afterschool program means having a clearly articulated plan in place, collecting 
data about how the program is doing, and making decisions for improvement of the program  
based on the data you collected. 

thInGS to thInk About

> A logic model is a great visual tool to show the steps 
that need to take place to make your program happen. 
check out the child trends brief, logic models in  
out-of-school time Programs: What Are they and 
Why Are they important? for a clear picture of what 
should be included in a logic model. Access the logic 
models to support Program design, implementa-
tion, and evaluation webinar from the Illinois Quality 
Afterschool website for more information. Additionally, the 
Afterschool Alliance has an example logic model for the 
Bright futures Program that may be useful.   

> reference the Illinois Afterschool Quality Standards 
when developing your continuous improvement plan. think 
about how your program is addressing each Standard to 
identify areas of improvement. 

> there are two helpful guides to reference when select-
ing tools to use in your afterschool program: 

 • Measuring Youth Program Quality is a guide to use when selecting a quality assess- 
  ment tool for your afterschool program. The guide provides information on 10 instruments. 

 • From Soft Skills to Hard Data is a guide to use when selecting a youth outcome measure- 
  ment tool for your afterschool program. The guide provides information on eight instruments. 

It is important to disseminate the results of your evaluation to key stakeholders. think about all  
stakeholders who should receive information about your evaluation and then write down the best  
way for each stakeholder to receive the information. for example, your board and your staff  
should both receive information about your evaluation; however, the board might be interested in 
different information than your staff. 

 StAkeholder  dISSeMInAtIon StrAteGy 

Just GettinG stARted?

to ensure your program has goals  
that are useful and meaningful for 
improvement, start by making all of the 
goals smARt: 
•	 specific
•	 measurable
•	 Achievable
•	 Relevant
•	 time-Specific

decide on an evaluation plan early on.  
A few questions to reflect on: 
•	 What	is	the	purpose	of	your	 
 evaluation? 

•	 Who	will	conduct	your	evaluation?	

•	 What	are	your	evaluation	questions? 

•	 How	will	you	collect	program	data?	

•	 How	will	you	collect	school	data?	

coRe AReA 3 — AdministRAtion

http://www.childtrends.org/wp-content/uploads/2007/01/2007-01LogicModelsOSTPrograms.pdf
http://www.childtrends.org/wp-content/uploads/2007/01/2007-01LogicModelsOSTPrograms.pdf
http://www.childtrends.org/wp-content/uploads/2007/01/2007-01LogicModelsOSTPrograms.pdf
http://www.sedl.org/afterschool/iqa/iqa_database/webinar/18
http://www.sedl.org/afterschool/iqa/iqa_database/webinar/18
http://www.sedl.org/afterschool/iqa/iqa_database/webinar/18
http://www.afterschoolalliance.org/webinar/assets/files/ProgramLogicModel_BrightFutures.pdf
http://forumfyi.org/files/MeasuringYouthProgramQuality_2ndEd.pdf
http://www.search-institute.org/sites/default/files/a/DAP-Ready-by-21-Review.pdf
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the purpose of your evaluation is for continuous improvement. to be used most effectively, different 
individuals should be involved in discussions and action planning for making changes. 

wrIte down everyone you would Involve In dIScuSSIonS About IMProvInG the ProGrAM.  

other reSourceS

the making Afterschool Programs Better brief outlines five key components of effective  
afterschool programs: 

 • goals are clear 

 • Leaders are experienced 

 • The staff is experienced 

 • program aligns to the school day 

 • evaluation uses both internal (formative) and external (summative) methods 

coRe AReA 3 — AdministRAtion

http://www.cse.ucla.edu/products/policy/huang_MAPB_v5.pdf
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Program Standard 10

Program policies and procedures are in place to protect the safety of all youth.

Afterschool programs need to establish and communicate their policies and procedures to provide 
the highest quality services. 

thInGS to thInk About

> you may need to revisit your policies and 
procedures throughout the course of your pro-
gram. when new issues arise or new policies 
are implemented, you’ll need to think about 
what makes the most sense for implementing  
the policies in your program. this might neces- 
sitate a new procedure. 

As new policies and procedures are imple-
mented, be sure to disseminate them to all key 
stakeholders. 

> think about how you communicate your  
policies and procedures to staff, youth, families, 
and partners. Many programs find it helpful to 
have a policies-and-procedures handbook that 
is distributed to all key stakeholders. cover all policies and procedures during new-hire orientation 
and revisit them on a regular basis during staff meetings. 

PoSSIble cAteGorIeS of PolIcIeS And ProcedureS

 • facilities

 • development

 • Accounting

 • staff/personnel

 • program and participant

 • data and evaluation

 • external relations/liability

do you hAve ProcedureS for theSe cAteGorIeS? Are there AddItIonAl AreAS or cAteGorIeS  
not lISted here thAt Are relevAnt to your ProGrAM?

Just GettinG stARted?

Policies are the rules under which your program 
operates. Procedures are the ways in which your 
program will implement the rules. 

referencing the Illinois Afterschool Quality Stan-
dards is a great place to get started. use these as a 
guide when crafting your policies and procedures. 

you may also find it helpful to contact other after-
school programs in your area and ask them to share 
their policies and procedures. 

As mentioned throughout core Area 2–Safety, 
health, and nutrition, refer to ABc...123 starting 
your Afterschool Program, Appendix d, for  
example policies you can reference as a starting 
point. 

coRe AReA 3 — AdministRAtion

http://www.afterschoolalliance.org/Utah4HAfterschoolGuide.pdf
http://www.afterschoolalliance.org/Utah4HAfterschoolGuide.pdf
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Program Standard 11 

Staff receive appropriate support to make their work experience positive.

having a positive work environment for staff at your  
program requires a coordinated effort that involves  
budgeting, management, and a process for continuous 
staff development. 

thInGS to thInk About

> Incorporate the Illinois Afterschool Quality Standards 
into your supervisory and staff meetings. the Standards 
can be used to inform performance and articulate to staff 
why certain staff behaviors and knowledge are important 
for the program.  

> think about how you track staff members’ professional 
development plans. how are you developing a safe and 
supportive environment for staff so they feel comfortable 
talking with you? 

> how do staff get engaged or feel invested in programming to support staff retention?  

other reSourceS

the Afterschool Alliance website has a section on funding and sustainability where you can 
access an afterschool funding database, as well as information about sponsorship, connecting  
business with afterschool, and in-kind donations and partnerships. 

the wallace foundation published a report on the cost of Quality out-of-school time  
Programs that provides detailed information on what it costs to run a quality afterschool program. 
the study found that costs varied widely among programs and were driven by program directors’ 
choices, available resources, and local conditions. there is an accompanying cost of Quality 
out-of-school time calculator that is an online tool similar to a student loan or mortgage  
calculator you can use to estimate costs. 

Just GettinG stARted?

In addition to a warm and welcoming  
environment for youth and families, the  
program should seek to maintain a  
welcoming environment for staff. the  
emotional and psychological safety of the 
staff sets the tone for the environment in  
the program. 

As mentioned in Standard 17 on  
page 21, providing time for regular staff 
meetings and staff development is a criti- 
cal part of the program and something 
that should be established when you are 
just getting started. 

coRe AReA 3 — AdministRAtion

http://www.afterschoolalliance.org/funding.cfm
http://www.wallacefoundation.org/knowledge-center/Documents/The-Cost-of-Quality-of-Out-of-School-Time-Programs.pdf
http://www.wallacefoundation.org/knowledge-center/Documents/The-Cost-of-Quality-of-Out-of-School-Time-Programs.pdf
http://www.wallacefoundation.org/cost-of-quality/pages/default.aspx
http://www.wallacefoundation.org/cost-of-quality/pages/default.aspx
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Program Standard 12 

The program maintains personnel records of all staff.

thInGS to thInk About

> In addition to collecting emergency contact informa-
tion, records of training and certifications, and references, 
think about keeping track of the skills that individual staff 
members possess. this information will help you stay 
informed about internal resources for learning events and 
program activities, and potentially for development oppor-
tunities.

> develop a secure system that allows data and informa-
tion to be easily accessed by identified program represen-
tatives. Some programs use online or digital systems to 
ensure the data is easily updated and accessible. 

programs can tailor these systems to run reports or track  
relevant trends that can inform program quality.   

Program Standard 13

Files of youth contain accurate and sufficient information and are properly maintained.

thInGS to thInk About

> In addition to the essential information kept on file, consider developing a portfolio on each 
youth participant that includes their interests, assets, and work (both in school and in the program). 
this will help staff members develop and strengthen relationships with all youth in the program. 

whAt tyPeS of InforMAtIon do you AlreAdy collect, eIther forMAlly or InforMAlly,  
on your PArtIcIPAntS ( e.G., GrAdeS, School-dAy AttendAnce, SPortS)?

whAt AddItIonAl InforMAtIon could you collect thAt would be uSeful to ShAre wIth StAff? 

Just GettinG stARted?

keeping updated information on staff 
and youth should be part of the policies 
and procedures in your program. refer 
to Standard 10, page 15, for additional 
information on developing policies and 
procedures for your program. 

there are a number of ways to capture 
essential information (registration forms, 
permission or consent forms, accident 
report forms). An online search of any of 
these keywords will yield multiple exam-
ples and templates you can refer to when 
developing your own forms. 

coRe AReA 3 — AdministRAtion



IllInoIS StAtewIde AfterSchool QuAlIty StAndArdS reSource GuIde   18

Program Standard 14 

Staff/youth ratios and group sizes permit the staff to meet the needs of youth.

thInGS to thInk About

> different activities will require different staff-to-youth 
ratios. think about what activities are happening when 
determining the proper ratio. 

for example, the transition time between the school day  
and program may allow for larger ratios (1:20), whereas  
a hands-on sTeM activity may require smaller ratios 
(1:10). ultimately, the decision about the proper ratio falls 
to you and your staff, and should be based on what is 
most helpful and safe for the specific activity.  

> keep in mind that volunteers will need the proper training and background checks to count 
toward the needed ratios.

> consider participants with special needs when designating staff for activities. 

how do your PolIcIeS And ProcedureS AddreSS fIndInG coverAGe for StAffInG AbSenceS? 

Just GettinG stARted?

According to the illinois early learn-
ing Project, for youth ages 5 and older 
in licensed programs, the minimum ratio  
is 1 staff member for every 20 youth. 

the wallace foundation’s cost  
of Quality out-of-school time cost 
calculator can help you think about  
how your ratios impact your overall  
costs.

coRe AReA 3 — AdministRAtion

http://illinoisearlylearning.org/faqs/cc-options.htm
http://illinoisearlylearning.org/faqs/cc-options.htm
http://www.wallacefoundation.org/cost-of-quality/pages/default.aspx
http://www.wallacefoundation.org/cost-of-quality/pages/default.aspx
http://www.wallacefoundation.org/cost-of-quality/pages/default.aspx
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4 PRofessionAl develoPment And QuAlificAtions

the program recruits and retains high-quality staff and volunteers who are 
focused on creating a positive learning environment, and who provide ongoing 
professional development based on assessed staff needs. 

Program Standard 15

Staff are professionally qualified to work with all youth.

Positive relationships between youth and adults are critically important to a quality afterschool  
program. developing and maintaining hiring practices for staff and volunteers will help ensure that 
the right staff are hired and retained. 

thInGS to thInk About

> hire staff who are committed and passionate about  
working with young people. 

As part of the interview process, have candidates facilitate 
an activity with a select group of young people. This will 
allow you to see them in action. 

> consider having a team, including other staff members 
and parents, interview candidates. 

Questions to ask a candidate include questions about  
background and expertise (previous experience), as well 
as personal qualities (motivation, working under pressure). 

> while it is sometimes tempting to allow anyone who 
shows interest to volunteer in the program, volunteers 
should also go through background checks and be selected  
based on their qualifications and fit with the program. 

Be sure volunteers understand the mission and goals of  
the program.

other reSourceS

Keys to Quality Afterschool: environments, Relationships, and experiences has a  
chapter called “using relationships to Support children” that includes “tips on building community” 
and strategies staff can use to build positive relationships with youth. 

the child trends brief staff selection: What’s important for out-of-school time  
Programs? provides additional information on recruiting and selecting staff, including the three  
major factors that should be considered when selecting staff: commitment to the program’s mission, 
skills and abilities to work with youth effectively, and experience and credentials. this resource  
also highlights the importance of having culturally competent staff. Successful programs employ at 
least some staff who represent participants’ cultural and ethnic backgrounds. 

core Area 4 – Professional development  
and Qualifications

Just GettinG stARted?

this report, examining Practices 
of staff Recruitment and Retention, 
found that the programs studied had 
hiring practices that were structured, with 
an application procedure and interviews. 

According to Getting it Right: 
strategies for After-school success, 
the first priority of an afterschool program 
is to hire a full-time director. 

once a full-time director is in place, 
strong directors/skilled staff: 
Guide to using the core competen-
cies is a great resource for learning  
more about the competencies needed for 
staff who work in afterschool programs. 
this guide includes a self-assessment for 
both staff and supervisors. 

https://www.pakeys.org/uploadedcontent/docs/sac/Keys%20to%20Quality%20Afterschool.pdf
http://www.childtrends.org/wp-content/uploads/2009/02/Staff-Selection.pdf
http://www.childtrends.org/wp-content/uploads/2009/02/Staff-Selection.pdf
https://www.cse.ucla.edu/products/reports/R769.pdf
https://www.cse.ucla.edu/products/reports/R769.pdf
http://ppv.issuelab.org/resource/getting_it_right_strategies_for_after_school_success
http://ppv.issuelab.org/resource/getting_it_right_strategies_for_after_school_success
http://www.nyc.gov/html/dycd/downloads/pdf/Strong_Directors_Skilled_Staff-Guide_to_Using_the_Core_Competencies.pdf
http://www.nyc.gov/html/dycd/downloads/pdf/Strong_Directors_Skilled_Staff-Guide_to_Using_the_Core_Competencies.pdf
http://www.nyc.gov/html/dycd/downloads/pdf/Strong_Directors_Skilled_Staff-Guide_to_Using_the_Core_Competencies.pdf
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Program Standard 16

Staff are given an orientation to the job before working with youth.

once you hire qualified staff, you’ll want to train and orient them both to the program in general  
and to their jobs specifically. 

thInGS to thInk About

> beyond the standard requirements for orientation,  
what would be most useful for your staff to learn during 
orientation? 

if you offer sTeM activities, having staff actively partici-
pate in an activity that they will then facilitate is a great 
way to encourage engagement from the beginning.

incorporate team building and icebreaker activities  
into orientation. This helps set the tone for the culture of 
your program and equips staff with activities to use in 
their activities. 

> If you have experienced staff members, have  
them facilitate sections of orientation. this helps build 
capacity among staff, garners buy-in from new and experienced staff members, and provides  
an opportunity for experienced staff to act as mentors and coaches. 

> Staff will be expected to learn a lot of information during their orientation. to assist with  
retention, ensure all information is documented in your staff handbook. 

other reSourceS

check out 3 icebreakers that Will make your new hire orientation Anything but dull 
for activities geared toward adults. the three icebreakers in the article include a social scavenger 
hunt, a fill-in-the-blank activity, and a “new hire’s got talent” activity. 

Just GettinG stARted?

topics to include in orientation: 
•	 Vision, mission, goals, and philosophy  
 of the program

•	 schedule, wage information, time off  
 (sick and vacation days)

•	 Job responsibilities and reporting chain

•	 Mandated reporter training

•	 emergency preparedness procedures  
 and training

•	 Lesson planning and activity development

•	 food policies (if applicable)

•	 discipline and guidance policies

coRe AReA 4 — PRofessionAl develoPment And QuAlificAtions

https://business.linkedin.com/talent-solutions/blog/2015/09/3-icebreakers-that-will-make-your-new-hire-orientation-anything-but-dull
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Program Standard 17

The training needs of the staff are assessed, and training is relevant to assigned  
responsibilities as provided.

It is important for afterschool programs to provide time, space, and resources for ongoing and 
aligned professional development. training should be offered for supervisors, front line staff,  
and volunteers. 

thInGS to thInk About

> to ensure professional development oppor- 
tunities are aligned with staff needs, assess  
training needs annually. 

provide a list of categories (e.g., management, 
program delivery, sTeM programming), as well 
as open-ended response options for staff to 
request specific types of training. 

Ask staff what training they would be able and 
willing to provide to their peers. 

> be explicit about how the professional  
development opportunities you are offering align 
with staff needs and interests, as well as with  
the program offerings. 

> If you are already using a program obser- 
vation tool, incorporate the data you are  
collecting into your planned professional development offerings. for example, if you notice a theme 
of staff not incorporating time for reflection into program activities, consider offering a session on 
the topic. or, if you see discrepancies among staff, where some staff are offering time for reflection 
and others are not, consider having those who are having youth reflect share their process in one  
of your monthly staff workshops.

reSourceS for AdMInIStrAtorS

the national institute on out-of-school time (nIoSt) offers a number of training programs,  
several of which are geared toward program directors and site coordinators. the nIoSt website 
includes descriptions of the programs and information on signing up for the sessions. 

A Practitioner’s Guide to Building and managing Quality Afterschool Programs  
has a section on program leadership, which includes a tool leaders can use to reflect on their own 
programs and practices. 

reSourceS for StAff

the online Afterschool training toolkit and accompanying Professional development 
Guides are for program directors, site coordinators, and others involved with afterschool programs. 
these resources can be used as guides for facilitating staff development sessions in six areas:  
literacy, math, science, arts, technology, and homework. the online toolkit contains videos, sample 
lesson plans, and research to support the practices.

Just GettinG stARted?

be sure to incorporate regular professional devel-
opment sessions into your staff schedule. Ideally,  
you should plan for: 

•	 Daily	opportunities	for	staff	to	check	in	with	each	 
 other. this can be prior to the start of or directly  
 following activities.

•	 Weekly	staff	meetings	for	logistical	information	 
 (e.g., upcoming holidays, new youth in the  
 program) and peer-to-peer sharing.

•	 Monthly	workshops	for	more	in-depth	planning	 
 and training opportunities. 

the national AfterSchool Association’s core 
Knowledge and competencies for Afterschool  
and youth development Professionals provides 
information related to 10 content areas needed for 
staff to be successful. 

coRe AReA 4 — PRofessionAl develoPment And QuAlificAtions

http://www.niost.org
http://www.niost.org/Training-Descriptions/training19
http://www.sedl.org/afterschool/practitioners_guide_to_afterschool_programs.pdf
http://www.sedl.org/afterschool/toolkits/
https://www.sedl.org/afterschool/resources/pd.html
https://www.sedl.org/afterschool/resources/pd.html
http://naaweb.org/resources/core-compentencies
http://naaweb.org/resources/core-compentencies
http://naaweb.org/resources/core-compentencies
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A conceptual model for training After-school Program staffers to Promote Physical 
Activity and nutrition describes a staff professional development training program focused  
on physical activity and nutrition. the model focuses on the “5 Ms”: Mission, Motivate, Manage, 
Monitor, and Maximize.  

the Guiding Growth: training staff for Working With youth in After-school Programs  
is designed specifically for 4-h extension professionals; however, it contains generalizable  
information and tools that all afterschool program staff can use. 

conferenceS

while the “one and done” approach to training is not the most effective, having the opportunity to 
attend a statewide, regional, or national conference can be refreshing to staff who may not often 
have the opportunity to connect with others in a similar position. to properly incorporate conference 
participation into your overall staff development, develop a plan and process for individuals to  
share their learning with all staff. consider these conferences:

 • Best out-of-school time (Boost) conference 

 • coalition for community schools national forum

 • federation for community schools Annual forum 

 • foundations inc. Beyond school hours conference

 • illinois Afterschool network Annual spring conference 

 • national Afterschool Association convention 

 • 21st century community learning centers summer institute

coRe AReA 4 — PRofessionAl develoPment And QuAlificAtions

https://www.researchgate.net/publication/221883525_A_Conceptual_Model_for_Training_After-School_Program_Staffers_to_Promote_Physical_Activity_and_Nutrition
https://www.researchgate.net/publication/221883525_A_Conceptual_Model_for_Training_After-School_Program_Staffers_to_Promote_Physical_Activity_and_Nutrition
http://orange.ifas.ufl.edu/4h/pdffiles/SchoolPrograms/growth_web.pdf
http://www.boostconference.org
http://www.communityschools.org
http://www.ilcommunityschools.org
http://www.foundationsinc.org/beyond-school-hours-xx
http://www.ianetwork.org
http://naaweb.org/convention
http://www2.ed.gov/programs/21stcclc/index.html
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core Area 5 – family and community  
Partnerships

5 fAmily And community PARtneRshiPs

Meaningful family and community engagement are based on the premise  
that families, program staff, and community members share responsibility for  
the academic, physical, social, emotional, and behavioral development  
of youth. family and community engagement occurs when there is an ongoing, 
reciprocal, strengths-based partnership. family and community partnerships  
are fostered through a deliberate process that is embraced throughout the  
program and beyond.

Program Standard 18

The program has a systemic approach and structure for family and community  
engagement.

thInGS to thInk About

> conduct a survey of families to learn 
more about their needs for program-
ming, as well as their interest in being 
involved. the Afterschool Alliance has 
sample polling questions to ask 
parents, teachers, community members, 
and other adults. 

find out if family members have skills 
(e.g., guitar, knitting, cooking) they 
would be interested in sharing with the 
program, keeping in mind that some 
family members may be more comfort-
able providing logistical or management 
supports (grant writing, marketing), 
engaging their children in learning at 
home, and advocating for your program 
to other families and community  
stakeholders. 

> A research review examining 
the characteristics and activities that 
effectively support family engagement found that the most successful programs share a number  
of key characteristics. Many successful afterschool programs:
 • promote a welcoming environment,
 • Address misconceptions that may be held by teachers and parents about the role of parent  
  engagement,
 • use resources toward supporting increased parent involvement, 
 • understand the effect of children’s home environment on their academic performance,
 • organize the program structure to encourage parent engagement, and
 • provide parents with the information and tools to support their children’s academic success.

Just GettinG stARted?

It is important to remember that family and community  
engagement is an essential component for building high qual-
ity afterschool programs and meeting student outcomes and 
that afterschool programs can be a critical broker between 
schools and families. Afterschool: A Key to successful 
Parent engagement contains information to help programs 
take a more systemic approach to family engagement in  
afterschool program implementation.

In the Illinois State board of education’s family engage-
ment framework: A Guide for illinois school districts, 
schools and families, learn more about the four principles 
of family engagement:

 1 develop a family engagement system
 2 build a welcoming environment
 3 enhance communication
 4 Include parents in decision making

the Guide also contains family engagement standards of 
effective practice that will be helpful as you plan, implement,  
and evaluate family engagement strategies. Meaningful  
and effective family engagement cannot be measured by the 
number of activity offerings or parent participation.

http://www.afterschoolalliance.org/marketingSmplPollQstns.cfm
http://www.sedl.org/connections/resources/sfclitrev.pdf
http://www.afterschoolalliance.org/documents/issue_briefs/issue_parents_57.pdf
http://www.afterschoolalliance.org/documents/issue_briefs/issue_parents_57.pdf
http://www.isbe.net/family-engagement/pdf/fe-guide.pdf
http://www.isbe.net/family-engagement/pdf/fe-guide.pdf
http://www.isbe.net/family-engagement/pdf/fe-guide.pdf
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other reSourceS

the dual capacity-Building framework for family-school Partnerships provides  
information about the challenges to overcome and conditions needed to support partnerships,  
as well as desired goals and capacity-building outcomes. 

Program Standard 19

The program builds a welcoming environment that is responsive to youth and  
family needs.

thInGS to thInk About

> for some parents, particularly those 
who struggled in school themselves  
or may not have grown up in the united 
States, the school may not feel like  
a particularly welcoming place. After-
school programs can help bridge the 
gap by offering a welcoming environ-
ment and more informal setting. 

developing relationships with parents  
and other family members can encour-
age them to communicate more  
frequently with school-day teachers. 

> there is information related to  
creating an inviting and engaging indoor space for young people in Standard 1, page 3.  
think about how this information also applies to working with families and community.

reflect

how do you And your StAff currently ShAre youth AccoMPlIShMentS wIth fAMIly MeMberS?  
brAInStorM AddItIonAl wAyS you cAn ShAre thIS InforMAtIon. 

Just GettinG stARted?

think about how your program looks from an outside 
perspective and the structures you put in place to establish a 
welcoming environment and relational trust with families.  
Is there someone greeting families as they enter the program? 
do staff members call parents by name? 

think about hiring and developing family-focused staff mem-
bers. focus on families! how to Build and support 
family-centered Practices in After school provides tips 
on how to do this: 
•	 Designate	a	staff	member	with	family	engagement	 
 responsibility. 
•	 Hire	staff	with	family	engagement	experience.	
•	 hire staff who share parents’ experiences and backgrounds. 
•	 Foster	professional	development.

coRe AReA 5 — fAmily And community PARtneRs

http://www.sedl.org/pubs/framework/
http://www.hfrp.org/family-involvement/publications-resources/focus-on-families%21-how-to-build-and-support-family-centered-practices-in-after-school
http://www.hfrp.org/family-involvement/publications-resources/focus-on-families%21-how-to-build-and-support-family-centered-practices-in-after-school
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Program Standard 20

Staff engage in ongoing and meaningful two-way communication with families  
to support youth learning and healthy development.

thInGS to thInk About

> having a staff member who is in 
charge of family and community part- 
nerships helps the program stay up to 
date with this information. A designated 
point person can maintain relationships, 
ensure the program is being responsive 
to family needs, and also help the  
program interact with the community. 

> think about how you can connect 
families to other services in the commu-
nity. this may include affordable health 
benefits or dental care, adult education 
courses, assistance finding preschools  
for younger children, or housing  
assistance.

thInk About how the StAff In your ProGrAM cAn connect wIth School-dAy teAcherS  
( e.G., StAff ProfeSSIonAl develoPMent dAyS, hoStInG A teAcher APPrecIAtIon event).  
how cAn you encourAGe ShArInG between School-dAy teAcherS And AfterSchool StAff? 

other reSourceS

In addition to information about the different types of family engagement, focus on families!  
how to Build and support family-centered Practices in After school also contains  
information on why it is important to engage families, promising practices for engaging families, 
profiles of programs that engage families, and using evaluation to improve family engagement 
efforts. 

Just GettinG stARted?

use these tips from focus on families! how to Build  
and support family-centered Practices in After 
school to communicate and build trusting relationships  
with families: 
•	 Make	a	regular	effort	to	share	positive	news	with	each	 
 parent about their child.
•	 Welcome	parents.	Greet	them	in	the	front	of	the	room	or	 
 building when they arrive. Always call parents by name  
 and make a point of smiling.
•	 Conduct	periodic	family	orientations	to	familiarize	new	 
 families with the program. Ask current program family  
 members to help you present the materials.

use communication practices that are sensitive to the  
diverse language and cultural backgrounds of the families  
they serve.

coRe AReA 5 — fAmily And community PARtneRs

http://www.hfrp.org/family-involvement/publications-resources/focus-on-families%21-how-to-build-and-support-family-centered-practices-in-after-school
http://www.hfrp.org/family-involvement/publications-resources/focus-on-families%21-how-to-build-and-support-family-centered-practices-in-after-school
http://www.hfrp.org/family-involvement/publications-resources/focus-on-families%21-how-to-build-and-support-family-centered-practices-in-after-school
http://www.hfrp.org/family-involvement/publications-resources/focus-on-families%21-how-to-build-and-support-family-centered-practices-in-after-school
http://www.hfrp.org/family-involvement/publications-resources/focus-on-families%21-how-to-build-and-support-family-centered-practices-in-after-school
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Program Standard 21

A quality program develops, nurtures, and maintains strong relationships with  
community organizations to fully support youth.

Afterschool programs that take the time to develop and put in place management and infrastructure 
supports to support family and community engagement and a shared responsibility for the success  
of youth are more likely to sustain initiatives over time. 

other reSourceS

See A new Wave of evidence: the impact of school, family, and community  
connections on student Achievement for information on the impact of parent and community 
involvement on student achievement. 

check out edutopia’s service learning website to learn more about how to design projects  
to boost civic engagement through service learning. 

Just GettinG stARted?

work with your advisory board to brainstorm the potential partnership opportunities in your community. 
record your ideas below. 

Major businesses  public services 

other afterschool programs  Major civic and professional organizations 

religious groups  Media 

Colleges and universities  Artistic organizations 

organizations serving senior citizens

coRe AReA 5 — fAmily And community PARtneRs

https://www.sedl.org/connections/resources/evidence.pdf
https://www.sedl.org/connections/resources/evidence.pdf
http://www.edutopia.org/blogs/tag/service-learning
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6 youth develoPment, PRoGRAmminG, And Activities

the program staff acts in partnership with youth to create a high-quality learning 
environment, and implements age-appropriate curricula and program activities 
that adhere to the typical benchmarks of growth and development and meets  
the multiple development needs of youth.

Program Standard 22

Staff encourages all youth to make thoughtful and responsible decisions.

youth are provided with opportunities for input into their program and activities; they also  
participate in authentic leadership roles.

thInGS to thInk About

> Staff should include designated time for youth reflection 
during daily program activities. these reflections can focus 
on the participant’s feelings about the day’s activities,  
summaries of what they have learned, and how this infor-
mation connects back to prior knowledge or their lives. 
here are some examples of different types of reflection 
questions and reflection activities.

> through the mikva challenge, youth in the After  
School Matters program formed an advisory council, 
which created a guide to improve youth workers’ program 
facilitation skills. consider forming an all-youth advisory 
council or including youth in a stakeholder council that 
provides input into program decision-making.

> Allow youth to be “teacher for a day,” where they lead an activity or a portion of an activity. 
this can be something as simple as choosing and leading an icebreaker or reflection activity.

whAt doeS the reSeArch SAy?

“In high quality programs staff share control of most activities with youth, providing guidance and 
facilitation while retaining overall responsibility (e.g., staff uses youth leaders, semiautonomous 
small groups or individually guided activities). Staff provide multiple opportunities for youth  
(individual or group) to make plans for projects and activities (e.g., how to spend their time, how  
to do a task). All youth have the opportunity to make at least one open-ended content choice  
within the content framework of the activities (e.g., youth decide topics within a given subject 
area, subtopics, or aspects of a given topic). All youth have the opportunity to make at least one 
open-ended process choice (e.g., youth decide roles, order of activities, tools or materials, or how 
to present results). Staff initiates structured opportunities for youth to give feedback on the activities 
(e.g., staff asks feedback questions, provides session evaluations)” (david P. weikart center for 
youth Program Quality, 2012: download PQA; Smith & hohmann, 2005: full findings from 
the PQA validation study; high/Scope educational research foundation, 2005: excerpt 
from validation study).

core Area 6 – youth development,  
Programming, and Activities

Just GettinG stARted?

Provide a basic understanding of  
youth development to staff, with a 
shared definition of, and collaborative 
discussions about, how the program can 
support positive youth development. 

the community Action frame- 
work for youth development 
provides one broad model for how youth 
development can occur. 

Keys to Quality youth develop- 
ment uses a framework of eight princi-
ples of positive youth development and 
provides examples of how programs can 
incorporate them into daily practices. 

http://www.edunators.com/index.php/home/root/becoming-the-edunator/step-5-reflecting-for-learning/35-questions-for-student-reflection
http://www.edunators.com/index.php/home/root/becoming-the-edunator/step-5-reflecting-for-learning/35-questions-for-student-reflection
https://www.uvm.edu/~dewey/reflection_manual/activities.html
http://www.mikvachallenge.org/programs/youth-policy-making/after-school-matters-council/
http://www.cypq.org/downloadpqa
http://highscope.org/file/EducationalPrograms/Adolescent/ResearchEvidence/WebFinalYouthPQATechReport.pdf
http://highscope.org/file/EducationalPrograms/Adolescent/ResearchEvidence/WebFinalYouthPQATechReport.pdf
http://www.highscope.org/file/educationalprograms/adolescent/youthpqa/youthpqa_validationexcerpt.pdf
http://www.highscope.org/file/educationalprograms/adolescent/youthpqa/youthpqa_validationexcerpt.pdf
http://edfundwest.org/wp/wp-content/uploads/2013/10/The-Community-Action-Framework-for-Youth-Development.pdf
http://edfundwest.org/wp/wp-content/uploads/2013/10/The-Community-Action-Framework-for-Youth-Development.pdf
http://www.extension.umn.edu/youth/research/keys-to-quality-youth-development/
http://www.extension.umn.edu/youth/research/keys-to-quality-youth-development/
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Program Standard 23

Programs provide flexible and supportive activities for all youth.

while challenging and structured, programs still allow for flexibility in activities to allow youth to 
drive and complete work in a manner that is best suited to them. 

thInGS to thInk About

> ensure the needs of all youth are met as soon as they 
enter the program. design your space to cater to each type  
of youth: 
 • snackers – youth who need food as soon as they get  
  to the program
 • rappers – youth who need to talk about their day
 • Lappers – youth who need to be active (e.g., do laps)
 • nappers – youth who need time to decompress  
  and rest

whAt doeS the reSeArch SAy?

researchers have found that high-quality programs generally implement activities that are sequenced,  
active, focused, and explicit (SAfe). these high-quality programs sequenced activities to achieve 
skill objectives and used active forms of learning. At least one program component was focused  
on developing personal or social skills and explicitly targeted specific personal or social skills.  
Programs with these SAfe elements have demonstrated improved youth outcomes in areas of  
feelings of self-confidence and self-esteem, school bonding, positive social behaviors, school grades,  
and achievement test scores, together with reduced problem behaviors and drug use (durlak  
& weissberg, 2007: the impact of After-school Programs that Promote social and  
emotional skills; larson & verma, 1999: how children and Adolescents spend time 
Across the World; Miller, 2003: critical hours: Afterschool Programs and educational 
success).

to deterMIne If ActIvItIeS Are SAfe, AnSwer the followInG QueStIonS:

1 IS there A ScAffolded, SteP-by-SteP APProAch to leArnInG the deSIred SkIll?

2 how wIll youth PrActIce thIS new SkIll?

3 Are there cleAr PerIodS of tIMe for eAch PArt of the ActIvIty, wIth PlAnned trAnSItIonS?

4 Are the SkIllS youth wIll be leArnInG MAde cleAr to theM?

Just GettinG stARted?

Allow youth to select from a variety 
of interesting and developmentally  
appropriate activities of their choosing, 
working in groups or alone.

have clear activity goals but still 
“allow students to progress at their 
own pace to set and achieve their indi-
vidual goals (Afterschool Alliance, 
2011).”

coRe AReA 6 — youth develoPment, PRoGRAmminG, And Activities

http://www.uwex.edu/ces/4h/afterschool/partnerships/documents/ASP-Full.pdf
http://www.uwex.edu/ces/4h/afterschool/partnerships/documents/ASP-Full.pdf
http://www.ncbi.nlm.nih.gov/pubmed/10589300
http://www.ncbi.nlm.nih.gov/pubmed/10589300
https://www.nmefoundation.org/getmedia/08b6e87b-69ff-4865-b44e-ad42f2596381/Critical-Hours%3Fext%3D.pdf
https://www.nmefoundation.org/getmedia/08b6e87b-69ff-4865-b44e-ad42f2596381/Critical-Hours%3Fext%3D.pdf
http://www.afterschoolalliance.org/printPage.cfm?idPage=1958C096-9AA6-4D3E-BA9EC38DA97E6744
http://www.afterschoolalliance.org/printPage.cfm?idPage=1958C096-9AA6-4D3E-BA9EC38DA97E6744
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Program Standard 24

The program is intentional about creating a positive afterschool climate that is  
emotionally and physically safe and that supports and accelerates student academic, 
social, and emotional learning.

Staff ensure that youth are engaged in activities that develop interests and skills that prepare  
them for the future. to do so, there are intentional connections made between program activities  
and school-day learning, with an emphasis on social and emotional learning (Sel) and personal 
relevancy. these goals are shared with families in order to help facilitate continuous growth. 

thInGS to thInk About

> Preparing youth to thrive: Promis-
ing Practices for social and emotional 
learning is a field guide for afterschool pro-
grams working with teens. the guide contains 
key practices for staff, narratives from staff 
and youth, and curriculum features important 
for supporting social and emotional learning 
practices. 

> in families and expanded learning 
opportunities: Working together to 
support children’s learning, the authors 
point out that tracking youth performance and 
learning progress at school, in the program, 
and at home and sharing the data will help 
tailor support services to individual needs. 

> working with middle and high school 
youth? check out engaging older youth: Program and city-level strategies to support 
sustained Participation in out-of-school time.

other reSourceS

American Institutes for research developed a series of briefs and accompanying tools on how  
afterschool programs can support social and emotional development. Information can be accessed 
on the webpage Beyond the Bell: turning Research into Action in Afterschool and  
expanded learning.

An additional, related resource from American Institutes for research is the Ready to Assess  
suite of tools. this resource includes a brief, decision tree, and tools index to help schools,  
districts, and states decide whether and how to assess social and emotional development. 

Asia Society’s Global competence in expanded learning time is a guide for educators  
and school leaders that provides guidance on better preparing youth for participating and  
succeeding in a global society. 

Just GettinG stARted?

consider working with staff to recognize key areas in 
the program that align to relevant academic standards. 
Illinois has adopted the common core State Standards  
(ccSS), and its science standards are based on next 
Generation science standards (nGSS). In particu-
lar, the ccSS standards for mathematical Practice 
and english language Arts capacities and the 
nGss crosscutting concepts offer skills and broad 
knowledge that are applicable to situations across 
content and are applicable to a variety of afterschool 
programs.

visit the Illinois State board of education list on sel 
goals, standards, and descriptors for K–12 youth 
to gain a better understanding of potential collabora-
tions with schools. the collaborative for Academic, 
social, and emotional learning also offers a variety 
of Sel resources.

coRe AReA 6 — youth develoPment, PRoGRAmminG, And Activities

https://www.selpractices.org/about
https://www.selpractices.org/about
https://www.selpractices.org/about
http://www.hfrp.org/publications-resources/publications-series/ncsl-harvard-family-research-project-brief-series-elo-research-policy-practice/families-and-expanded-learning-opportunities-working-together-to-support-children-s-learning
http://www.hfrp.org/publications-resources/publications-series/ncsl-harvard-family-research-project-brief-series-elo-research-policy-practice/families-and-expanded-learning-opportunities-working-together-to-support-children-s-learning
http://www.hfrp.org/publications-resources/publications-series/ncsl-harvard-family-research-project-brief-series-elo-research-policy-practice/families-and-expanded-learning-opportunities-working-together-to-support-children-s-learning
http://www.hfrp.org/out-of-school-time/publications-resources/engaging-older-youth-program-and-city-level-strategies-to-support-sustained-participation-in-out-of-school-time
http://www.hfrp.org/out-of-school-time/publications-resources/engaging-older-youth-program-and-city-level-strategies-to-support-sustained-participation-in-out-of-school-time
http://www.air.org/resource/beyond-bell-turning-research-action-afterschool-and-expanded-learning
http://www.air.org/resource/beyond-bell-turning-research-action-afterschool-and-expanded-learning
http://www.air.org/resource/are-you-ready-assess-social-and-emotional-development
http://www.air.org/resource/are-you-ready-assess-social-and-emotional-development
http://asiasociety.org/global-learning-beyond-school/global-competence-expanded-learning-time
http://www.nextgenscience.org
http://www.nextgenscience.org
http://www.corestandards.org/Math/Practice/
http://www.ocde.us/CommonCoreCA/Documents/ELA_habits.pdf
http://www.nextgenscience.org/sites/default/files/Appendix%20G%20-%20Crosscutting%20Concepts%20FINAL%20edited%204.10.13.pdf
http://www.isbe.state.il.us/ils/social_emotional/stage_c/descriptor.htm
http://www.isbe.state.il.us/ils/social_emotional/stage_c/descriptor.htm
http://www.casel.org/library/2013/11/1/the-impact-of-after-school-programs-that-promote-personal-and-social-skills
http://www.casel.org/library/2013/11/1/the-impact-of-after-school-programs-that-promote-personal-and-social-skills
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According to the Partnership for 21st century learning, 21st century skills are the essential 
abilities that are needed to successfully negotiate the worlds of school, work, and home. learn more 
in 21st century Knowledge and skills in educator Preparation. have your staff reflect  
on how they help build all of these competencies in youth:

 • Thinking critically and making judgments 

 • solving complex, multidisciplinary, open-ended problems

 • Creativity and entrepreneurial thinking

 • Communicating and collaborating

 • Making innovative use of knowledge, information, and opportunities

 • Taking charge of financial, health, and civic responsibilities

reflect

how Are you currently connectInG wIth fAMIlIeS About theIr chIldren? 

whAt Are SoMe AddItIonAl wAyS you could connect wIth fAMIlIeS to fAcIlItAte youth  
AcAdeMIcS And Sel?

coRe AReA 6 — youth develoPment, PRoGRAmminG, And Activities

http://www.p21.org
http://www.p21.org/storage/documents/aacte_p21_whitepaper2010.pdf
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Program Standard 25

Staff relate to all youth in positive ways.

In programs that foster positive environments, there is clear evidence of mutual respect between staff 
and youth. Staff think strategically about their personal actions and activities, and how these can 
foster inclusion of youth from different religions, ethnicities, classes, genders, abilities, appearances, 
and sexual orientations. Staff always aim to involve all youth in activities. for youth who appear 
disengaged, staff try to understand the cause and offer alternatives or help students ease into the 
activity at a slower pace.

thInGS to thInk About

> reflect on how your program exhibits some of the 
basic qualities of a positive environment. when you walk 
into an activity, are students and staff smiling and laugh-
ing? do staff greet all students by name? when a student 
is absent for more than one day do staff let them know 
they were missed?

> on the first day of programming or at the beginning  
of each session, youth and staff can work together to  
create norms referred to as a recipe for Success or 
community contract. working on this together allows for 
greater buy-in from youth because there are agreed upon 
expectations of behavior and appropriate consequences. 
have all youth sign their names, and place the contract  
in a visible place.

> have staff use the self-Reflection tool for Afterschool staff to think about their own  
social and emotional competencies and ability to support youth in the program. 

staff can observe each other and share observations from the activity. staff members can then 
discuss how the activity was facilitated, what can be improved, and what they learned from each 
other. 

> Restorative Practices: fostering healthy Relationships and Promoting Positive  
discipline in schools is a toolkit to help educators incorporate restorative practices into their 
classroom, curriculum, and culture of the school. restorative practices can help create safe learning 
environments. these practices can help address behavior issues and interpersonal disputes. 

reflect

conSIder how you MIGht GAuGe A PoSItIve envIronMent for your ProGrAM. whAt Are SoMe  
AreAS you cAn IMProve?

Just GettinG stARted?

Staff can encourage positive behaviors 
in youth by providing positive reinforce-
ment that is timely, specific, and effort 
based. Instead of saying “good job,” staff  
should consider saying something like,  
“It’s clear that you put a lot of hard work 
and thought into this design, which helped 
it turn out so well,” or “I am impressed by 
the way you are communicating your ideas 
clearly and listening to others.” 

choosing a detailed description of  
praise helps youth understand the specific  
behaviors that are valued, and that  
effort leads to skills—that they are not 
innate.

coRe AReA 6 — youth develoPment, PRoGRAmminG, And Activities

http://www.air.org/resource/social-and-emotional-learning-practices-self-reflection-tool-afterschool-staff
http://schottfoundation.org/sites/default/files/restorative-practices-guide.pdf
http://schottfoundation.org/sites/default/files/restorative-practices-guide.pdf
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Program Standard 26

There are sufficient materials to support program activities.

In order to facilitate learning, a complete set of developmentally appropriate materials are provided 
to all youth. 

thInGS to thInk About

> observe whether your materials are truly appropriate and interesting to youth. Just because 
youth are visibly excited and interested in materials does not mean they are age appropriate. 
furthermore, offering hands-on activities does not necessarily mean that youth are challenged and 
developing skills. A first step to remember is, “whoever is doing the most talking is doing the  
most learning.” 

do materials support multiple ways of learning and open-ended play? Are materials relevant to the 
community and the culture of youth in the program?

> Many national chains (e.g., grocery stores, home depot, walmart) will donate gift cards of 
small amounts to non-profit organizations that can provide copies of their 501(c)(3) non-profit  
tax exempt status (usually at the beginning of the month). banks will also often donate pens and 
local bakeries will donate baked goods at the end of the day. track all donations for organizations’ 
later tax purposes. 

> Identify and help write grants in partnerships with schools, districts, or cities to win money or 
supplies that can be used collaboratively.

other reSourceS

the california Afterschool network and Boost collaborative maintain a list of rolling  
funding opportunities for afterschool programs. 

the freecycle network allows individuals to post items online they are giving away for free. 
Membership is free, and the movement is local to a specific community and is run by a team  
of volunteers. you can find your community by going to the website. 

Age determination Guidelines: Relating children’s Ages to toy characteristics and 
Play Behavior contains information on appropriate materials and toys for youth through age 12. 

coRe AReA 6 — youth develoPment, PRoGRAmminG, And Activities

http://www.afterschoolnetwork.org/funding-opportunities
http://www.boostcollaborative.org/fundingopportunities
https://www.freecycle.org
https://www.cpsc.gov/PageFiles/113962/adg.pdf
https://www.cpsc.gov/PageFiles/113962/adg.pdf
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Program Standard 27

Program activities and curricula integrate a variety of areas (e.g., recreation and  
fitness, fine arts, academic support, life skills, STEM (science, technology, engineering,  
and mathematics), and personal growth and development), ensuring that the physical, 
cognitive, social, emotional, and creative domains are addressed in a comprehensive 
manner.

Activities are developmentally and culturally relevant and based in best-practice research.  
Staff support individual learning styles, abilities, and interests of youth throughout the curricula.

thInGS to thInk About

> Programs have better youth outcomes when they monitor and incorporate research-based  
best practices in the field of youth development and 21st century skills. Stay up to date on current  
research through organizations like American institutes for Research, the Afterschool  
Alliance, and the forum for youth investment.

other reSourceS

the What Works clearinghouse provides research reviews on different academic products, 
practices, and policies in education. the research can help programs make decisions on whether 
certain curricula or strategies are evidenced based and an appropriate match. 

If you are considering incorporating project-based learning into your program, visit the  
Buck institute for education for additional supports, including things to read (blogs, articles), 
things to watch (videos, webinars), and things to interact with (project planner, online classes).  

enhancing cultural competence in out-of-school time Programs: What is it, and  
Why is it important? illustrates the importance of cultural competencies for afterschool programs, 
and a few recommendations on how to build it in your organization.

Just GettinG stARted?

It’s easier than you may think to incorporate multiple subject areas and skills into activities. for a cooking 
program, staff can integrate life skills, math, science, chemistry, and fine arts through using and writing  
recipes, as well as creating experiments with different amounts of ingredients and chemical reactions.  
youth can then create a final presentation that visually represents their findings. regardless of subject matter, 
programs can integrate 10 minutes of active team-building activities each day to help build fitness and Sel. 
have staff create a grid with their activities on the left side, and different subjects across the top. once staff 
have identified the overlap, have them return and list the skills developed under each subject.

ActIvIty MAth hIStory lIfe SkIllS

Bracelet 
making

how many yards of  
string will youth need to 
make bracelet? convert 
yards to feet. review the 
importance of precision  
in measuring.

SkILL: conversion; using 
a ruler

what types of bracelets 
do other cultures wear? 

SkILL: public speaking; 
online research;  
possibly writing or 
drawing

Ask students to determine the 
price they would sell their  
bracelets for. Ask for hypotheses 
and then work through the  
cost/profit margin.

SkILL: adding and subtracting; 
comparing and contrasting 
models

coRe AReA 6 — youth develoPment, PRoGRAmminG, And Activities

http://www.air.org/topic/p-12-education-and-social-development/afterschool-and-expanded-learning
http://www.afterschoolalliance.org/research.cfm
http://www.afterschoolalliance.org/research.cfm
http://www.forumfyi.org
http://www.ies.ed.gov/ncee/wwc/
http://www.bie.org/resources
http://www.childtrends.org/wp-content/uploads/2013/07/2007-03CulturalCompetenceOST.pdf
http://www.childtrends.org/wp-content/uploads/2013/07/2007-03CulturalCompetenceOST.pdf
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7 PARtneRshiPs With schools

Quality afterschool programs create structures for formal and ongoing communi- 
cation, collaboration, and information sharing with school staff to strengthen 
continuity in student learning. A program has its staff work closely with school 
staff to ensure academic components and activities are aligned with and  
complement school standards, curricula, and the continuous improvement  
planning process. 

Program Standard 28

The program maintains two-way/reciprocal communication with school-day staff to  
monitor academic and behavioral progress of youth.

the program works to build relationships with the school that include regular communication  
between program staff, school-day educators, and the school administration. these exchanges  
help the program identify youth needs and monitor progress.

thInGS to thInk About

> communication with school staff at every level should 
be ongoing—not only when the program has a question  
or a request. custodians, administrative assistants, and  
cafeteria workers are also vital sources of information 
about youth, school culture, and access to space.  

> Many program leaders find it helpful to make presen-
tations to school-day principals and teachers about the 
afterschool program. you can include information about 
your activity offerings, the youth you are serving, upcom-
ing events, and evaluation results. 

When scheduling meetings with principals, keep in mind 
how busy they are. it might be necessary to have a  
walking meeting with the principal during the principal’s 
rounds in the morning or evening. 

> Programs that offer homework assistance may consider having a form to encourage communi-
cation between school-day teachers and afterschool staff. you can include things like homework 
assignments, readings, and class projects, as well as an area for notes. 

> you can stamp homework assignments with a “completed in Abc Afterschool Program” stamp 
as a means of communication and a way to remind teachers about the good work of the program.   

core Area 7 – Partnerships with Schools

Just GettinG stARted?

Advocate for data sharing practices 
with a Memorandum of understanding 
(Mou) about the types of data and ways 
the data can be shared. Student data 
provide valuable insight on program out-
comes that helps shape program design.

branding can help your program 
forge connections with schools. If staff 
recognize your branding and form 
positive associations, it will be easier to 
foster working relationships. Make sure 
school staff can accurately describe and 
represent your program, as they are 
often important liaisons with youth and 
parents.
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other reSourceS

the you for youth website contains a section on involving day schools, families, and 
communities in homework time, including a conversation starter on homework help tool. 

the online Afterschool training toolkit has information on school-day and afterschool program 
staff coordinating around homework.  

ActIvIty

learn how you can better communicate school and program needs by first understanding how the 
school operates. review responsibilities of the school and the program and develop shared  
expectations for program implementation. Some questions to consider include: 

 • What is our regular schedule for meetings and how are we preparing?

 • What is the budgeting process and responsibilities?

 • What are the processes for obtaining adequate space?

 • Who is involved in programming and staffing decisions?

 • Who and what will be involved in recruiting youth?

 • What materials will be provided and what are we expected to provide ourselves?

 • What are procedures for dealing with serious youth issues or conflict?

coRe AReA 7 — PARtneRshiPs With schools

https://www.y4y.ed.gov
https://www.y4y.ed.gov/toolkits/afterschool/homework/involving-day-schools-families-and
https://www.y4y.ed.gov/toolkits/afterschool/homework/involving-day-schools-families-and
https://y4y.ed.gov/uploads/media/ast_hw_tool_conversation.pdf
https://www.sedl.org/afterschool/toolkits/homework/pr_families_communities.html
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Program Standard 29

School-day and afterschool programs collaborate on curriculum planning and develop-
ment to strengthen continuity around youth learning and development.

Program staff actively pursue opportunities to support the school’s improvement processes. As part  
of this practice, program staff endeavor to understand the school-day curriculum and work to  
complement it with their own afterschool curriculum.

thInGS to thInk About

> develop a simple system for program staff and school  
staff to communicate about youth achievements, behavior, 
or attendance.

There are various ways to share information (e.g., forms 
that are sent between the program and school staff, a 
point person in the afterschool program checking in with 
teachers in the school for updates, afterschool staff  
attending school-day meetings and vice versa), and not all of them will work for your program.  
it may take a couple attempts before finding something that works for you. 

> Ask to attend professional development sessions at the school. this will help you stay up to  
date on current social and academic school policies. Joining these sessions may also give you the 
chance to meet a diverse range of teachers. when appropriate, ask to present at a teacher  
meeting. Survey teachers and school leaders on their desired academic and Sel outcomes for  
the year, and use this information to help align your program offerings.  

> consider hiring a school staff member to act as a liaison between the program and school.  
this individual may serve in a professional development, administrative, or advisory role.

APPly It

talk to teachers at the school(s) your youth attend during the day. what do they wish they had  
more time to address during the day? use this information to inform activity planning. for example, 
are youth working on fractions during the school day? how might that be applied to hands-on  
and engaging activities during the afterschool program? A few examples include cooking, mosaics,  
and construction projects. use this space to record your ideas about aligning activities with the 
school-day curriculum. 

Just GettinG stARted?

If you partner with a school, read the 
school improvement plan to familiarize 
yourself with the goals and strategic plan.

become familiar with the school’s per-
formance data by accessing the illinois 
Report card. 
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http://www.illinoisreportcard.com
http://www.illinoisreportcard.com
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Program Standard 30

The program staff coordinates effective use of services and programs toward  
aligned goals.

Program staff maintain regular communication with the school principal and administration  
to align school goals with program goals.

thInGS to thInk About

> discuss the administration’s goals 
for the upcoming year and how your 
program may be able to support them. 
be firm in your established program 
goals, but recognize the areas in which 
you can collaborate with schools. 

for example, there might be certain  
students that the administration would 
like to get involved in your program or 
a specific math concept that the school 
is trying to reinforce that your program 
can promote.

> If you have evaluations in place, be sure to share your data in a timely manner with schools. 
often principals can include this information in their school progress reports to the district. 

ActIvIty

In addition to your ongoing communication, connect with the principal(s) at the school(s) you  
partner with at the beginning of each school year. use this time to clearly outline, in writing, the  
responsibilities of the school, the responsibilities of the program, and shared responsibilities.  
tasks to discuss include: 

 • securing space for afterschool activities

 • informing school-day teachers that their classrooms will be used

 • providing supplies and materials for the program 

 • handling discipline issues that arise in the program 

 • Communicating with families about the content of the program 

 • recruiting youth for the program 

 • deciding on the type of activities to be offered 

 • hiring and supervising program staff members 

 • registering participants for the program

 • defining the program staff’s training needs 

Just GettinG stARted?

Always have a clear agenda that is decided upon prior to a 
formal meeting with school staff, and summarize the decisions 
and next steps at the end of the meeting. 

Attend and participate in school and community events.  
Parent nights are a great way to introduce families to your 
program and sign youth up. once established, offer to host an 
event or student fundraiser for the school to demonstrate the 
reciprocal nature of your relationship.

you can use the illinois Report card to learn more about 
the unique landscape of the schools in your area. this back-
ground knowledge will be helpful in making plans to partner 
with the schools.
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https://www.illinoisreportcard.com
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to learn more about  
Act now or the  
Quality standards,  
please contact: 

Susan Stanton  
network Lead 
Act now coalition 
208 South laSalle Street  
Suite 1490 
chicago Il 60604 
sstanton@voices4kids.org 
312.516.5564

visit our website 
www.actnowillinois.org

follow us on twitter 
@Actnowcoalition

http://www.actnowillinois.org
mailto:sstanton%40voices4kids.org?subject=
http://www.actnowillinois.org
http://twitter.com/ACTNowCoalition?lang=en


ACTN W!
Afterschool for Children d Teens

Act now coalition 
208 South laSalle Street  
Suite 1490 
chicago Il 60604 
312.516.5564 
www.actnowillinois.org

http://www.actnowillinois.org
http://www.actnowillinois.org
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