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Foundations
Specifications

The Law

Within this portion, the Federal and State laws pertaining to the appropriate administration of the
21% CCLC Grant are delineated. It is the grantee's responsibility to keep this portion current
should the applicable laws and/or regulations be changed or revised.

Application and Assurances

A A current copy of ALSDE Assurances regarding the 21% CCLC Grant is contained herein.
A A current copy of the grantee's "approved” Grant application and all "approved"” revisions
should be filed within this tab.

Preparatory Procedures

A Guidelines, recommendations and suggestions for effectively planning and preparing to
administer a quality program are provided.

Altis recommended that the grantee file listings of Advisory Council members, Community
Partners, contacts, etc. within this portion of the manual for future propagation and planning.

Sustainability

Guidelines, resources, and suggestions to assist the grantee in creating a sustainable program
that will continue after federal funding dissipates.

Quiality Indicators

These Quality Indicators can and should be utilized to perform regular self assessments of the
ongoing operations and procedures of the program.

Best Practices

Sound policies, procedures and resources for the effective management of the grantee's program
are provided here.
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The Law

& Federal Guidelines

The 21% Century Community Learning Program (CCLC) is a U.S. Department of Education
program, administered through the states, providing grants to schools, community and faith-
based organizations, and youth development agencies, to provide high quality, expanded
learning opportunities outside of regular school hours for children in a safe and sound
educational environment.

The federal statute governing the 21% CCLC programs is a part of the Title IV, Part B of the
Elementary and Secondary Education Act as amended by the No Child Left Behind Act of 2001.
This statute is divided into six sections and addresses a variety of areas including:

A Purpose and Definitions

A Allotments to the States

A State Applications

A Local Competitive Grant Program

A Local Activities

A Authorization of Appropriations

ANCLB

Federal Non-Regulatory Guidance

The Federal Non-Regulatory Guidance document is a fifty-page document that expands upon the
federal legislation for a clearer overall picture of the legislative intent. This document primarily
discusses the process required by state education agencies to draw down the federal dollars as
well as some information regarding the means by which the state can distribute the money
locally. Sections F and G address the main issues raised by local programs. These sections
discuss the competitive grant aspect and the local use of funds. Written in a Q and A format, the
document is very readable and answers many issues affecting start-up programs.

USDOE web site on 215 CCLC

Official U.S. Department of Education site of the Federal 21> Century
Community Learning Centers program, offering a variety of information
and resources about the programo6s
funding status.

Website Link: http://www.ed.gov/programs/21stcclc/index.html

USDOE definition Sections 4201-4206

This federal website describes the purpose of the 21* CCLC program
and procedures for states and local programs to apply for funding.

Website Link: http://www.ed.gov/policy/elsec/leg/esea02/pg55.html
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No Child Left Behind

This federal website provides information on NCLB legislation,
regulations, policy guidance, and other resources.

Website Link: http://www.ed.gov/about/offices/list/oese/legislation.html#leg

US DOE Non-regulatory Guidance

This federal site provides information to help state education agencies
and eligible schools understand how to participate successfully in the
federal 21® CCLC program. Using a question-and-answer approach,
information is presented on the purpose of the program, allocation of
funds to the states, the competitive award process within states, and
evaluation and accountability, among other topics.

Website Link: http://www.ed.gov/programs/21stcclc/guidance2003.pdf

* For your convenience portions of the laws, regulations, and guidance for the proper
implementation of the 21%' CCLC grant are delineated on the following pages. For a more detailed
narrative with in-depth definitions, classifications, and further clarification, please refer to the
aforementioned websites.
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ABC,, . . . .
@ Federal Legislation, Regulations, and Guidance

Purpose and Program Description i

This program supports the creation of community learning centers that provide academic
enrichment opportunities during non-school hours for children, particularly students who attend high-
poverty and low-performing schools. The program helps students meet state and local student standards
in core academic subjects, such as reading and math; offers students a broad array of enrichment
activities that can complement their regular academic programs; and offers literacy and other educational
services to the families of participating children.

Eligibility 1

Who May Apply: Awards are made to State Education Agencies (SEAS s local education
agencies (LEAs) and nonprofit organization may apply to states for sub-grants. Formula grants are
awarded to State educational agencies, which in turn manage statewide competitions and award grants
to eligible entities. For this program, eligible entity means a local educational agency, community-based
organization, another public or private entity, or a consortium of two or more of such agencies,
organizations, or entities. States must give priority to applications that are jointly submitted by a local
educational agency and a community-based organization or other public or private entity.
Consistent with this definition of eligible entities, faith-based organizations are eligible to participate in the
21° Century Community Learning Centers program.

Regulations (http://www.ed.gov/programs/21stcclc/eligibility.html) are available governing the
participation of faith-based organizations in Federal programs for which they are eligible are available.

Applicant Information i

Many states around the country are conducting competitions to award 21st Century Community
Learning Center grants. For information pertaining to Alabama requirements, deadlines, and due dates,
please contact Sherry Coleman at scoleman@alsde.edu.

TYPES OF PROJECTS
Each eligible entity that receives an award from the state may use the funds to carry out a broad
array of before- and after-school activities (including those held during summer recess periods) to
advance student achievement. These activities may include some of the following:

1 Remedial education activities and academic enrichment learning programs, including those which
provide additional assistance to students to allow the students to improve their academic
achievement

Mathematics and science education activities

Arts and music education activities

Entrepreneurial education programs

Tutoring services, including those provided by senior citizen volunteers, and mentoring programs
Programs that provide after-school activities for limited English proficient (LEP) students and that
emphasize language skills and academic achievement

Recreational activities

Telecommunications and technology education programs

Expanded library service hours

Programs that promote parental involvement and family literacy

Drug and violence prevention programs

Counseling programs

Character education programs

E
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Legislation i

SEC. 4201 PURPOSE i DEFINITIONS
(a) PURPOSE- The purpose of this part is to provide opportunities for communities to establish or
expand activities in community learning centers that o
(1) provide opportunities for academic enrichment, including providing tutorial services to
help students, particularly students who attend low-performing schools, to meet State and
local student academic achievement standards in core academic subjects, such as
reading and mathematics;
(2) offer students a broad array of additional services, programs, and activities, such as
youth development activities, drug and violence prevention programs, counseling
programs, art, music, and recreation programs, technology education programs, and
character education programs, that are designed to reinforce and complement the regular
academic program of participating students; and
(3) offer families of students served by community learning centers opportunities for
literacy and related educational development.
(b) DEFINITIONS- In this part:
(1) COMMUNITY LEARNING CENTER- The term community learning center' means an
entity that 8
(A) assists students in meeting State and local academic achievement standards
in core academic subjects, such as reading and mathematics, by providing the
students with opportunities for academic enrichment activities and a broad array
of other activities (such as drug and violence prevention, counseling, art, music,
recreation, technology, and character education programs) during nonschool
hours or periods when school is not in session (such as before and after school
or during summer recess) that reinforce and complement the regular academic
programs of the schools attended by the students served; and
(B) offers families of students served by such center opportunities for literacy and
related educational development.
(2) COVERED PROGRAM- The term covered program' means a program for which &
(A) the Secretary made a grant under part | of title X (as such part was in effect
on the day before the date of enactment of the No Child Left Behind Act of 2001);
and
(B) the grant period had not ended on that date of enactment.
(3) ELIGIBLE ENTITY- The term eligible entity' means a local educational agency,
community-based organization, another public or private entity, or a consortium of two or
more of such agencies, organizations, or entities.
(4) STATE- The term State' means each of the 50 States, the District of Columbia, and
the Commonwealth of Puerto Rico.

SEC. 4202 ALLOTMENTS TO STATES

(a) RESERVATION- From the funds appropriated under section 4206 for any fiscal year, the

Secretary shall reserve
(1) such amount as may be necessary to make continuation awards to grant recipients
under covered programs (under the terms of those grants);
(2) not more than 1 percent for national activities, which the Secretary may carry out
directly or through grants and contracts, such as providing technical assistance to eligible
entities carrying out programs under this part or conducting a national evaluation; and
(3) not more than 1 percent for payments to the outlying areas and the Bureau of Indian
Affairs, to be allotted in accordance with their respective needs for assistance under this
part, as determined by the Secretary, to enable the outlying areas and the Bureau to
carry out the purpose of this part.

(b) STATE ALLOTMENTS-
(1) DETERMINATION- From the funds appropriated under section 4206 for any fiscal
year and remaining after the Secretary makes reservations under subsection (a), the
Secretary shall allot to each State for the fiscal year an amount that bears the same
relationship to the remainder as the amount the State received under subpart 2 of part A
of title | for the preceding fiscal year bears to the amount all States received under that
subpart for the preceding fiscal year, except that no State shall receive less than an

AlabanCEntury Community LeadingfiCenters
5



amount equal to one-half of 1 percent of the total amount made available to all States
under this subsection.
(2) REALLOTMENT OF UNUSED FUNDS i If a State does not receive an allotment
under this part for a fiscal year, the Secretary shall re-allot the amount of the State's
allotment to the remaining States in accordance with this section.
(c) STATE USE OF FUNDS-
(1) IN GENERAL- Each State that receives an allotment under this part shall reserve not
less than 95 percent of the amount allotted to such State under subsection (b), for each
fiscal year for awards to eligible entities under section 4204.
(2) STATE ADMINISTRATION i A State educational agency may use not more than 2
percent of the amount made available to the State under subsection (b) for 6
(A) the administrative costs of carrying out its responsibilities under this part;
(B) establishing and implementing a peer review process for grant applications
described in section 4204(b) (including consultation with the Governor and other
State agencies responsible for administering youth development programs and
adult learning activities); and supervising the awarding of funds to eligible entities
(in consultation with the Governor and other State agencies responsible for
administering youth development programs and adult learning activities).
(3) STATE ACTIVITIES 1 A State educational agency may use not more than 3 percent
of the amount made available to the State under subsection (b) for the following activities:
(A) Monitoring and evaluation of programs and activities assisted under this part.
(B) Providing capacity building, training, and technical assistance under this part.
(C) Comprehensive evaluation (directly, or through a grant or contract) of the
effectiveness of programs and activities assisted under this part.
(D) Providing training and technical assistance to eligible entities who are
applicants for or recipients of awards under this part.

SEC. 4203 STATE APPLICATION
(a) IN GENERAL- In order to receive an allotment under section 4202 for any fiscal year, a State
shall submit to the Secretary, at such time as the Secretary may require, an application that 6
(1) designates the State educational agency as the agency responsible for the
administration and supervision of programs assisted under this part;
(2) describes how the State educational agency will use funds received under this part,
including funds reserved for State-level activities;
(3) contains an assurance that the State educational agency will make awards under this
part only to eligible entities that propose to serve o
(A) students who primarily attend &
(i) schools eligible for school-wide programs under section 1114; or
(i) schools that serve a high percentage of students from low-income
families; and
(B) the families of students described in subparagraph (A);
(4) describes the procedures and criteria the State educational agency will use for
reviewing applications and awarding funds to eligible entities on a competitive basis,
which shall include procedures and criteria that take into consideration the likelihood that
a proposed community learning center will help participating students meet local content
and student academic achievement standards;
(5) describes how the State educational agency will ensure that awards made under this
part are 0
(A) of sufficient size and scope to support high-quality, effective programs that
are consistent with the purpose of this part; and
(B) in amounts that are consistent with section 4204(h);
(6) describes the steps the State educational agency will take to ensure that programs
implement effective strategies, including providing ongoing technical assistance and
training, evaluation, and dissemination of promising practices;
(7) describes how programs under this part will be coordinated with programs under this
Act, and other programs as appropriate;
(8) contains an assurance that the State educational agency o
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(A) will make awards for programs for a period of not less than 3 years and not
more than 5 years; and
(B) will require each eligible entity seeking such an award to submit a plan
describing how the community learning center to be funded through the award
will continue after funding under this part ends;
(9) contains an assurance that funds appropriated to carry out this part will be used to
supplement, and not supplant, other Federal, State, and local public funds expended to
provide programs and activities authorized under this part and other similar programs;
(10) contains an assurance that the State educational agency will require eligible entities
to describe in their applications under section 4204(b) how the transportation needs of
participating students will be addressed,;
(11) provides an assurance that the application was developed in consultation and
coordination with appropriate State officials, including the chief State school officer, and
other State agencies administering before and after school (or summer school) programs,
the heads of the State health and mental health agencies or their designees, and
representatives of teachers, parents, students, the business community, and community-
based organizations;
(12) describes the results of the State's needs and resources assessment for before and
after school activities, which shall be based on the results of on-going State evaluation
activities;
(13) describes how the State educational agency will evaluate the effectiveness of
programs and activities carried out under this part, which shall include, at a minimum &
(A) a description of the performance indicators and performance measures that
will be used to evaluate programs and activities; and
(B) public dissemination of the evaluations of programs and activities carried out
under this part; and
(14) provides for timely public notice of intent to file an application and an assurance that
the application will be available for public review after submission.
(b) DEEMED APPROVAL- An application submitted by a State educational agency pursuant to
subsection (a) shall be deemed to be approved by the Secretary unless the Secretary makes a
written determination, prior to the expiration of the 120-day period beginning on the date on which
the Secretary received the application, that the application is not in compliance with this part.
(c) DISAPPROVAL i The Secretary shall not finally disapprove the application, except after
giving the State educational agency notice and opportunity for a hearing.
(d) NOTIFICATION- If the Secretary finds that the application is not in compliance, in whole or in
part, with this part, the Secretary shall 6
(1) give the State educational agency notice and an opportunity for a hearing; and
(2) notify the State educational agency of the finding of noncompliance, and, in such
notification, shall &
(A) cite the specific provisions in the application that are not in compliance; and
(B) request additional information, only as to the noncompliant provisions,
needed to make the application compliant.
(e) RESPONSE- If the State educational agency responds to the Secretary's notification
described in subsection (d)(2) during the 45-day period beginning on the date on which the
agency received the notification, and resubmits the application with the requested information
described in subsection (d)(2)(B), the Secretary shall approve or disapprove such application
prior to the later of 8
(1) the expiration of the 45-day period beginning on the date on which the application is
resubmitted; or
(2) the expiration of the 120-day period described in subsection (b).
(f) FAILURE TO RESPOND- If the State educational agency does not respond to the Secretary's
notification described in subsection (d)(2) during the 45-day period beginning on the date on
which the agency received the natification, such application shall be deemed to be disapproved.
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SEC. 4204 LOCAL COMPETITIVE GRANT PROGRAM
(a) IN GENERAL- A State that receives funds under this part for a fiscal year shall provide the
amount made available under section 4202(c)(1) to eligible entities for community learning
centers in accordance with this part.
(b) APPLICATION-
(1) IN GENERAL- To be eligible to receive an award under this part, an eligible entity
shall submit an application to the State educational agency at such time, in such manner,
and including such information as the State educational agency may reasonably require.
(2) CONTENTS- Each application submitted under paragraph (1) shall include--
(A) a description of the before and after school or summer recess activities to be
funded, including--
(i) an assurance that the program will take place in a safe and easily
accessible facility;
(i) a description of how students participating in the program carried out
by the community learning center will travel safely to and from the center
and home; and
(i) a description of how the eligible entity will disseminate information
about the community learning center (including its location) to the
community in a manner that is understandable and accessible;
(B) a description of how the activity is expected to improve student academic
achievement;
(C) an identification of Federal, State, and local programs that will be combined
or coordinated with the proposed program to make the most effective use of
public resources;
(D) an assurance that the proposed program was developed, and will be carried
out, in active collaboration with the schools the students attend,;
(E) a description of how the activities will meet the principles of effectiveness
described in section 4205(b);
(F) an assurance that the program will primarily target students who attend
schools eligible for school-wide programs under section 1114 and the families of
such students;
(G) an assurance that funds under this part will be used to increase the level of
State, local, and other non-Federal funds that would, in the absence of funds
under this part, be made available for programs and activities authorized under
this part, and in no case supplant Federal, State, local, or non-Federal funds;
(H) a description of the partnership between a local educational agency, a
community-based organization, and another public entity or private entity, if
appropriate;
(1) an evaluation of the community needs and available resources for the
community learning center and a description of how the program proposed to be
carried out in the center will address those needs (including the needs of working
families);
(J) a demonstration that the eligible entity has experience, or promise of success,
in providing educational and related activities that will complement and enhance
the academic performance, achievement, and positive youth development of the
students;
(K) a description of a preliminary plan for how the community learning center will
continue after funding under this part ends;
(L) an assurance that the community will be given notice of an intent to submit an
application and that the application and any waiver request will be available for
public review after submission of the application;
(M) if the eligible entity plans to use senior volunteers in activities carried out
through the community learning center, a description of how the eligible entity will
encourage and use appropriately qualified seniors to serve as the volunteers;
and
(N) such other information and assurances as the State educational agency may
reasonably require.
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(c) APPROVAL OF CERTAIN APPLICATIONS- The State educational agency may approve an
application under this part for a program to be located in a facility other than an elementary school or
secondary school only if the program will be at least as available and accessible to the students to
be served as if the program were located in an elementary school or secondary school.
(d) PERMISSIVE LOCAL MATCH-
(1) IN GENERAL- A State educational agency may require an eligible entity to match
funds awarded under this part, except that such match may not exceed the amount of the
grant award and may not be derived from other Federal or State funds.
(2) SLIDING SCALE- The amount of a match under paragraph (1) shall be established
based on a sliding fee scale that takes into account--
(A) the relative poverty of the population to be targeted by the eligible entity; and
(B) the ability of the eligible entity to obtain such matching funds.
(3) IN-KIND CONTRIBUTIONS- Each State educational agency that requires an eligible
entity to match funds under this subsection shall permit the eligible entity to provide all or
any portion of such match in the form of in-kind contributions.
(4) CONSIDERATION- Notwithstanding this subsection, a State educational agency shall
not consider an eligible entity's ability to match funds when determining which eligible
entities will receive awards under this part.
(e) PEER REVIEW:- In reviewing local applications under this section, a State educational agency
shall use a peer review process or other methods of assuring the quality of such applications.
(f) GEOGRAPHIC DIVERSITY- To the extent practicable, a State educational agency shall
distribute funds under this part equitably among geographic areas within the State, including
urban and rural communities.
(g) DURATION OF AWARDS- Grants under this part may be awarded for a period of not less
than 3 years and not more than 5 years.
(h) AMOUNT OF AWARDS- A grant awarded under this part may not be made in an amount that
is less than $50,000.
() PRIORITY-
(1) IN GENERAL- In awarding grants under this part, a State educational agency shall
give priority to applications--
(A) proposing to target services to students who attend schools that have been
identified as in need of improvement under section 1116; and
(B) submitted jointly by eligible entities consisting of not less than 1--
(i) local educational agency receiving funds under part A of title I; and
(i) community-based organization or other public or private entity.
(2) SPECIAL RULE i The State educational agency shall provide the same priority under
paragraph (1) to an application submitted by a local educational agency if the local
educational agency demonstrates that it is unable to partner with a community-based
organization in reasonable geographic proximity and of sufficient quality to meet the
requirements of this part.

SEC. 4205 LOCAL ACTIVITIES

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

(1) remedial education activities and academic enrichment learning programs, including

providing additional assistance to students to allow the students to improve their

academic achievement

(2) mathematics and science education activities

(3) arts and music education activities

(4) entrepreneurial education programs

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

programs

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

emphasize language skills and academic achievement

(7) recreational activities

(8) telecommunications and technology education programs

(9) expanded library service hours

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

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

(b) PRINCIPLES OF EFFECTIVENESS i

(1) IN GENERAL- For a program or activity developed pursuant to this part to meet the
principles of effectiveness, such program or activity shall &

(A) be based upon an assessment of objective data regarding the need for
before and after school programs (including during summer recess periods) and
activities in the schools and communities;

(B) be based upon an established set of performance measures aimed at
ensuring the availability of high quality academic enrichment opportunities; and
(C) if appropriate, be based upon scientifically based research that provides
evidence that the program or activity will help students meet the State and local
student academic achievement standards.

(2) PERIODIC EVALUATION-

(A) IN GENERAL- The program or activity shall undergo a periodic evaluation to
assess its progress toward achieving its goal of providing high quality
opportunities for academic enrichment.
(B) USE OF RESULTS- The results of evaluations under subparagraph (A) shall
be &
(i) used to refine, improve, and strengthen the program or activity, and to
refine the performance measures; and
(i) made available to the public upon request, with public notice of such
availability provided.

Non i Regulatory Guidance

For further clarification and assistance, please refer to Appendix A for the Non-Regulatory
Guidance provided by the US Department of Education.

** Though very detailed with an abundance of information, not every situation a grantee
will encounter can be addressed in the law and regulations. Therefore, it is essential when in
doubt, the grantee must seek the assistance of the ALSDE and/or their assigned Educational

Consultant. **
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The Application

** The following Continuation Application is only applicable for Fiscal School Year 2010. A new
application will be released prior to the Fiscal School Year 2011. Timely notification will be given to all
possible grantees. **

21%' Century Community Learning Centers
(CCLC)

Application Instructions
Fiscal Year 2010

October 1, 200917 September 30, 2010

Application Deadline: August 31, 2009
5:00 p.m.
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215" Century Community Learning Centers

Request for Application (RFA) Instructions

Step 1. Go to www.alsde.edu
Step 2: Lookonthelefthand si de of the hom@APaglkutatna@n.cl i ck t he #de

Step3: Type in your *username and * p-&APs*"Wsemame and passivad A Ho me 0
will be assigned to you by an administrator at your LEA if you are assigned the role of 21% CCLC program

coordinator. Consult either your Federal Programs Director or your Chief School Financial Officer in order

to have this role assigned to you. Someone must be assigned the role of 21* CCLC program

coordinator . Click ALogin. o

Step 4: Click on the i $ sign under the word i F u n d iomtlgedight side of the bottom of the page.

Step 5. Go to the date box near the top of the page that says i 2 0 Oa@ddclick on the blue downward

arrow. Move your mouse to i 2 0 la@diclick.

Step 6: Clickonfi 2*1Ce nt uunderthei Compet i t i ve Funditexgboxdpthed i cati onso
AFundi ng Apppagecati onso

Step 7: Click A Dr af t SnbthefitFeudhddi ng App !l i c apage.oYowswil§et a remiraler o

message that says, fAYou are about to change the status o
Aconfirm. o

Step 8: Gotofi De s c r i Ipox (towanddhe bottom of the page) and click on the blue downward arrow

to reveal the drop-down box. Selecti Add raanG Application. 0

Step 9: Complete information in the text boxes (name of school, Center code, etc.). FortheAicent er

¢ o d eplease use school number (cost center) as assigned by the State Department of Education, but

add ACCLCO at t h &xampledO03DfI0CCLCe ClickdidCa .e anhen éinished completing

the boxes of information. For systems with more than one grant award, complete Steps 8 and 9 for each

individual grant (use the school designated as the cost center if more than one school is served by a

single grant).

Step 10: ClickoniBudget Detail s. 0

21°%' Century Community Learning Reqguirements

Budget Details

Please rememberto i s a vyeud work often in e-GAP so no work is lost. Pages will remain active for 20
minutes. If 20 minutes pass and there is no activity on the page, the user on e-GAP will be timed-out
and the user will have to log-in to e-GAP again. If the user is timed out and work has not been saved, it
will be lost.

Location of Proposed Sites: Check the box foreitherfiu r adrur ban. 0

Program Activities Will Be Held: Check one or more of the boxes that apply. You may select all three
boxes.

21% CCLC Training: Place a check in the box if a representative from your grant site attended one of the
21% CCLC Regional Trainings conducted in the summer of 2009.

Serving 21 CCLC Grant: Al | grant applicants should place a check
the cohort to which you belong in the text box. Example: Cohort 4.

Needs Assessment: Type the appropriate number in each box according to your needs assessment.
Do not leave any boxes blank.
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TEXT BOXES (Each text box will hold 3,000 characters which is equal to approximately one page.)
Grade Levels Proposed to be Served: Please list all of the grade levels your program will serve. If
serving multiple sites, list grade levels per each site. Example: ABC Elementary i serving grades K-5.
ABC Middle School i serving grades 6-8.

Project Abstract: Provide a brief description of your intended 21* CCLC program including: (a) Purpose
and services to students, parents and families; (b) Strategies for achieving project goals; (¢) Recruitment
strategies; (d) Expected project outcomes; and (e) Indicators of program success. This abstract may be
published for later dissemination.

School(s) and School District: Identify school(s) and school district proposed to be served through this
proposal. For LEAs only: If you are serving more than one school, also name the primary school that has
been selected as the cost center.

Timeline: What is your program implementation timeline for the fiscal year of October 1, 2009 i
September 30, 2010? Days per week and days per year the community learning center program will
operate for students. The SDE requires that elementary schools (or site that serve elementary grade
levels) that are a CCLC site be open five days per week, Monday-Friday, for the entire regular school
year. If the CCLC site serves middle school and/or high school students, the site should be open at least
three to five days per week. Operation during school holidays, summer, and other school breaks is a
local decision, recognizing that desired results are directly related to the amount of contact time with
students. Applications for summer programs only must demonstrate that after-school and family
programs are successfully operating during the regular school year for the eligible schools and are
available to serve students and their families.

Capacity To Implement: What i s the appli caenttthisgrant?apaci ty to

1 Compliance with Alabama Act #2000-775, if applicable. (Contact the Alabama Department of
Human Resources for specific-related information.)

1 Compliance with the Child Protection Act of 1999 (Act # 1999-361) and Alabama Act 2002-457.
These statutes relate to criminal history and background checks, as applicable, including all
persons who have unsupervised access to children.

1 Compliance with any rules, regulations, and guidance required by the Prevention and Support
Services Section of the SDE. Refer to or include emergency weather plans, emergency intruder
plans, school safety plans, crises management plan, and other safety preparation information as
applicable. Extended-day and extended-year programs must be included in the required regular
school safety plan if such programs are located at an eligible school or LEA-owned facility. If the
site is not at a public school, the applying entity must meet all applicable safety standards by all
appropriate agencies. The site must have access to emergency weather alerts and have an
emergency plan addressing appropriate situations and procedures. (Refer to the SDE Web site,
www.alsde.edu, Prevention and Support Section, for a sample school safety plan, which can be
used as a model.) Additionally, each site must have reliable telephone service. Discuss fire and
other emergency drills and procedures, such as tornado drills.

1 If Alabama law requires or allows sites operated in non-public school facilities to be licensed by
the Department of Human Resources or other appropriate state agency, such as the Department
of Mental Health and Retardation, licensing is required before children can be served. If the site
is already licensed by DHR, submit the license number and expiration date. If the site is DHR-
exempt and can be licensed by DHR, then the site must be licensed. Community-based
Organizations (CBOs) must submit with this application (1) a written fire department report with
no violations cited; (2) a written Department of Public Health inspection report; and, if applicable,
(3) a copy of a current food permit. DHR guidelines and forms are available from its Web site,
www.DHR.state.al.us/fsd/child_care.asp, under Pamphlets and Documents, Minimum Standards
for Day Care and Nighttime Centers.

1 Planned procedures for assuring that children who are expected to be present on any given day
are actually present in the program, and any notification to parents or appropriate others for those
who do not attend. Refer to or provide copies of all regular school and extended-day
communications and procedures relating to student attendance for the particular school(s)
served.

AlabanCEntury Community LeadingfiCenters
13

i mpl em



1 Transportation issues, including a description of how students participating in the program will
travel safely to and from the community learning center and how transportation will be provided
for field trips. The description must provide procedures for parents to sign out students and
should describe the child-protection mechanisms that are built into the process. The SDE limits
the use of sub-grant funds for transportation to 25 percent of the sub-grant award amount. The

SDE requires all transportation providers to meet guidelines for transporting students that are
required by the SDE School Transportation Section. Describe if school system buses or other
buses will be used and how they will be used.

1 Methods for identifying students and approving initial and ongoing participation in the program.
Community learning centers must implement controls for acceptable student behavior during out-
of-school ti me. Students may notdaylpregrams andqmaybee do t o
dismissed from the program if behavior is unacceptable.

1 Location of program in an eligible public school site or equally available and accessible site. For
proposed sites not in elementary or secondary schools, the SDE must receive with this
application, as an attachment in the Related Documents section of e-GAP, a letter signed by the
chief executive officer that provides justification and certification that the facility is at least as
available and accessible as the eligible school(s). The letter must state that the facility meets or
will meet Americans With Disabilities Act (ADA) requirements before students are served.
Coordination with the local special education coordinator should be accomplished, and equally
accessible applies to families and teachers as well as students participating at these facilities in
meeting the ADA requirements.

1 Hours during which an on-site supervisor is on duty at the community learning center. Acceptable
hours may be 12 noon to 8 p.m., 2 p.m. to 6 p.m., or close variations of that time period. The
supervisor may actually be present at the CLC during other times for preparation and
administration. No student activities are allowed during regular school time. Describe
where the site supervisor wi || be based. However
employees through this grant should be mainly during the days and hours the center is open for
operation. It is noted that a few hours should be allowed for planning, but this should be on a
limited basis.

1 Any other necessary and appropriate safety and security information, including supervision,
facilities, and parent notification.

Staffing Qualifications: Describe in detail the roles, responsibilities, qualifications and proposed number
of staff that will be hired to work in the 21* CCLC Program.

1 Staff qualifications. Staff qualifications are determined locally based on the needs of the
program.

1 Pupil-teacher ratio. A pupil-teacher ratio of between 1 teacher/teacher aide to between 5 and 15
students must be maintained. Programs should be designed for small-group implementation;
however, individual learning and study time are encouraged.

1 Appropriate supervision. The SDE requires a supervisor at each funded program site depending
on local needs. No more than 25 percent of the total grant award may be used for administration
which would include salaries and benefits for the administrator(s), as well as any indirect cost that
may be claimed. Coordination of funding streams to accomplish administrative functions

must be addressed. The proj ect mu st i ncorporate the terms T
ACommunity Learning School o or i C o mindiredtot, yor Educ at
coordinator into the supervisords title. Descri be

1 Hours and days per year the community learning center will be open and staffed for students and
families. Indicate the hours open, the number of staff, and in what capacity staff will be involved.
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Scientifically-Based Research (SBR): How will you incorporate SBR? How do you know you are using
SBR materials (cite evidence).

|l

Description of how the activities will meet the federal principles of effectiveness as prescribed in
Sections 4204(b)(2)(E) and 4205(b), NCLB. The program or activity is based upon:

Vv An assessment of objective data regarding the need for before-school and after-school
programs, including during summer and other school breaks, and activities in the schools
and communities.

\% An established set of performance measures aimed at ensuring the availability of high-
guality academic enrichment opportunities.

\% If appropriate, scientifically based research that provides evidence that the program or

activity wild!l help students meet the stateds

Goals and Measurable Objectives: List goals and objectives (in measurable terms) for the proposed
project that relate directly to locally identified needs of proposed schools and students.

f
f

Program goals, measurable objectives, and activities.

Impact on regular school success. Describe how the program will impact school success and
academic achievement of participating students, including the likelihood that the CLC will help
participating students meet state academic content and student academic achievement
standards, specifically including the Alabama Reading and Mathematics Test (ARMT). Discuss
how this project is intended to improve the most recent ARMT Accountability Report data for the
schools to be served, and include the ARMT Accountability Report from the SDE Web page as an
attachment. [Sections 4204 (b) (2) (B), 4203 (a) (4), NCLB].

Tuition. The SDE recommends that tuition be charged with sliding scales and waivers. The
minimum fee recommended is $5.00 per week; the maximum recommended fee is $30.00 per
week for an extended-day program. No student may be denied services due to inability to
pay tuition. The fee may be modified proportionally for full- and half-day programs.

Academic enrichment. Academic enrichment is required. The extent and type of enrichment may
be determined locally. Generally, half of the afternoon time should be spent in direct homework
assistance and related academic enrichment. Describe specific academic enrichment designed
to meet the needs of the students served.

Student health. Student health and nutrition considerations are required for all participating
students. Each site must communicate with parents and students on health issues and

st

incorporate physical fitness and dietary informati

healthy lifestyles. Describe the daily physical activities for all students in the after-school
program. If the students attend longer than an hour and a half daily, the SDE recommends at
least 15 minutes of active physical activity for all students, as time, daily scheduling, and student
needs permit.

Integration Into the Continuous Improvement Plan (CIP): How is this grant supported by your LEA

and sch
wi t h
1

ool? Describe the joint planning that occurred. Include CIP alignment information (or alignment

your organizationés strategic plan) and your
Rol e of the eligibl e schospolicies, pibeeslures,iandactiitiosehate | i

will support a high-quality, extended-day program and community learning center services for
families.

Coordination with existing after-school and summer programs. The SDE requires coordination
between and among programs and program components. 21* CCLC funds should be used to
enhance, extend, or otherwise support existing programs or to develop a viable program where
no similar opportunity exists for students and families.

Collaborative agreements with existing local, state, and federal programs, including Title I, Title

IV, Part A, and Title V. The21®*CCLC is a supplementary program

(o]

r ol
gi b

t o

e
I

efforts to improve studentsd academic achievement

describe if the students and schools(s) served will be served also by Title | and/or Supplemental
Edltjcation Services (SES), and the arrangements made for these services to be coordinated with
21% CCLC.
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1 Local board of education and central administration support. The SDE strongly recommends a
local board of education resolution supporting the CLC concept. If available, include a copy in
the Related Documents section of e-GAP.

1 Local support team, advisory council, or focus group. The SDE requires each community
learning center to be broad-based and to have an advisory council or support team to
represent a cross section of the community and families served. The group must meet at
least once every six months and appropriate documentation of meetings should be maintained.
Parents of children served should be included on the support team. Each site should have a list
of names and agencies/organizations represented on this board available at all times.

Program Activities: Describe how your program proposes to meet the following state priorities:

(1) Academic enrichment, with an emphasis on reading and math.

(2) Service-learning (project-based learning) activities, including, but not limited to projects concerning
healthy lifestyles/obesity; family literacy; natural sciences (environmental education); and the arts.

(3) Family involvement in the program activities.

All three areas must be addressed.

Professional Development: Describe your professional development plan that will support program
implementation for all individuals connected to this program. A maximum of 5 percent of grant funds
may be used to accomplish staff training. A minimum of 10 hours per year of training for each worker and
supervisor is required. Documentation of professional development activities must be retained locally.
Each project should budget five days of travel per year for training for designated personnel that will be
provided by the SDE for program supervisors or teachers.

Partnership Commitment: Stakeholder Involvement/Collaboration: List: Partner organization, type of
organization, contact person with phone number. Note: School centers must partner with at least one
community-based organization. Community-based organizations (CBOs) must partner with at least one
school. Indicate the degree and nature or program involvement and responsibility of each of your partner
agencies/organizations.

A log of community involvement activities and collaboration must be maintained locally indicating agency,
service provided, names, dates, and times. Specifically, collaboration is expected with entities such as
PTA, Alabama Cooperative Extension System, the Department of Human Resources, childcare
management agencies, Boy Scouts, Girl Scouts, community education programs, county Chi | dr en 6 s
Policy Councils, faith-based organizations, Child Nutrition Program (CNP), or entities involved with
strengthening families, among others. Entities may subcontract with these types of community-based
and faith-based organizations for specific services. In very rural areas, civic and service clubs may be the
only collaborators. Describe each collaborative partnership, indicating whether a written agreement is in
place to denote agreed-upon expectations and responsibilities. Describe any partnerships between the
LEA, community-based organizations, and any other public or private entity if appropriate [Section
4204(b)(2)(H), NCLB]. Include how the community learning center will make the most effective use of
public resources. [Section 4204(b)(2)(C), NCLB].

Program Evaluation: Describe how you will annually evaluate the achievement of the goals and
objectives for this program.

1 Local monitoring and evaluation. Address how the community learning center will be monitored
and evaluated locally, what reports will be developed, and to whom reports will be provided.
Copies of all local evaluation reports must be forwarded to the SDE when complete.

91 Indicators of program success. The primary indicator of program success must be improved
student achievement as demonstrated by in-school academic success and performance on local-
and/or state-administered assessments. Other indicators, including improved student attendance
and regular school behavior, must be tracked. The eligible schools should provide the community
learning center access to state-administered assessment results, regular school attendance data,
and documentation of student behavior data. Documentation also must include qualitative data
on family contact time at the community learning center, parent surveys, student surveys, regular
schoolteacher surveys, portfolios or anecdotal information, and safety data.
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See SDE annual report as an indicator of the type of data which may be reported. Grantees must
be able to input data directlyi nt o t he U Shasedaépsrtingvsysiem.
§ Evaluation results of the program operated this past year with 21* CCLC funds.

Program Communication: Address how the program will effectively communicate with partners, parents,
school personnel, the community, and others to ensure ongoing program progress and success.

1 Coordination with existing after-school and summer programs. The SDE requires coordination
between and among programs and program components. 21* CCLC funds should be used to
enhance, extend, or otherwise support existing programs or to develop a viable program where
no similar opportunity exists for students and families.

1 How the eligible entity will disseminate information about the community learning center, including
its location, to the community in a manner that is understandable and accessible [Section
4204(b)(2)(A)(iii), NCLB].

1 Recruitment of program participants. Describe how you will advertise and recruit students for
your program. All programs will be held accountable to enroll as close to the number of students
listed in this application as anticipated to participate in the program.

Program Management: Address how the program will be managed and organized.

Budget/Allocation of Resources/Costs/Budget Integration: Describe in detail how you propose to
spend these funds. Include an explanation for each expenditure and how each expenditure aligns with
the program goals in an efficient and effective manner. (Note: There should be details showing how all of
the funds you are requesting will be spent.) This text box is your budget narrative. Show your work on
how you arrived at the total amount for each line-i t e m. Line items | abeled
not be accepted.

You must provide a clear understanding of how funds will be used to address areas described in the
previous text boxes and for each of the categories listed on the Budget grid. The budget narrative should
include budget line items and detailed information explaining proposed expenditures from 21* CCLC
funds. It must include a list of all proposed personnel to be paid by this grant by position, rate of pay, total
hours, and total expected pay per year. A separate Job Justification Form must be completed and loaded
into the Related Documents section of this application for all jobs other than one administrator and the
necessary number of teachers in order to meet the required teacher/pupil ratio. The State Department of
Education reserves the right to reduce the number of requested employee positions if the number is
found to be excessive. The budget narrative must indicate whether the employees proposed to be hired
are current school system employees, what their current position is, and the board-approved hours of
employment for each position. Include in the narrative all subcontracts by agency, rate, total hours, total
amount, and the services to be provided. Include a job description and weekly schedule for each person
proposed to be paid from these funds. Include also all costs to support this project from sources other
than this grant, such as collaborative agreements, tuition, and other federal and non-federal funds.
Indicate with an asterisk any personnel budgeted who are not actually based at the community learning
center daily. Applications should request only those funds that are reasonable and necessary to
implement the program. These funds are restricted funds for supplemental use only; therefore, indirect
cost rates must conform to the approved rate for the LEA and with the approved rate for the cognizant
federal agency for non-LEAs (remember that the amount requested for indirect cost must be included in
the 25% limit for administrative funds).

i Ot her

Budget revisions may be requested through e-GA P . LEAs must note i ofethe ACOI

GAP the reason for the revision. If personnel changes are involved, these must be clearly explained along
with all other requested changes. The SDE will provide reimbursement of expenditures based on the
submission of a monthly CCLC ES-2 Form for LEAs which is also submitted via e-GAP.
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For allowable and non-allowable costs, refer to Office of Management and Budget (OMB) circulars,
particularly A21, A87, and A122, which are available on-line from the following website:
http://www.whitehouse.gov/omb/circulars/index.html.

All non-LEAs are required to complete and submit to the SDE Accounting Section a monthly report of

expenditures and a final report of expenditures within 30 days of the end of the fiscal year using Form

CCLC-1 available from the SDE Web site at http://www.alsde.edu under iSections, 0O t ho
Accounting, o0 then APublications. 0 F ai | $SDE evithholdings u b mi t
funds for the succeeding year(s).

Accountability for use of funds. The SDE requires that all programs funded have financial documents
available for inspection by SDE auditors and/or the Examiners of Public Accounts. Non-LEA applicants
should indicate the name of the entity that audits them and the frequency.

Sustainability: Describe your sustainability plan. Describe in detail how you intend to sustain this
program if or when funding is reduced or ended.

All non-LEAs that receive fede r a | funds from al/l sources in excess of
year are required by OMB-133 to annually have an audit. See OMB Circular A-133 for more details on
federal fund auditing requirements.

Step 11: Clicki Sav e An d an@olickbofdB u d g eGomplete the budget grid. Information in the
budget grid should agree and correspond with the information given in the budget narrative text box.

Step 12: Click AiSave And a@oclickandi Assur aindresiGuppl ement al I nf or ma
section. Read all eighteen assurances. Please ensure that the box inthe ALEA Superintender
Assur ances Ceinthdsection affiiSamp@| ement al ischécked beforte submiting

the application. If you try to submit an application without checking this box will result in triggering an

fi e r rimthetbusiness rules that are built in to the application.

Step 13: After you have completed all sections under the fi d o | Isign; dlick on the Improvement

Planning side (someone else may have to do this for you if the LEA would rather only one person enter

information on this side) and add 21 CCLC t o an existing goal (donot for
resource), then add one strategy and action step. This is all that is required on the Improvement Planning

side of e-GAP for this year. Be sure to save your work.

Step 14: Once all information has been completed in the appropriate sections, click on A Dr a f t St atus
Co mp | e @ dhds will automatically electronically send the application to the next person in line to

approve the application unless built-in business rules have been violated which will resultinanfier r or 0
message which will have to be corrected before the application can be sent up the electronic approval

chain.

Please contact Sherry Coleman, Education Specialist at the SDE, if you have any questions
regarding the completion of the 21° CCLC continuation grant application.

IMPORTANT NOTE: If there are any brief comments you would like to attach to your application in order

to clarify a matter, clickoni Vi ew St at us/ Co mme which wiiteke yoa to & pagedhatthas

a text box. * Write the necessary comment in the text box and click on the blue downward arrow to select

the person or people to whom you would liketo sendt he message. Scroll down and
time you find a person you would like to receive the message. When you have finished your selection of

the recipients of the e-mail notification of the comment, click A Cr e awtiehowill send the notification to

selected recipients.

*Please note that this comment will not be confidential. Once it is written and sent, it becomes an official
part of the application and can be viewed by anyone with an approved, assigned role in e-GAP.
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DOCUMENTSTHATMUST BE ADDED TO THE ALEA DOCUMENT LI BRARYO

il
il
f

il
1

Board approved job descriptions for each position paid out of 21* CCLC funds.

Staff Summary Page.

Job Justification (narrative) for each position paid out of 21* CCLC funds other than one
administrator for each site and teachers. Please note that administrators should be ACTIVE
ADMINISTRATORS as opposed to those who are not directly involved with the moment-to-
moment activities of the program.

Field Trip Form

Inventory Form

All documents should be labeled fi 2°1 CCLC 2010i Job Descriptionso, fi 2°1 CCLC 2010 Budget
Summary Pageo, and fi 2*1CCLC 2010-Job Justification Narrativeo, etc.

RULES TO KEEP IN MIND:

il

Up to 25% of your TOTAL budget may be spent on administrative line items. Administrative line
items include all administrative salaries and benefits, as well as indirect costs. Applications
submitted that exceed this 25% | imit wildl be
until funds deemed to be administrative are within this limit.

Up to 5% of your total allocation may be spent on professional development for program
employees.

Allocations: Grants that are in their 2™ or 3" years of the grant will receive level funding. Grants
that are in their 4" year will receive $75,000 and grants in their 5" year will receive $50,000.
Please note that we will no longer fund the 4™ and 5™ years of the grant after this fiscal year
(FY10). Grants will be for three years only after this fiscal year. If you are currently receiving
$50,000 per year due to the fact that your school has already received 5 years of funding and you
have just completed your first year of another three years, you will continue to receive $50,000.
Those schools serving multiple sites that have already received 5 years of funding, are receiving
$100,000 and have just completed your first year of another three years, you will continue to
receive $100,000.

The SDE is no longer requiring you to allocate 10% of your total allocation for the hiring of high
school or college students.

The SDE is no longer requiring you to allocate 10% of your total allocation for your community
partner. Each grant must still have a community partner, the only difference is that you do not
have to allocate any of your funds for your community partner.

Time sheets must be kept on all employees that are paid from 21 CCLC funds. These time
sheets must be signed by both the employee and the assigned supervisor. Please keep in mind
that time sheets are official documents and employees should complete all forms carefully to
ensure accurate information is recorded. If an employee turns in a fraudulent time sheet, the
employee will be terminated from the program and disciplinary procedures will be initiated against
the employee.

Grant sites should be mindful to limit the number of hours that employees are allowed to work
when the center is not open for student attendance. All hours worked by employees should be
able to be justified as necessary for the successful operation of the CLC.

The SDE expects 21* CCLC sites to make every effort to reach the anticipated number of
participating students. Sites are expected to constantly recruit in order to reach the maximum
number of students listed in each 21% CCLC application.

Grant applications thatdonotput an amount in the |Iine item
application at the beginning of a new fiscal year will not be allowed to claim indirect cost in
subsequent revisions for that program year.

Grants that are LEA-based must have an employee in the central office that is assigned to
oversee the program.

Documentation must be kept at all sites to show that each site is adhering to all program rules
and requirements.

Each grantee is required to complete all reports for the State of Alabama and the U.S.
Department of Education on a timely basis. If a grantee is late in the submission of the reports or
fails to submit the reports, the grantee should understand that future funding from the 21* CCLC
grant program would be forfeited.
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1 Each text box in the application will hold approximately one page of text. No additions or
continuations to text boxes wil!/l be accepted
Each grantee must adhere to the 3,000 character limit for each text box.

1 Any changes to the approved program must be approved through an application revision in e-
GAP before the changes are implemented.

§ 21% CCLC funds are to be used for 21 CCLC participants only. Grant funds are not intended to
be used for the entire school population.

1 Before spending grant funds, grantees must examine each purchase and determine whether or

not the anticipated use of funds is the best use of funds.

A complete inventory of equipment purchased with 21* CCLC funds must be kept at all times.

Field trips must be planned in advance and must be educational in nature. Lesson plans should

be completed prior to the trip and kept on file. Overnight and out-of-state trips should be pre-

approved by both the LEA and the SDE 21* CCLC office.

=a =4

The deadline for all continuation applications is Monday, August 31, 2009 at 5:00 p.m. This means
that the application must be electronically approved and submitted by the superintendent of the
LEA by this deadline. Any applications submitted after this deadline will be considered late and
any late submission on the part of the grantee may jeopardize funding.

No person shall be denied employment, be excluded from participation in, be denied the benefits of, or be subjected
to discrimination in any program or activity on the basis of disability, sex, race, religion, national origin, color, or age.
Ref: Sec. 1983, Civil Rights Act, 42 U.S.C.; Title VI and VII, Civil Rights Act of 1964; Rehabilitation Act of 1973, Sec.
504; Age Discrimination in Employment Act; Equal Pay Act of 1963; Title IX of the Education Amendment of 1972:
Title 1X Coordinator, P.O. Box 302101, Montgomery, Alabama 36130-2101 or call (334) 242-8444.

(See Appendix B for a separate copy of the Application.)
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Assurances

10.

11.

12.

13.

14.

15.

16.

The applicant agrees to keep such records and provide such information to the State Department of
Education (ALSDE) as reasonable and as may be required for fiscal audit and program evaluation.

All CBO (non-LEA) applicants receiving more than $500,000 per year agree to have an annual audit,
per guidance from OMB A1 133.

The community learning center will be operated in a safe and easily accessible facility.

The principal(s)/Site Coordinator (Director) of participating schools agrees to attend at least one
regional ALSDE-approved training.

All reports will be completed and submitted in a timely manner in accordance with directives from the
ALSDE.

The applicant will establish an active community learning center support team or advisory panel that
will meet at least quarterly.

The applicant, if funded, will utilize fiscal accounting, disbursement, and auditing procedures
consistent with local policies and ALSDE requirements. LEA Chief Financial School Officers will
provide appropriate expenditure reports at least quarterly to the 21> CCLC program manager for the
purpose of managing 21* CCLC funds.

The proposed program was developed, and will be carried out, in active collaboration with the schools
the students attend.

Funds under this part will be used to increase the level of state, local, and other non-federal funds
that would, in the absence of the funds under this part, be made available for programs and activities
authorized under this part, and in no case supplant other federal or non-federal funds.

Employees paid by 21%' CCLC funds will not be used for any purpose other than to carry out the
specific programs set forth in the proposal based on the full or proportionate salary and time worked.

The community will be given notice of an intent to submit an application for 21* CCLC funds and that
the application and any waiver requests will be available for public review after submission of the
application.

The applicant has authority under Alabama state law to perform the function of the community
learning center under the No Child Left Behind Act of 2001, (NCLB); to submit the application; and to
receive, hold, and disburse federal funds made available under the application.

Funds will be expended according to the purpose and intent for which they were designated by NCLB
directives and the LEA/CBO application for funds.

This application will serve as the basis for local operation and administration of program(s) under
NCLB.

The applicant communicates and enforces rules and regulations of student and employee conduct,
related illicit drug use (including anabolic steroids), and unlawful possession and distribution of these
drugs. The applicant further clearly communicates sanctions for both students and employees and
provides information about available resources for those in need of such information.

Procedures are developed for storing and administering approved and/or required medications and/or
first aid to students.
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17. Applicant will comply with the applicable Office of Management and Budget Circulars regarding cost
principles (OMB Circular AT 87 1 Cost Principles for State, Local, and Indian Tribal Governments /
OMB AT 217 Cost Principles for Educational Institutions / OMB Circular A1 122 Cost Principles for
Non-Profit Organizations / OMB Circular A1 133 Audits of State and Local Governments and Non-
Profit Organizations).

18. Applicant will comply with Education Department General Administrative Regulations (EDGAR), 34
CFR Part 80 and Section 427 of the General Education and Provisions Act relating to overcoming
barriers in the six areas of gender, race, national origin, color, disability, or age.
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Preparatory Procedures

ABL,

Laying the Foundation

Preparing for a 21% Century Community Learning Center is a multi-faceted process which requires much
in-depth planning, research, and due diligence. 21* CCLC programs are developed and implemented as
partnerships between schools and community organizations to change for good the lives of students and
their families.

The proceeding pages and information are a mere skeletal guideline provided to hopefully increase the
probability of a program's success. All grantees or those interested in becoming a 21% CCLC grantee
must i in all aspects i defer to the thorough guidance and insight provided by the Alabama State
Department of Education.

Do the homework!!!
A Know the regulations and stipulations required by Federal and State laws
0 Understand the legal documentation contained within this manual and the afore-referenced
websites
0 Meet all eligibility standards as required by law (Refer to page 2 7 22 and Appendix A.)
A Thoroughly review and know the requirements outlined in the ALSDE RFA (Request for Application)
A Organize multiple planning meetings to prepare the application
A Establish the program's leadership or management team and an Advisory Council
A Survey students, parents, and other stakeholders. Conduct sound, extensive research to address
the specific needs of the community served through the program. i Scientifically i based
Research
A Involve key players from the school, community organizations and surrounding community in the
planning process. i Community Partners
A Allow plenty of time to prepare the proposal carefully and thoughtfully. Do not rush through the
process.

ABC,

Advisory Council

** |t is advisable to seek advice!** 5

An Advisory Council is a collection of individuals who bring unique knowledge and skills which complement the
knowledge and skills of the program's leadership in order to more effectively guide the CLC.

The 21° CCLC Grant specifies that each grantee must have an Advisory Council which meets on a
regular basis. Since scheduling can be quite a challenge, the ALSDE recommends the council meet
at least twice a year.

Advisory Council members can answer questions, analyze business plans, recommend new markets and
introduce the program to useful individuals to further its objectives.

The Advisory Council does not have formal authority to govern the CLC. That is, the Advisory Council cannot
issue directives which must be followed. Rather, it serves to make recommendations and/or provide key
information and materials.

Select Advisory Council members wisely. It is highly recommended that the council be truly reflective of the
community the program serves while embracing great diversity with a broad array of views and expertise.
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Things to remember and consider i

Advisory Board Attributes:
A Objective and honest
A Knowledge and expertise in various scholastic and business realms that differ from program
leadership
A A genuine interest in helping the program succeed
A Problem solvers who are good communicators
A Diverse in skills, work and life backgrounds
A Top or well-respected individuals in their field
A Well-connected with networks that may be leveraged to assist the program

Legalities/Ground Rules:
A Require a non-disclosure agreement (Although children nor their families should ever be discussed
in meetings, it is imperative that any information communicated never be publicly divulged.)
A Set expectations for the time commitment you expect & duration of appointment
A Provide a written invitation letter
A Let each member know the specific type of assistance needed
A Always provide a meeting agenda. This is a volunteer elite advisory team. Respect their time.
A Say thank you. Express appreciation.

Advisory Board Value:
A Identify the desired result from engaging an advisory board
A Ask yourself, how will the program be different in one year, because of this board?
A Think about the questions to be asked of the Advisory Council. Prepare in advance of meetings.
A How often will membership be rotated? Is this ongoing and how often with the Council meet?

Please note that Advisory Council actions/recommendations are governed by the LEA School Board and/or the
CBO governing board. Actionable recommendations must first be approved by the applicable board.
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P‘%é‘-‘v-‘ Scientifically i based Research

Scientifically-based research, as defined in Title IX of the ESEA, is research that involves the application
of rigorous, systematic, and objective procedures to obtain reliable and valid knowledge relevant to
education activities and programs. This means research that:

A Employs systematic, empirical methods that draw on observation or experiment;

A Involves rigorous data analyses that are adequate to test the stated hypotheses and justify the
general conclusions drawn;

A Relies on measurements or observational methods that provide reliable and valid data across
evaluators and observers, across multiple measurements and observations, and across studies by
the same or different investigators

A Is evaluated using experimental or quasi-experimental designs in which individuals, entities,
programs or activities are assigned to different conditions and with appropriate controls to evaluate
the effects of the condition of interest, with a preference for random-assignment, experiments, or
other designs to the extent that those designs contain within-condition or across-condition controls;

A Ensures that experimental studies are presented in sufficient detail and clarity to allow for
replication or, at a minimum, offer the opportunity to build systematically on their findings; and

A Has been accepted by a peer-reviewed journal or approved by a panel of independent experts
through a comparably rigorous, objective, and scientific review.

When providing services in core academic areas where scientifically-based research has been conducted
and is available, such as reading and mathematics, the community learning center should employ
strategies based on such research.

Before attempting to accomplish this USDE directive of utilizing SBR , a grantee should first consider the
following:

U General Need of Community
A Evaluate community needs and available resources
A Determine student academic requirements, as well as family needs
A Include full citations for all data used
U Target Population Identification
A Detail specific characteristics of student population
A Identify schools attended by targeted students
A Describe the Criteria for Student Selection and Recruitment
U Specify the needs of the Target Population
A Provide objective needs assessment data for targeted students and their family members
o Data must clearly establish need for targeted population
o Research must explore academic, social, emotional, cultural and physical needs
o Information must form the basis of all proposed goals, objectives and activities
A Data information may be obtained through survey assessments and reliable databases
U Description of Program Effectiveness
A Describe how the program will address student and family needs

A Emphasize the grantee's endeavor to discover and employ Scientifically Based Research to meet
community needs

* Common Error: An extensive list or string of statistical data without a clear, concise
link to the community's articulated needs and the program’'s goals, objectives and
planned accomplishments to meet these needs.

Then and only then...the grantee should employ the following steps to ensure Scientifically Based Research is
implemented into their program:

U Step One i Gather relevant, quality research
A Identify research that is i
o High quality
o Current (within 5 years)
o Focused on the needs and interests of the community, students, families, etc.
o Researched in schools/programs similar to the grantee's program
A Make sure search is extensive to capture all evidence and analysis
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i Step Two i Interpret Research and how it applies to the program's objectives
A Synthesize findings gathered
A Revisit needs
A Revisit and refine focus questions
A Narrow the range of possible solutions and outcomes
A Make a judgment of the effectiveness of possible implementations from the studies

U Step Three: Make your case
A Make links between i
o Identified needs
o Programs and practices that can address these needs directly
o Evidence from the highest quality research available to support the effectiveness of these
interventions on student achievement

*An example of Scientifically-based research curriculum utilization can be found in Appendix B. Additionally,
examples of employing scientific methodology in creating goals and objectives for lesson plans and activities can
be found in Appendix C. **

ABC,, .
@ Community Partners

The information available regarding the selection, establishment, and nurturing of community partners is overly
abundant in today's world. Our society has begun to recognize the tremendous need for quality, affordable
afterschool programs in response to the educational, developmental, and security needs of students.
Additionally, our culture has seen the demand for increased parental/family support as societal pressures have
perpetually escalated.

Therefore, the awareness and desire to support afterschool initiatives is available. It must be our goal to
properly identify those within the community who are willing to establish mutually beneficial relationships.

The 21° CCLC Grant requires that each grantee establish at least one viable relationship with a
Community Partner with whom they have an ongoing association.

By building working associations within the community served, the following can be accomplished:

A Achievement that individuals alone cannot undertake
The adage, "No man is an island,” rings very true when establishing a sustainable program that
will serve the families of the community for years to come.

A A systematic, comprehensive approach to address community needs
The grantee, after having done their due diligence, must provide a program that is specifically
geared toward meeting the needs that are indigenous to the area served.

A Enhancement of advocacy and resource development
A genuinely effective program will foster a better understanding of educational objectives and
needs. It will gender volunteerism and engagement; and provide businesses and agencies with
potential skilled employees from student ranks.

A Creation of more public recognition and visibility for the program and community necessities
"The Proof is in the Pudding" i Initially, when garnering support, utilize nationally and locally
publicized data that verifies student/family necessities and how an effective 21%' CCLC will be
beneficial to all. Once established, use the data and success stories from your own program, that it
will in itself, generate ongoing collaboration and assistance.
Remember...a grantee should consider the entire community a partner. Endless possibilities
abound!

Finally, and most importantly.....

A Students are exposed to a broad array of activities that enhance academic achievement and
directly connect them to the community and workforce
By nurturing the family as a holistic entity, the desire for lifelong learning and attainment are
fostered to benefit all involved.
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A basic structural guideline to consider while formulating viable partnerships is provided here.

U Clarify the goals, mission and objectives of the program
1 Write the vision and make it plain for all constituents to know and see
1 Outline the goals, the needs, the expectations of the program

U Develop an understanding of relevant existing activity in the school and in the community (outside
of your organization), as well as a thorough understanding of your own resources and expertise
1 Help the potential partner understand how the program will benefit them and the community

U Decide the type of partnership you want to create and identify desired results
1 Engage the partner in determining their interests, needs, goals, and expectations from the
relationship
1 Link the objectives to the specific services and resources available through the potential
partner

U Create a realistic implementation plan that meets schools needs and leverages school and
community resources
9 Draft a proposal establishing the benefits and expectations for both parties
1 Be specific with timelines, activities, resources, etc.

U Maintain constant communication among partners, both informal and formal dialogue --
anticipating challenges, solving problems, resolving conflicts, and assessing progress
9 Mutually determine the contact individual(s)
1 Remain open, honest and consistent
9 Let the "thank you's" be numerous and often
1 Publically recognize the partner's help and support
1 Invite partners to 21* CCLC events
1 Include partners in all communications i newsletters, assemblies, programs, etc.

U Plan for long-term sustainability and build capacity within the school community
9 Complete an annual review/evaluation of the partnership with partners
1 Invite existing partners to recommend additional partnerships, if they are pleased with the
ongoing results
9 The number of partners is unlimited i they may provide services, funding, activities, etc. 1 the
possibilities are limitless

<\

When seeking the appropriate partners and collaborators begin with some of the

— following broad categories:

NS
Service provider agencies

Community volunteer-based organizations
Consumer/advocacy groups

Professional associations

Higher Education (Colleges, Universities)
Businesses, Corporations, and Retailers
Community leaders

Cooperative Extension Services

Financial Institutions

Churches

Police and Fire Departments, Public Works
Hospitals

Hotels and Restaurants

Parks and Recreations

Arts Alliance

High School Clubs

Fraternities and Sororities

Boys and Girls Club

Gyms and Wellness Centers

Museums

Senior Citizen Organizations
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Subcontractors/Vendors/Contractual Partners

A Subcontractor/Contractual Partner is an organization that is under contract with the grantee to
provide 21%' CCLC grant-funded activities or services. These activities or services must relate directly
to the goals and objectives of the grant and fulfill the spirit of quality extended day programming.
Examples of which may include, but are not limited to some of the following:

A Tutorial Services

A Music Lessons i Piano, Violin, Guitar, Voice, etc.
A Recreational Services i Soccer, Karate, Golf, etc.
A Art Lessons i Painting, Sculpting, Drama, etc.

For federal reporting purposes, a subcontractor is considered to be a type of partner. All financial
transactions with subcontractors must be documented and available for review by the ALSDE and/or the
assigned education consultant.

A contract between the grantee and the subcontractor must be established. If the applicable LEA or CBO
governing board has a required contract, it must be utilized. If not, the subcontractor agreement must
include the following:
A The name, address, and phone number of the 21% CCLC (Contractor)
A The name, address, and phone number of the Subcontractor
A Detailed description of services/materials being provided by the Subcontractor. Be sure to include
evaluation and/or data collection components, if appropriate. Keep federal and state mandated
reports in mind.
A Beginning and end dates
A Detailed description of payment plan
- Terms of Agreement
- Payment Amount
- Payment Schedule
(i.e. $50 per week, $200 per month, or $2000 per year)
A Signatures of both Contractor (LEA/CBO) and Subcontractor

*No matter the payment schedule, payment should not be rendered until services have been provided.**

An example of a Subcontractor Agreement Form is included in the appendices portion of the manual.
(Appendix D)
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EL\\ 1 1 i
MRS Pre-opening Timeline

The following timeline is provided as a guide to prepare for the opening of a 21%' CCLC Program prior to the
submission of the Competitive Grant Application to the ALSDE, and thereafter until the point of opening.

Since this is a working manual, that which is left blank should be completed by the grantee as the pertinent dates
are made available and mandated by the ALSDE. This list is not intended to be comprehensive, but should serve
as an overall guideline.

Oyjeciive

x Obtain LEA/Superintendent or Board approval 6 months to a year prior to
applying for the 21% CCLC Grant
x Formulate Research and Development Committee M

x Conduct market and demographic investigative study (SBR)
x Appoint Advisory Council

x Select Leadership of the Program

x Obtain all pertinent legal operating documentation (Submit with app.)
(i.e. DHR licensure, IRS Employer ID #, inspections, certifications, etc.)

x Develop complete comprehensive Safety Plan to be formally included
in the application

x Consult with ALSDE Representative 6 months to 3 months prior to
the application
x Schedule ALSDE visit to determine capacity to implement

x Attend ALSDE 7 sponsored Application Technical Assistance Workshop(s)
x Application Due Date
x Grant Readings and Reviews (ALSDE)

x Allocation Award Announcements

x Advertising Campaign At least 3 months prior to opening
x Develop policies & procedures

x Create Student/Parent/Staff Policy Handbook s

x Prepare Comprehensive Registration Form (Packet)

x Plan and organize Staff Preparation and Training

x Interview and Hire Staff At least 1 month prior to opening

x Conduct Staff Training, setting expectations and standards
(A Staff Handbook is highly advisable.)

x Begin ordering and purchasing needed materials & equipment
x Establish snack program with the State Child Nutrition Program
x Distribute Registration Forms, allowing 2 i 3 wks. for registration

x Finalize Operational Procedures At least 3 weeks prior to opening
1 Filing and Accounting System
1 Sign-in/Sign-out Sheets
1 Scheduling of Staff, Students, Contractors, etc.
1 Safety Procedures solidified

x Facilitate Parent/Family Orientation

x Meet with Staff to finalize all procedures and generate excitement At least 1 week prior to opening
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Ly : -
A @ Creating a Viable Plan

To summarize the Preparatory portion of the manual, provided below is a broad overview of general
processes to be considered by the grantee i from inception to sustainability. The majority of this
information should be included in the grantee's grant proposal; and then, lived out on a daily basis.

Component

Suggestions
(Helpful Hints)

Creating the Plan

Documented summary of the planning process
used to submit the grant application. List the
planning meetings and writing sessions that
occurred to create the application.

Articulate the basic program design and vision from
the beginning. Include a sufficient level of detail to
show that a wide variety of partners and
collaborators were involved in the planning
process; list names and titles.

Program/Community Justification and Need

A Community Need i Provide an evaluation of the
community needs including the needs of students
and their families.

A Family Needs and Student Learning i Describe
how the proposed programs will address the
needs of students and their families (including the
needs of working families) and how the program
is expected to improve student learning, including
learning in core academic areas such as
reading/language arts, mathematics, or science.

A Principles of Effectiveness i Describe how the
program will be based on the following "principles
of effectiveness: "

o Scientifically based research that provides
evidence that the program will help
students meet state and local student
academic achievement standards.

0 An assessment of objective data regarding
the need for the out-of-school programs

A The answers to these questions need to be one i
two pages.

A Make clear why an afterschool program is
needed as related to community input and
feedback. Complete a survey and compile the
results.

A 3-5 citations should be sufficient. Each citation
should clearly show that the program design is
supported by scientific research.

Please refer to the Scientifically i based Research
portion of the manual.

Program Description and Design

Program Description and Design i

A Explain the range and type of programs
(afterschool, before school, summer, weekend,
and/or evening) that will be offered.

A Specify the number of students that will be
served, projected regular attendees and their
ages or grade levels.

A Include an expected daily schedule, staff
qualifications and staffing ratios, and information
on how many hours per day, days per week, and
weeks per year the programs will be offered.

A If the program will be offered at more than one
site, include information on the number
of sites and the range of programming at each.

A For an existing program, provide at least a one
page addendum summarizing the performance
outcomes from the past five years.

A Begin the entire process (proposal) with a brief,
concise introduction.

Alnclude program locations, numbers served, and
program highlights.

Alnclude the following data in a table for each site
where the program will take place: total school
population, numbers served, regular attendees
(30 days or more served), grade levels served,
total program days, % of low income served,
number of programs offered per year by type.

Alnclude a schedule including: school dismissal
time, snack and recess time, program
blocks, program end time.

Alnclude program components that have 4:1
staffing or better.

Alnclude wages that will attract high quality staff.

AUse multiple spaces for the program (library,
gym, classrooms).
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Common issues:

AProgram descriptions are entirely TOO brief. Use
as many words needed to adequately represent
the program. Do not exceed the eGAP 3000
character allowance. (Include program
component length -i.e. __ hrs per week for
weeks.)

AThe academic components are under-resourced.

A An educational vision for programming is not
articulated.

Elements of High Quality Programming

Elements of High Quality Programming 1

A description of how the following elements will be
addressed and incorporated into the Program
Design should be provided:

A Linkages to the School Day i Describe the ways
in which the program will be connected to the
regular school day (e.g., shared staff, space,
training, policies, curriculum, leadership support,
instructional methods, etc.).

A High-Quality Staff i Who will be hired to teach in
the afterschool program? What standards will be
set to recruit and retain high-quality staff? What
professional development training will staff
participate in and why?

A Safe and Appropriate Environment i Describe
what actions will be taken to ensure that every
child is physically and emotionally safe in the
program.

A High-Interest Programming i Describe the type
of programming that will be offered for each age
level. What efforts will be made to ensure that
programming is student-centered and that every
participant has a high interest in what he/she is
doing?

A Regular Attendees i How will program schedules
and offerings be designed to encourage and
support regular participation among students?

A Instructional Leadership i What expectations
will be set for afterschool instructors with regard
to lesson planning, course development, and
student outcomes?

A Flexible Structures and Student Choice i How
will the program ensure that each participating
student is offered a variety of age-appropriate
learning and enrichment opportunities? How will
the program use flexible structures and varied
instructional activities to accommodate students
with different learning needs and learning paces?

Common issues:

APlans and proposal do not Include specific
commitments or linkage with the applicable in-
school programs, staff, superintendents, and
principals.

AOnly a few rooms are available for the program to
use; and the program should be able to use
multiple spaces in the school and community.

A Staff are only a few core part-time people as
opposed to having core staff PLUS a mixture of
school and community based professionals,
volunteers, interns, etc.

AProgram focuses on numbers served, not the
quality of service.

ATeacher expectations are not set or are unclear.

A A variety of strategies, structures, and times are
not offered to recruit and retain students.

A Scope of project is too broad or large.
A Separate ages need separate programs

(kindergarten, elementary, middle, high school)
and the differences are not articulated.
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Component

Suggestions
(Helpful Hints)

Program Management

A Program Leadership i In hiring a director for the
program, what types of qualifications and
background experience will be required? What
characteristics are you looking for in a director
and how will this person fit into the existing
structure of the organization?

A School Leadership Support i How will the
program connect with and support the regular
school day? In what ways will the school
principal, superintendent, or other school leaders
support the program?

A Information Dissemination i How will the
organization disseminate information about the
program, including evaluation results, to the
community in a manner that is understandable
and accessible?

A Transportation i Describe the transportation plan
for how students will travel safely to and from the
program and home.

A Volunteers i Describe how you will use
volunteers, including qualified youth and seniors,
in the running, oversight, and promotion of the
program.

AMake sure the job, hours and salary are clearly
articulated.

Alnclude sustainability and instructional leadership
as an integral part of the Project Director job.

AOutline a clear governance structure or advisory
team and a schedule for meetings and oversight.

AUse multiple approaches i Include strategies to
communicate with students and parents as well
as more general communication strategies.

AExamples include the following:
brochures, lunch/assembly presentations, phone
calls, posters, newspapers, staff meetings, school
board meetings, community meetings, parent
conferences.
A plan to communicate the general community
should also be in place.

ATransportation fAimust be
Explore the opportunities of car-pooling, extra
school bus runs, etc.

Program Evaluation

Program Goals and Objectives 1

A Identify the areas of primary focus for evaluation
and describe the measurements that will be
utilized to determine success including clearly
defined program goals, humeric objectives, and
specific outcomes.

A Include a description of who will carry out the
work of the evaluation plan and evidence that the
plan is realistic.

A Choose no more than 3-5 realistic and attainable
goals/objectives. (See Appendix E.)

A Choose a combination of quantitative and
qualitative assessments. Include short and
longer-term objectives.

Alnclude funds and a plan to support a qualified
project director to implement the evaluation.

Common Problem 1
A Evaluation indicators are chosen that cannot be
measured annually.

A Objectives are not meaningful or realistic.
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Budget and Budget Narrative

The Budget and Budget Narrative are addressed
in-depth in that portion of the manual. Therefore,
little effort is expended here, other than to highlight
a few fundamentals.

Budget Items
A Provide a detailed budget in both the Grant
Application and eGAP (LEA's).

A Include separate line items for administration
and in-direct costs, staff, social security, health
benefits, supplies, equipment, transportation to
and from the program, staff travel, professional
development, contracted services, etc.

A The budget line item descriptions must include
sufficient detail (i.e. number of hours work per
week at what rate of pay and for how many
weeks per year).

Budget Narrative T

Provide a detailed narrative describing how the
items within the budget support the goals of the
program. (LEA'si The Budget grid in eGAP must
exactly match the Budget Details in the Budget
Narrative.)

Common Issues:
A Initial budget is not truly reflective of projected
costs.

A Lack of understanding regarding what are and
are not allowable expenses.

A Failure to stay within the ALSDE assigned
Administrative/In-direct cost allowance.

A Failure to effectively break-out line item
allocations within the budget....especially Admin
and In-direct costs.

Capacity for Success and Sustainability

Documentation of Agreement between Key

Partners i

A Develop and submit a signed document
(memorandum) that defines the service and
program implementation agreements between
key partners.

A The documentation should describe the nature
and details of the partnerships between the
LEA(s), CBO(s), and other public or private
organization(s) or partners with evidence that
teachers, parents, principal(s), district and/or
community leaders were involved in designing
the proposed programs and will assist in their
implementation. Key partners are directly
responsible for the assisting with the
implementation of the program. Key partners can
also be individuals.

Sustainability Plan i

A Describe the plans for the continuous
strengthening of the partnership between the
LEA/CBO and any another public or private
organization, including plans for continuing the
proposed programs beyond the 3-5 year period
of grant funding. Attach a preliminary
sustainability plan chart.

Altis suggested that the grantee complete one
Document/Memorandum of Agreement per
partner.

A Attach a sustainability chart and provide a short
narrative

AFor expansion of the program: Include strategic
plans, numbers served and other outcome
data f preandposthhpPl i cati on
Provide new projected numbers served and/or
the explanation of the nature of the program
expansion

AList past successes to prove that investing in your
project is a wise investment of tax dollars.

* Derived from information provided by the Vermont Department of Education.
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Sustainability

Many factors must be considered when planning to establish a quality Before/After School Care program.
When receiving federal funding through the 21%' CCLC grant, the monies should only be considered "seed"
money for the implementation or ongoing propagation of a program.

Sustainability to maintain the program after federal funding has subsided must be built-in to the program's
strategies from the onset. The 21% CCLC grant requires that a viable, comprehensive Sustainability Plan be
a part of the competitive application process. It is a complete misconception that sustainability can be "dealt
with once we're up and running!" Unfortunately, life moves swiftly and the opportunity may slip away.

Expecting or hoping for sustainability does not always translate into doing something about it.

ABC,,
®l The Plan

Sustainability must be approached through strategic development. Strategic development is comprised
of three major components:

A Strategic Analysis

A Strategic Planning

A Strategic Management

Strategic Analysis: Addressed in a more in-depth manner in the Scientifically Based Research portion of
the manual. Some examples of analytic activities are Needs Assessment Evaluations, Community &
Environmental Studies, Investigation of funding trends, and Evidentiary Work i success stories, test
scores, increased attendance, improved disciplinary issues, etc.)

Strategic Planning: Addressed in a more in-depth manner in the Laying the Foundation and Creating a
Viable Plan portions of the manual. Effective strategic planning should include Goals & Objectives,
Capacity Building, Initiatives Structure & Tactics, and Evaluation & Assessment Design.

Strategic Management: Represents ongoing decisions made throughout the program's implementation
to ensure its strategies are achieved, maximum potential is reached and/or is revised as needed. The
critical component is learning i building-in opportunities to examine what is happening during the
everyday life of the program; how the context is changing; what is and is not working; and the implications
of information related to the program's initiative.

Sustainability must be more than continued funding and money.

MOy

Key Components

Capacity to implement prior to the 21° CCLC
A Count the cost
A Are we placing all of our eggs in this one basket?
A Can we effectively operate our program with or without this grant?
A Have we completed our due diligence to understand the entire ramifications of operating a 21
CCLC program?

Varied funding sources
A Having a diversity of funding sources is essential.

High quality program with proven results
A When seeking support beyond the 21* CCLC grant, documented proof of program quality and
student/family success will prove to be a tremendous asset.
A Use every opportunity to tout the accomplishments of the program.
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Support from school administration
A Basic principle of leadership i The amount of success of any initiative is directly proportional to the
amount of support and involvement from those in positions of leadership.
A Oftentimes, school administrators will be instrumental in earmarking additional funds within the
district budget, and serve as a champion for the program as it seeks other funds.

Key Champions
Altis always advisable to involve community leaders in the success of the program. Such leaders
can be local politicians, local business leaders, and leaders/directors of non-profit and religious
organizations.
A They will help to champion your program, help raise public awareness and leverage new sources of
funding.

Collaborative partnerships
A Collaborative relationships are essential to long-term achievement.
A Partners who truly collaborate and are intricately involved with program development, rather than
simply serve as a program vendor will have a much greater tendency to ensure the program's
success.

Community Visibility
A The more activities and events publicized and open to the public, the better.
A Publicity regarding the success of the program, and how it is positively impacting the lives of
children and their families must be a integral part of the standard operating procedures.

** Please note the majority of the Sustainability key components relate to people, the community,
and collaborative efforts. Please pay particular attention to the "Community Partners" portion of
the manual. A program's success is directly proportional to the establishment of these all-
important relationships."

M Additional Funding Sources

The challenge to find additional funding sources is very real, and must be addressed to ensure the
program's longevity. Included herein are a few options for a grantee to explore. This list is in no way
exhaustive; and a grantee must leave no stone unturned when seeking the necessary funds for the
survival of their program.

Fundamental Learnings and Principles of Sustainability

http://www.ed.gov/pubs/LearnCenters/finance.html

http://www.financeproject.org/index.cfm?page=28

http://www.financeproject.org/publications/usingnclbfunds.pdf
An example of this document can be seen in Appendix E.

http://ceep.indiana.edu/manual/PDF2/Building%20and%20Sustaining%20After%20School%20Programs.
pdf

http://www.learningpt.org/afterschool/strength.pdf

AlabanmaCntury Community LeadingfiCenters
35


http://www.ed.gov/pubs/LearnCenters/finance.html
http://www.financeproject.org/index.cfm?page=28
http://www.financeproject.org/publications/usingnclbfunds.pdf
http://ceep.indiana.edu/manual/PDF2/Building%20and%20Sustaining%20After%20School%20Programs.pdf
http://ceep.indiana.edu/manual/PDF2/Building%20and%20Sustaining%20After%20School%20Programs.pdf
http://www.learningpt.org/afterschool/strength.pdf

Grant Writing and Proposal Basics

http://www.afterschoolalliance.org/fundingWritingProposals.cfm

http://www.cpb.org/grants/grantwriting.html

http://712educators.about.com/od/grantwriting/Grant_Writing.htm

http://foundationcenter.org/getstarted/tutorials/shortcourse/index.html

http://www.npguides.org/guide/index.html

http://www.tgci.com/

Funding Sources

http://www.afterschoolalliance.org/funding main.cfm

http://www.nccenet.org/Funding/index.cfm

http://www.schoolgrants.org/

http://grantsalert.com/

http://foundationcenter.org/

http://grants.gov/

https://www.cfda.gov/index?cck=1&au=&ck=

http://www.tgci.com/funding/top.asp?statename=Alabamad&statecode=AL

http://www.tgci.com/funding/cfs.asp?statename=Alabamaé&statecode=AL

http://www.tgci.com/funding.shtml
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@ Quality Indicators

Whether the 21% CCLC is an LEA (School-based) or CBO (Community-based) supported and/or
sponsored program, the following Standards of Excellence should be employed to ensure the effective
and efficient operation of all policies and procedures.

The first listing of standards and indicators pertains to the successful management and oversight
of the program. The latter refers to the daily operations and practices that enable the grantee to offer a
superior product to its students, families and community.

** Please note - Although all verbiage pertains to after-school programs, the same principles and
practices should be applied to both before-school and summer programs.**

[\ - : ,
Program Management (Administrative/Leadership)

Standard: The school's/CBO's policies and procedures support high quality after-school programming
for all children.

A The school/CBO supports the after-school program budget through direct and in-kind contributions,
including staff, space, utilities, maintenance, administration, materials, and equipment.

A There is an after-school site coordinator/program director responsible for facilitating regular and
ongoing coordination and communication between and among school and after-school staffs,
families, and participants.

A After-school staff members model respect, cooperation, and honesty, reflect cultural diversity, and
are philosophically aligned with the program goals and desired results.

A The principal and/or after-school site coordinator/project director implement a plan for improving
staff recruitment and retention, and for providing adequate financial compensation and benefits.

A The school/CBO identifies sources whose contributions to sliding fee scales, subsidies, and
scholarships will make the after-school program affordable for all families.

A The school/CBO accommodates children with special needs by utilizing school and community
resources.

A After-school staff understands and embraces cultural differences and regularly plan activities that
reflect various cultural traditions.

A Appropriate staff-to-child ratios are maintained by hiring adequate numbers of qualified staff and
volunteers. Recommended ratio is between 1:10 and 1:15, with group size not to exceed 30, for
ages 6 and older.

A There is an after-school program handbook that includes current program policies and procedures.

A A comprehensive orientation on program philosophy, routines, and practices is provided for new
staff members.

A Multiple systems are in place to maintain ongoing communication and routine sharing of information
between after-school staff and families about their children's well being.

A Family members are encouraged to visit and/or volunteer in the program, and have opportunities
for input on policy and procedures.

A After-school staff participate in a process of continuous program evaluation and improvement.

A When the school/CBO contracts with a vendor to provide services, a written agreement is in place
to ensure sound communication and to clarify policies, roles, and responsibilities with regard to
space, supplies, storage, procedures for opening and closing, lines of communication, clean-up and
maintenance, finances, licensing, and accountability.

Standard: Procedures are in place to ensure the safety and security of children.

A There is a system for signing children in and out of the after-school program, for locating children at
all times, and for knowing who will pick up each child at the end of the day.

A Inspection of equipment by a certified safety professional is don on a monthly basis.

A Staff is trained in first-aid procedure and practices, and current health, safety, and nutrition
standards appropriate for school-age children.
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A There is current documentation that the after-school program meets state and-or local health and
safety guidelines and regulations.
A The school/CBO building and grounds are clean, aesthetically pleasing, safe, and well maintained.

Standard: The program is supported with adequate and financial and material resources.

A Budget allocations reflect support of a variety of program options.

A The school/CBO, volunteers, and community advisors actively see supplemental financial or
material support from parents, business, civic organizations, and government and social service
agencies to support programming options.

A The after-school program has access to school equipment, supplies, and resources, including
computer and science labs, libraries, classroom facilities, gyms, and playgrounds.

Standard: The after-school program is supported by provision of professional development
opportunities for staff.

A A current schedule of workshops, seminars, and other development opportunities offered by local
schools, universities, churches, and civic organizations is displayed prominently and staff is
encouraged to attend.

A Time and financial resources are provided for attendance at workshops, seminars, and
conferences; for subscriptions to professional journals; and for professional interaction with other
after-school staff.

A After-school staff is included in appropriate development opportunities offered by the school.

A After-school staff receives at least 10 hours of in-service training a year in some of the following:

- Child and adolescent development

- Recognizing the range of children's abilities

- Developing multiple activities for a wide range of age and skill levels
- Understanding cultural diversity

- Guiding behavior

- Program management and evaluation

- Leadership traits and behavior

- Communication skills

- Group processes

- Effectively working with families

- ldentifying and working with special needs children

A The after-school site coordinator/project director meets regularly with staff to provide continuous
feedback and supervision, and to determine in-service needs.

Standard: The school/CBO supports safe transportation to and from after-school programs.

A The school/CBO makes every effort to provide safe and free or low-cost transportation to and from
the after-school program.

A High standards are maintained for vehicle and driver safety and in selection of sites for drop-off and
pick-up.

A Systems and procedures are in place for advance notification of changes in pick-up and drop-ff
routines for children.
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Standard: School/CBO and after-school staffs demonstrate respect for the importance of both school
and after-school experiences in children's development.

A School/CBO and after-school staffs create a welcoming environment for children and their families
by accommodating reasonable requests, and taking concerns or suggestions through proper
channels.

A A clear set of expectations for children's behavior is developed consistent with the needs, goals,
and philosophy of both the school and the after-school program.

A School/CBO and after-school staffs show professional respect for one another.

A Liaisons from the school and after-school staffs maintain a flow of information by holding regular
meetings to identify complimentary goals, determine desired results and goals for individual
children, work toward a broad curriculum approach, and share and reflect on successes and
challenges.

A The school principal(s) and the site coordinator/program director work together to prevent or
resolve problems.

A The school/CBO and after-school staffs promote consistent school-day and after-school practices
that reflect and celebrate diversity.
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ALy Program Operations (Teachers/Daily Operational Staff)

Standard: After-school programming reflects a commitment to promote knowledge, skills, and
understanding through enriching learning opportunities that complement the school day.

A Schools/CBO's use their resources and influence to ensure the program focuses on the development
of the whole child, integrating supports for emotional, physical, social, and cognitive development.
A Opportunities for socializing and practice of social skills are provided.
A Opportunities for enrichment include some of the following:
- Communication skills in reading, writing, speaking, spelling, and listening
- Math skills in computation, application, and problem solving
- Scientific inquiry into the natural and physical world, as well as practical applications of science
and technology
- The interrelationships of people and cultures to historic, geographic, and economic environments
- Participants in the arts, including visual arts, music, dance, and drama.
- Development of physical fithess and motor skills through sports and other physical activity.
- Opportunities for problem-solving that strengthen decision-making and higher-level thinking skills.
- Study and time-management skills to encourage children's responsibility for their own learning.
- Personal and civic responsibility and the significance of service to others.
- Appreciation of, and respect for, differences in culture, race, and gender.
- Skill development in computer and multimedia technology.

Standard: The after-school program actively seeks and promotes the involvement and support of the
entire community in program planning and implementation.

A School/CBO staff provides the essential link between school and after-school experiences by sharing
information on curriculum, homework assignments, assessment results, and instructional strategies.

A Parents and other family members are welcome to support children's learning by participating or
volunteering in after-school activities, and they receive advice on promoting learning opportunities at
home.

A Community members are invited to share their special talents and expertise with children in the after-
school program.

A Public facilities, such as libraries, parks, and community centers are utilized for expansion of program
offerings.

A Churches, civic clubs, social service agencies, etc. are approached to provide volunteers, funding, and
community service opportunities for children.

A Staff apply for available government funding.

A Area businesses are encouraged to provide release time for employees who volunteer their special
expertise, and to donate surplus supplies and equipment.

A Staff establish relationships with local colleges and universities that provide student volunteers, as well
as a wealth of faculty expertise.

A The program maintains a library of current resources for staff use, including books, videotapes, and
training manuals.

Standard: The school's/CBO's policies and procedures support high-quality after-school programming for
all children.

A The school/CBO supports the after-school program budget through direct and in-kind contributions,
including staff, space, utilities, maintenance, administration, materials, and equipment.

A There is an after-school site coordinator/program director responsible for facilitating regular and
ongoing coordination and communication between and among school and after-school staffs, families,
and participants.
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A After-school staff members model respect, cooperation, and honesty, reflect cultural diversity, and are
philosophically aligned with the program goals and desired results.

A The principal and/or after-school site coordinator/project director implement a plan for improving staff
recruitment and retention and for providing adequate financial compensation and benefits.

A The school/CBO identifies sources whose contributors to sliding fee scales, subsidies, and
scholarships will make the after-school program affordable for all families.

A The school accommodates children with special needs by utilizing school and community resources.

A After-school staff understand and embrace cultural differences and regularly plan activities that reflect
various cultural traditions.

A Appropriate staff-to-child ratios are maintained by hiring adequate numbers of qualified staff and
volunteers. Recommended ratio is between 1:10 and 1:15, with group size not to exceed 30, for ages
6 and older.

A There is an after-school program handbook that includes current program policies and procedures.

A A comprehensive orientation on program philosophy, routines, and practices is provided for new staff
members.

A Multiple systems are in place to maintain ongoing communication and routine sharing of information
between after-school staff and families about their children's well-being.

A Family members are encouraged to visit and/or volunteer in the program, and have opportunities for
input on policy and procedures.

A After-school staff participate in a process of continuous program evaluation and improvement.

A When the school/CBO contracts with a vendor to provide services, a written agreement is in place to
ensure sound communication and to clarify policies, roles, and responsibilities with regard to space,
supplies, storage, procedures for opening and closing, lines of communication, cleanup and
maintenance, finances, licensing, and accountability.

Standard: Procedures are in place to ensure the safety and security of children.

A There is a system for signing children in and out of the after-school program, for locating children at all
times, and for knowing who will pick up each child at the end of the day.

A Inspection of equipment by certified safety professional is done on a monthly basis.

A Staff is trained in first-aid procedures and practices, and current health, safety, and nutrition standards
appropriate for school-age children.

A There is current documentation that the after-school program meets federal, state and local health and
safety guidelines and regulations.

A The school/CBO building and grounds are clean, aesthetically pleasing, safe, and well maintained.

Standard: The program is supported with adequate financial and material resources.

A Budget allocations reflect support of a variety of program options.

A The school/CBO consistently maintains all accounting reports and makes them readily accessible to
federal, state and local authorities.

A The school/CBO, volunteers, and community advisors actively seek supplemental financial or material
support from parents, businesses, civic organizations, and government and social service agencies to
support programming options.

A The after-school program has access to school equipment, supplies, and resources, including
computer and science labs, libraries, classroom facilities, gyms, and playgrounds.
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Standard: The after-school program is supported by provision of professional development opportunities
for staff.

A A current schedule of workshops, seminars, and other development opportunities offered by local
schools, universities, churches, and civic organizations is displayed prominently and staff is
encouraged to attend.

A Time and financial resources are provided for attendance at workshops, seminars, and conferences;
for subscriptions to professional journals; and for professional interaction with other after-school staff.

A After-school staff are included in appropriate development opportunities offered by the school.

A After-school staff receive at least 10 hours of in-service training a year in some of the following:

- Child and adolescent development

- Recognizing the range of children's abilities

- Developing multiple activities for a wide range of age and skill levels
- Understanding cultural diversity

- Guiding behavior

- Program management and evaluation

- Leadership traits and behavior

- Communication skills

- Group processes

- Effectively working with families

- ldentifying and working with special needs children

A The after-school site coordinator/project director meets regularly with staff to provide continuous
feedback and supervision and to determine in-service needs.

Standard: The school/CBO supports safe transportation to and from after-school programs.

A The school/CBO makes every effort to provide safe and free or low-cost transportation to and from
the after-school program.

A High standards are maintained for vehicle and driver safety and in selection of sites for drop-off and
pick-up.

A Systems and procedures are in place for advance notification of changes in pick-up and drop-off
routines for children.

Standard: School/CBO and after-school staffs demonstrate respect for the importance of both school
and after-school experiences in children's development.

A School/CBO and after-school staffs create a welcoming environment for children and their families
by accommodating reasonable request and taking concerns or suggestions through proper
channels.

A A clear set of expectations for children's behavior is developed consistent with the needs, goals,
and philosophy of both the school and after-school program.

A School/CBO and after-school staffs show professional respect for one another.

A Liaisons from the school/CBO and after-school staffs maintain a flow of information by holding
regular meetings to identify complimentary goals, determine desired results and goals individual
children, work toward a broad curriculum approach, and share and reflect on successes and
challenges.

A The school principal and the site coordinator/program director work together to encourage and
facilitate the process of change and innovation.

A The school principal and the site coordinator/program director work to prevent or resolve problems.

A The school and after-school staffs promote consistent school day and after-school practices that
reflect and celebrate diversity.

* The above Quality Indicators were reproduced with permission from the Educational Products Department
of the National Association of Elementary School Principals. *
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3
Best Practices

The following list of Best Practices or Considerations is provided by the combined efforts of the State-
assigned Consultants. Their many years of experience have allowed them to deal with many issues and
have enabled them to advise grantees regarding potential pitfalls.

Some of these matters are addressed elsewhere in the manual in a more extensive manner, but bear
reiterating due to their importance. While others must be mentioned in order to emphasize their significance,
and urge the grantee to diligently address the subject.

MQ*‘L-‘ Finances

A No matter the role or position, be familiar with all aspects of the budget. This will serve as a guide
regarding the expenditure of money for the various facets of the program.

A The budget can and should be revised as needed throughout the fiscal school year, but the last
revision permissible must be submitted to the ALSDE no later than June 15™. Money cannot be spent
prior to being submitted and approved by the ALSDE.

A All expenditures of funds must follow approved system guidelines (Schools i LEA stipulations / CBO's
i Board approval)....usually submitted, approved, and filed by purchase order.

A A line item within the budget may be exceeded by up to 10% without a revision being submitted.

A Budgetary and financial questions should first be addressed with the ALSDE-assigned Chief School
Financial Officer of the applicable system. (LEA's) If a resolution is not found, the grantee should then
defer to their Consultant and/or ALSDE.

A CBO's should attempt to abide by the guidelines of the applicable LEA system. By seeking the
counsel of both the LEA system and their individual governing boards, financial issues should promptly
resolved.

A Administrative and Indirect Costs cannot exceed 25% of the approved grant for the fiscal school year
20097 2010.

A Other restrictive limitations for which grantees must be aware are 25% for transportation i 5% for
evaluation costs i 5% for training costs.

A If expenses become necessary in an area of the budget where no monies have been allocated, it
cannot be revised after-the-fact to include money in that area.

A If tuition and fees are assessed, they should be reasonable and based on a sliding scale as related to
the "free, reduced, or full-priced" meals system of the Child Nutrition Program (CNP). Remember, if a
family cannot pay, their children cannot be denied access to the program.

A If tuition and fees are assessed, a collection system must be established, and all monies collected
must be receipted. A grantee should follow the system-wide policy for accountability purposes. Most
systems require that all money received through a program be accounted for through the system's
central offices.

A Tuition and fees should be kept in a separate account for the appropriate maintenance, and the
monies should only be spent only the 21%' CCLC program.

A Procedures for late fee payments, bad checks, and non-payment of fees should be established and
enforced. Some systems allow parents/guardians to volunteer in lieu of payment, if deemed
necessary and appropriate. If this practice is utilized, it must be equally administered in a fair and
congruent manner.

A If scholarships or a waiver of fees are made available for some students, the policy must be consistent
for all those who qualify. Documented, established guidelines should be in place to ensure continuity.

A Scholarships awarded cannot be charged back to the grant and deducted accordingly from federal
funds.

A Individuals or businesses will sometimes sponsor a student. This can be a method of community
involvement. The partner should receive a tax credit at year's end.

A 21° CCLC funds cannot be utilized for fundraising activities.
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MGy

Staffing

A The major key to the success of a program is hiring the right staff. It must be clearly communicated,
"This is not a babysitting service."

A Pay and compensation must be comparable to the fair market standard. However, compensation
cannot and must not be excessive.

A To prevent staff burnout, their schedules can be regularly or periodically rotated. For example, MWF
and T/TH scheduling; and/or alternate days from week to week.

A It is recommended, that the budget reflect more staff positions than needed initially. The budget can
be revised later, if necessary, to delete some of these positions.

A All staff members must receive 20 hours of verifiable training each year. Records must be maintained
for evaluation purposes.

A All staff members must be very familiar with the goals and objectives of the program as outlined within
the original application.

A Staff members should understand that the 21* CCLC program works in conjunction with the school(s)
served; but, however, it is not merely a continuation of the school day. The students should enjoy
attending and look forward to participating in the program.

A Staff should plan daily, weekly, and monthly activities and maintain complete documentation.

A Regular communication between staff and the regular classroom teachers should be maintained and
documented.

A College students or qualified high school students can be utilized as aides where appropriate.

A Time sheets for every staff member must be completed and filed accordingly. All time sheets must be
approved and signed by the Site Coordinator/Program Director. The hours recorded on the time
sheets must have been approved by the applicable board. (LEA T School Board / CBO i Governing
Board)

A Daily staffing should be based upon actual student attendance numbers.

(i.e. Lower attendance = Fewer teachers)

™ students

A The maximum teacher to student ratio in a 21* CCLC program can be no greater than 1:15.

A Procedures for dealing with behavioral or disciplinary problems must be established and in accordance
with the applicable Board's policies.

A Behavioral policies should be well documented so students, parents, and staff are fully aware of them
and the consequences of disciplinary infractions.

A A signed agreement between the program, parents, and students acknowledging their understanding
and compliance with all policies, rules and guidelines should be on file. A Parent/Student Handbook is
highly advisable.

A Attendance is not mandatory; however, guidelines should be in place should students abuse the
privilege of attending.

A Grouping of students by age, grade level, and/or interests for certain activities, etc. is highly advisable.

A If special needs students will be in attendance, a plan must be in place to accommodate their
reguirements.

A Participation is a privilege, not a right. Disciplinary problems will not be rewarded with continued
attendance.

& Academics and Enrichment

A The US Department of Education requires that all 21* CCLC programs offer language, reading, and
math skills enrichment activities as part of their agenda. With imagination and creativity the
possibilities are unlimited.

A Homework assistance should be an integral part of the daily and weekly schedule.

A Remediation activities to supplement a student's learning should be provided. This will require
continual communication with the classroom teacher(s) and a spirit of corroboration.

A Remember...the program's initiatives can be modified to accommodate students' needs.
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ABC,, L .
e Communication and Publicity

A Keeping the lines of communication open with the superintendent, principals, (all those in leadership),
parents, and community members is absolutely essential.

A Progress reports, notes sent home, and personal one-on-one contact with parents will not only
effectively communicate the program'’s initiatives; but they will also help the cause of word of mouth
publicity.

A An Advisory Council can assist with publicity and community awareness suggestions. The council
must meet at twice a year. The agenda and minutes of the meeting must be available for review by
the ALSDE and filed accordingly.

A At the inception of the program, the community and parents must be well-informed. (i.e. the purpose
and mission, the first day, fees, activities, etc.)

A Communication can be done in many forms...flyers, letters home from the school administration and/or
program director, newspaper articles, press releases to the local radio and TV station for public service
announcements, church bulletins, handbills in grocery bags, etc.

A Federal and state reports are useful information for the dissemination of publicity.

A Family involvement can be enhanced with activities for the entire family of 21* CCLC participants. For
example i GED, computer, or parenting classes, special programs, etc.

A Changes in any programming details should be immediately and comprehensively detailed to all those
involved.

MQ“-‘;‘ Resources

A Not only should grantees utilize physical resources wisely, but they should leverage community
relationships wisely as well. Grantees should reach out to the Cooperative Extension Services, civic
clubs, charitable organizations, church groups, governmental agencies, fire and police personnel, etc.

A Volunteers should be incorporated into the program when appropriate. Screen and select them
carefully. Examples of which can be college students, senior citizens, grandparents, business
professionals, etc. Volunteers should never be left alone to supervise the students.

ABC o _ _
e Additional Considerations

A ltis highly advisable to involve the state Child Nutrition Program for providing snacks to the students in
the program.

A The coordination of Title 1 monies may be available to supplement initiatives of the program. Check
with the LEA superintendent for possibilities.

A There should be a documented sustainability plan that reflects how the program will survive and grow
after the grant money is no longer available.

A Determine in advance whether the program will operate during holidays, spring break, and summer. A
plan must be developed if the program is not going to strictly adhere to the school calendar.

A Daily and weekly transportation costs can oftentimes become cost prohibitive (field trips excluded). If
the intention is to transport students to and from the program, the grantee may want to consider having
a designated drop-off/pick-up site for parents to coordinate their efforts i rather than a house-to-house
delivery system.

A Each site should have several members of the staff trained in CPR. Safety concerns should be
addressed from the inception; and the local policies related to the administering of medications, illness,
fire and tornado drills, accidents, intruders, etc. followed.

A There should be some form of outside communication plan for alerting parents, families, and the
community should an emergency arise.

A Several programs utilize walkie-talkies for internal communication, and find them to be quite useful.

A Students can only be released into the care of their designated parents or a pre-approved designee.
The name(s) of the person(s) to whom the care of a student can be transferred must be available, and
a request for photo identification is still necessary at the time of pick-up. A sign-out sheet must be
maintained and must include the name of the person picking up the student, the time of dismissal, and
the date. If it is a designee, a driver's license, phone number, or other information may be required.
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Operations
Specifications

\
Financials

Within this portion, appropriate financial management and fiscal responsibility pertaining to the
proper administration of the 21% CCLC grant are outlined.

Staffing

General policies regarding employment and effective staffing are delineated within this section of
the manual. Exempt, contractual, and volunteer services are addressed in detail.

\!
Equipment/Inventory

Guidelines and regulations pertaining to that which is purchased with 21* CCLC funding are
contained herein .

Safety

Guidelines and procedures for the secure oversight of students within your care are discussed in
this section.

@ E-GAP

An overview of E-GAP procedures and step-by-step instructions are included within this portion of
the manual.

Reports

Instructions for Federal and State reports

@ Compliance Assistance

ALSDE Assistance with the appropriate implementation of the grant

\
Closeout Procedures

What to do when the federal funding is coming to an end
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Y
Financials

RBLy Fiscal Oversight and Responsibility

)

Foundation Receiving federal and state funding for the care and oversight of children, requires tremendous
responsibility and accountability. It is an ongoing process that demands consistent and continual supervision
and attention. To accomplish this directive, the grantee must begin with the correct foundation.

When building a house, one must diligently "count the cost." The grantee must determine the true cost of
providing a quality program for all students and their respective families. Remember, 21* CCLC funding is
considered "seed" money and is not intended to establish the program from its inception. The grantee must
have the capacity to operate a Before/After School program, realizing the 21%' CCLC grant cannot and must
not be its sole source of income. The ALSDE will assist the potential grantee in determining its true capacity
to ensure success and sustainability.

Additionally, as stated previously in the Preparatory Procedures - Planning Strategies portion of the manual,
one valuable tool for determining the true cost per child can be found on the following website:

http://www.wallacefoundation.org/cost-of-quality/Pages/default.aspx

** Though this instrument is a very valuable resource, it is merely a tool to be used as the grantee estimates
what the overall expense will be. Please keep in mind, it cannot account for every incidental variable. **

Financial Management The grantee must establish and adhere to sound financial management practices
that continually consider and remain consistent with the following:

A Federal laws, regulations and guidance

A Alabama state statutes, fiscal rules and responsibilities

A Generally accepted accounting and finance principles

Sound financial management practices reasonably ensure that the fiscal impact of the grantee's operations
are planned, controlled and accurately recorded and accounted for according to ALSDE rules, guidelines,
and specifications.

All fiscal transactions should comply with applicable laws, grant stipulations, and donor restrictions.

A system of Internal Controls must be implemented to ensure the successful implementation of effective
financial management.

All grantees are entrusted with the responsibility of preserving and administering Alabama state resources,
and using these resources in a prudent manner for their designated purposes as provided by federal and
state laws.

Fiscal Transactions Each individual who personally participates in any fiscal transaction must ensure the
following checks and balances are performed:
A All individuals involved have proper authorization
A Specific to any expense transaction, there are adequate funds allocated within the approved budget to
cover the transaction
A Reasonable consideration is given to the impact of the transaction to the overall program
A The transaction is timely and properly recorded and in accordance with the ALSDE financial system
A All original and corresponding documentation is correctly verified and filed
A lt is recommended for accountability purposes that transactions be confirmed by at least two
signatures i preferably a supervisory signature should be included (Please adhere to the applicable
LEA and/or CBO governing board procedures.)
A Supervisors must be responsible for properly informing all employees of the LEA/CBO's fiscal
transaction policies and procedures
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Internal Controls To ensure and maintain much needed Internal Controls, Principals, Site
Coordinators/Directors, Supervisors, etc. should continually ask some of the following questions:

A Have all employees (Exempt, Non-exempt, Volunteers) been properly trained and instructed regarding
their role in the program'’s fiscal responsibility?

A Have | provided adequate guidance and direction regarding spending practices to those in my charge
through ongoing conversations, daily operations, and performance reviews?

A Have | explained to everyone involved with our program they will be held personally accountable for
their actions when processing fiscal transactions?

A Have | set the tone for ethical conduct and integrity avoiding the very appearance of impropriety?

A Have | ensured that my own delegated approval authority is consistently carried out properly?

A Are duties segregated so that no one individual controls all phases of a transaction?

A Are the authorization and record keeping procedures adequate to achieve accuracy and reliability of
accounting data and other management information?

A Is there compliance with all applicable laws, regulations and rules, as well as with contracts, grant
guidelines and specifications, and donor restrictions?

A'Is there a process to inform in a proper and timely manner all constituents of the appropriate handling
of financial matters for the program?

A Are all assets - including facilities, data, equipment, supplies, inventory, accounts receivable, and cash
(to include - checks and credit card payments) - protected from unauthorized access or theft?

AIs there a viable process of continuous assessment and adjustment for any changes or revisions that
would affect accountability and internal controls?

A Have | voiced or reported any concerns to the ALSDE to preserve program compliance and success?

P‘%a‘-‘,-‘ Budgetary Procedures

The Budget is the grantee's roadmap to fulfilling the mission of the program. It is the projected plan through
which ideas are translated into expenses. Through diligent planning a comprehensive budget can
accomplish the following:

1 It can help refine the program's goals while reflecting realistic resources.

1 It can compel everyone working with the program to use funds wisely and efficiently.

9 It can provide accurate information to adjust, analyze, and evaluate programs and activities.

9 It can aid in decision making.

1 It can provide a historical reference to be used for future planning.

Basic Budgetary Components

1 A mission statement of the program's goals, objectives and priorities (What do we want to
accomplish? How will we accomplish this? How much will the program cost? Other than the 21st
CCLC grant, how will the program be funded?) This should be considered a Budgetary Narrative.
(Please refer to the application guidelines found on page 17 of this manual.)

1 A specified time period to which the budget applies (i.e. ALSDE fiscal school year/Oct. 17 Sept.30)

1 A method of reviewing budget plans and procedures

1 Budgeted financial statements: An estimated detailed income breakdown and an estimated detail
expense breakdown

Developing a Budget

1 When establishing the program, preparations must begin well in advance because the process will
take quite some time to ensure a thorough plan.

1 For established programs, preparations should begin several months prior to the close of the
current fiscal year.

1 Research and adhere to the individual LEA and/or CBO governing board policies regarding
expenditure deadlines. Remember to keep in mind summer programs as well.

1 Prepare a comprehensive outline of the program's planned activities for the upcoming year.

1 Determine available funds (annual income, cash on hand and funds in the bank, interest, etc.).

1 Do careful studies of funding sources, costs, estimated and probable fundraisers.

1 Estimate anticipated income and when it is expected to be available (fees, grants, annual gifts,
donations, etc.).

1 Define needed expense (curricula, materials and supplies, hardware, software, advertising, printing
costs, etc.).
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1 Get price quotations on certain expenditures and delegate certain responsibilities to ascertain
anticipated costs.

1 Adhere to State Bid laws i check with the purchasing department of LEA regarding this matter.

1 Rank in order by their relative importance, which activities and initiatives are the wisest expenditure
of funds.

1 All costs must be directly correlated to the needs, goals, and objectives of the program.

1 Remain cognizant of how much is available to be allocated for each necessary line item.

1 Negotiate as necessary while eliminating less essential expenditures and limiting certain others.

1 Revise, review, coordinate, cross-reference, and then assemble income and expenditures into a
final budget.

Managing the Budget

1 Once prepared, approved, and adopted, the budget must be closely managed.

1 Formulate general policies and procedures needed to achieve objectives.

1 Keep an accurate log of financial transactions (income and expenses) - maintain in an
organizational record book - check and balance records periodically.

1 As stated previously, internal controls must be established for safeguards and accurate accounting
data -- this encourages adherence and accountability.

9 Control cost -- allow only approved expenditures.

1 Habitually assess the budget humerous times during the budgeted period.

ABC,

Budgetary and Expenditure Reporting

LEA's - Each LEA system has a Chief School Financial Officer (CSFO). Many budgetary and financial
guestions can be answered by the CSFO. If greater insight and further clarification are needed, ALSDE
and/or the program's assigned Educational Consultant are always available to assist the grantee.

To ensure budgetary compliance and accountability, LEA's are responsible for posting their comprehensive
budget to the state E-GAP system by of each fiscal year. The budget will in turn be
reviewed/approved/not approved by the ALSDE with recommended changes and revisions. All revisions
must then be submitted via E-GAP to the ALSDE Accounting Department by June 15" of each fiscal year.
Monies cannot be spent prior to the budget being approved.

For CSFQO's only:

Both the budget and expenditures must be updated and recorded in McAleer - the state's electronic
accounting system. Alabama state law stipulates McAleer must be regularly updated within 45 days of the
end of each month. All requisition orders, receipts, bills of sale, etc., and any other corresponding, supporting
documentation pertaining to purchases and expenditures must be maintained and filed accordingly.

CBOQO's - Each CBO should have their own established financial and budgetary systems in place prior to
applying for the 21® CCLC grant. Policies and procedures should be established in general accordance with
the aforementioned parameters provided within this section of the manual.

To ensure budgetary compliance and accountability, CBO's are responsible for submitting in writing their
comprehensive budget to the ALSDE by of each fiscal year. The budget will in turn be
reviewed/approved/not approved by the ALSDE with recommended changes and revisions. All revisions
must then be submitted in writing to the ALSDE Accounting Department by of each fiscal
year. Monies cannot be spent prior to the budget being approved.

All expenditures must be submitted to the ALSDE Accounting Department on a month-by-month basis. All
requisition orders, receipts, bills of sale, etc., and any other corresponding, supporting documentation
pertaining to purchases and expenditures must be maintained and filed accordingly.

** For both LEA's and CBO's, documentation will be regularly examined by the ALSDE

and the program's assigned Educational Consultant. **
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Additional Budgetary Considerations
A Everything, both within the budget and expenses, must be properly allocated to the correct line item,
and duly traceable through documentation.
A Administrative and In-direct costs may not exceed the ALSDE allowed administrative cap. (Please
refer to the following section for greater clarification.)

A&C\“ .. . .
¥ Administrative and Indirect Cost Allowances

U Administrative Costs are defined as expenses directly related to the salaries and benefits of the following
individuals and/or those responsible for the effective management and leadership of the CLC program :
Director/Coordinator, Secretary, Financial Officer, Bookkeeper, etc. By ALSDE definition, Administrative
costs are considered one type of Indirect Costs.

A few considerations when allocating Administrative funds i

A Although eGAP allows LEA's to allocate all salary funding into Extended Day/Dependent Care, this is
not advisable.

A It is preferable and highly recommended that all 21* CCLC administrative salaries be allocated under
General Administrative. This allows for transparent traceability and accountability. This should be
applicable to the Budget Narrative as well.

A CBO's i Whatever accounting system is utilized with your organization, this same type of transparency
is highly advisable and recommended.

A Job Descriptions must be truly reflective of job duties and responsibilities. In other words, unless
Administrators are genuinely performing teaching/instructional responsibilities including abundant face
time with the students, their salaries cannot be considered instructional. Therefore, they must be
deemed Administrative and allocated accordingly.

A Salaries and expenses related to the direction and supervision of such functions as instruction,
guidance, attendance, transportation, community services, and student services are not indirect costs.

U Indirect Costs are defined as those costs of a general nature which are not readily identifiable with the
activities of the grant; but are, nevertheless, incurred for the joint benefit of those activities and other
activities or programs of the organization.

Indirect costs are costs meeting the following criteria:
A Incurred for a common or joint purpose benefiting more than one cost
A Not readily assignable to the cost objectives specifically benefited, without effort disproportionate to
the results achieved.

As used in the calculation of a restricted indirect cost rate, occupancy and space maintenance costs
means such costs as:

A Building costs whether owned or rented

A Janitorial services and supplies

A Building, grounds and parking lot maintenance

A Guard services

A Light, heat, and power

A Telephone, fax and other communication services

** | EA's must use their LEA-assigned Administrative/lIndirect Cost % rate, and
must not exceed this allocation. **

** CBO's must not exceed a 10% rate for Administrative/Indirect Costs. **

A complete explanation of Indirect Costs can be found in the document provided by the state department at
the following link: (This information is updated and uploaded periodically.)

https://docs.alsde.edu/documents/59/2011%20Alabama%20Indirect%20Cost%20Proposal%20Iinformation%?2
Ofor%20LEAs.pdf
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https://docs.alsde.edu/documents/59/2011%20Alabama%20Indirect%20Cost%20Proposal%20Information%20for%20LEAs.pdf
https://docs.alsde.edu/documents/59/2011%20Alabama%20Indirect%20Cost%20Proposal%20Information%20for%20LEAs.pdf

After reviewing the information provided therein, it is understandable why clear comprehension can be quite
a challenge. LEA's, please remember CSFO's are an endless resource and can provide
indispensable insight. LEA's and CBO's, the assigned Educational Consultant and the ALSDE
Administrator and staff are always willing to answer questions and offer guidance.

g

[T % During the initial Regional introductory sessions in which the 21% CCLC Operational Manual was
distributed, attendees requested better clarification, examples and FAQ's regarding Indirect
Costs be given. The nuances and enumerable scenarios that could be included preclude the
Zo\ ability to do so. Providing the most useful information and awareness is the primary goal, and

can best be served by referring grantees to those who have the best comprehensive answers.
Though stated multiple times throughout this document

When in doubt....please consult the ALSDE and/or the assigned
Educational Consultant!

ABL,
W@l Necessary, Reasonable, and Customary

Just because itbds all owabl e doesnobt mean it o

Necessary
R A costis necessary ifi

C Needed for the performance or administration of your grant
C Follows sound business practices
C Reflects fair market prices for comparable goods or services

x Do | really need this to administer the program?
x Is this the minimum/maximum amount needed to meet the needs of the students?

Reasonable
R Is this cost targeted to valid programmatic/administrative considerations?
R Does our program have the sustainable capacity to use what we are purchasing for this program?
R Did we pay a fair market rate and can we prove it?
R I'f this expense were in the | ocal newspaper OHEADLI
embarrassed?
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ABL

o

™Yl Allowable and Non-Allowable Expenses

The following specifications are taken directly from the Non-Regulatory Guidance provided by the federal
government. (See Appendix A.)

Each eligible organization that receives an award may use the funds to carry out a broad array of before-

and after-school activities (or activities during other times when school is not in session) that advance

student achievement. I n the Departmentodés view, | ocal
the following list:

1 Remedial education activities and academic enrichment learning programs, including
providing additional assistance to students to allow the students to improve their academic
achievement

1 Mathematics and science education activities

1 Arts and music education activities

1 Entrepreneurial education programs

1 Tutoring services (including those provided by senior citizen volunteers) and mentoring
programs

1 Programs that provide after-school activities for limited English proficient students that
emphasize language skills and academic achievement

i Recreational activities

1 Telecommunications and technology education programs

1 Expanded library service hours

1 Programs that promote parental involvement and family literacy

1 Drug and violence prevention programs, counseling programs, and character education

programs

Academic enrichment can include tutoring in core academic subjects, and provide extra learning
opportunities that provide students with ways to practice their academic skills through engaging, hands-
on activities.

Such activities might include some of the following:

A Chess clubs i to foster critical thinking skills, persistence and other positive work habits

A Theatre programs i to encourage reading, writing and speaking as well as teamwork, goal-setting
and decision-making

A Book clubs i to encourage reading and writing for pleasure

A Cooking programs i to foster the application of reading, writing, math and science skills

A Poetry contests and slams i to encourage reading, writing and speaking

A Woodworking programs i to encourage planning, measurement, estimation and other calculation
skills Computer clubs 1 to encourage the use of graphics, internet skills, print and newspaper
publishing; to promote writing, editing and knowledge of and comfort with technology

These types of enrichment programs are consistent with evidence of the importance of constructive learning
activities during the non-school hours.

For example, researcher Reginald Clark found that economically disadvantaged youth who participated in
constructive learning activities for 20-35 hours per week performed better in school than their more
passive peers.

You will note when reviewing these specifications, programs are given a wide berth regarding the
opportunities they may provide students and their families.

** To assist with compliance and further insight, a list of "Allowable and Non-Allowable" expenditures
is contained on the following pages.

* A complete comprehensive list does NOT exist. This list is only to be used as a guide, and NOT to
be considered exhaustive.

** \When questions arise and further clarification is needed, the grantee must defer to the ASLDE and
the assigned Educational Consultant for guidance. If in doubt.....ASK!
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ABC,

,

Allowable and Non-Allowable Expenses (Continued)

The following summary is provided for the grantee's convenience and is to be utilized as a "guide" only. ALSDE does
not accept responsibility for the interpretation of the Cost Principles as outlined below. Prior to expending funds, grantees
should consult all applicable laws, the ALSDE, and their assigned Educational Consultant. All costs must be budgeted
and approved on the original Grant Application (or Revision)prior to expenditure. Some costs, even after the original
Grant approval, will require specific approval from ALSDE prior to the expense.

LEA

CBO

Educational Institutes

ltems of OMB Circular A 87 OMB Circular A 122 OMB Circular A7 21
Cost (State, Local and Indian Tribal Non-profit, faith-based Universities & Colleges
Governments) Organizations
Accounting Allowable Not addressed Not addressed
Allowable for recruitment of grant | Allowable for recruitment of grant | Allowable for recruitment
personnel; procurement of goods | personnel; procurement of goods | of grant personnel,
Advertising and services; and disposal of and services; and disposal of procurement of goods and

surplus materials and any other
specific purpose necessary to
meet the requirements of the
Federal award

surplus materials and any other
specific purpose necessary to
meet the requirements of the
Federal award

services; and disposal of
surplus materials and any
other specific purpose
necessary to meet the
requirements of the
Federal award

Audit Services

Allowable for audits conducted
under the Single Audit Act
(OMB A'i 133)

Not addressed, but allowable for
audits conducted under the Single
Audit Act (OMB AT 133)

Not addressed, allowable
for audits conducted
under the Single Audit Act
(OMB A1 133)

Award for
Participation

Although not specifically
addressed in OMB AT 87,
allowed when necessary to
accomplish program obijectives;
Acceptable awards include
certificates, plaques, ribbons, and
small trophies nominal in cost, or
inexpensive instructionally related
items such as pens/pencils to be
used in the classroom

Although not specifically
addressed in OMB AT 122,
allowed when necessary to
accomplish program objectives;
Acceptable awards include
certificates, plaques, ribbons, and
small trophies nominal in cost, or
inexpensive instructionally
related items such as pens/
pencils to be used in the class-
room

Although not specifically
addressed in OMB AT
122, allowed when
necessary to accomplish
program objectives;
Acceptable awards
Include certificates,
plaques, ribbons, and
small trophies nominal in
cost, or inexpensive
instructionally related
items such as pens/pencils
be used in the classroom

Bad Debts

Unallowable

Unallowable

Unallowable

Bonding Costs

Allowable for employees who
handle grant funds when in
accordance with sound business
practices

Allowable for employees who
handle grant funds when in
accordance with sound business
practices

Not addressed

Communication
(may include
telephone, FAX|
postage-
mailing services
electronic
communication,

etc.)

Allowable

Allowable

Allowable
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Items of
Cost

LEA
OMB Circular AT 87
(State, Local and Indian Tribal
Governments)

CBO
OMB Circular A1 122
Non-profit, faith-based
Organizations

Educational Institutes

OMB Circular AT 21
Universities & Colleges

Compensation
for Personnel
Services (may
include salaries,
wages, and
benefits

1 Allowable if costs are reasonablg
comparable for similar work &
charges are supported with time
distribution records and other
documentation as stipulated in
OMB AT 87

1 Accurate time sheets that reflect
actual hours worked must be
maintained and filed accordingly.

1 Allowable if costs are reasonablg
comparable for similar work &
charges are supported with time
distribution records and other
documentation as stipulated in
OMB AT 87

9 Accurate time sheets that reflect
actual hours worked must be
maintained and filed accordingly

1 Allowable if costs are
reasonable, comparable
for similar work & charges
are supported with time
distribution records and
other documentation as
stipulated in OMB AT 21

9 Accurate time sheets that
reflect actual hours
worked must be
maintained and filed

accordingly.
Construction | Unallowable Unallowable Unallowable
or remodeling
Contributions/| Unallowable Unallowable Unallowable
Donations
to others * Ex.-Grant money cannot be donated to | = Ex -Grant money cannot be donated to | * Ex.-Grant money cannot be
receive free publicity or acknowledgment. | receijve free publicity or acknowledg- donated to receive free publicity or
(i.e. Ad in a Yearbook, etc.) ment. (i.e. Ad in a Yearbook, etc.) acknowledgment. (i.e. Ad in a
Yearbook, etc.)
Criminal Allowable Allowable Allowable
Background
Checks
Unallowable for prosecution of Unallowable for prosecution of Unallowable for prosecution
Defense, claims against federal/state claims against federal/state of claims against federal/
Prosecution, | government government state government
Claims and
Appeals

Depreciation
and
Use Allowance

9 Allowable based on acquisition
cost as stipulated in OMB A1 87|

1 Please defer to the Closeout
Procedures delineated in this
manual for very detailed
specifications.

9 Allowable based on acquisition
cost as stipulated in OMB AT 87

1 Please defer to the Closeout
Procedures delineated in this
manual for very detailed
specifications.

1 Allowable based on acquisiti
cost as
stipulated in OMB AT 87

9 Please defer to the
Closeout Procedures
delineated in this manual
for very detailed specifica-
tions.

Disbursing
Service

1 Allowable for cost of disbursing
funds by the CFSO, treasurer or
other designated officer

9 Accurate time sheets that reflect
actual hours worked must be
maintained and filed accordingly.

1 These hours must be allocated
as a line within the budget and
must fall within the ALSDE
Admin allowance.

1 Allowable for cost of disbursing
funds by the treasurer or other
designated officer

9 Accurate time sheets that
reflect actual hours worked
must be maintained and filed
accordingly.

9 These hours must be allocated
as a line within the budget and
must fall within the ALSDE
Admin allowance.

1 Allowable for cost of
disbursing funds by
treasurer or other
designated officer

9 Accurate time sheets that
reflect actual hours worked
must be maintained and
filed accordingly.

9 These hours must be
allocated as a line within the
budget and must fall within
the ALSDE Admin
allowance.
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LEA

CBO

Educational Institutes

ltems of OMB Circular Ai 87 OMB Circular Ai 122 OMB Circular A 21

Cost (State, Local and Indian Tribal Non-profit, faith-based Universities & Colleges
Governments) Organizations

Displays,

Demonstrations,| Allowable Allowable Allowable

and Exhibits

Employee Allowable Allowable Allowable

Benefits

Entertainment Unallowable Unallowable Unallowable

Including amuse-
ment, diversion,
social activities,
ceremonials &
any cost with such

Equipment &
Other Capital
Expenditures

Capital expense is defined as
items that cost greater than $5000
per unit, and require specific

Capital expense is defined as
items that cost greater than
$5000 per unit, and require

Capital expense is defined as
items that cost greater than
$5000 per unit, and require

(includes approval from the ALSDE, prior to| specific approval from the specific approval from the

shipping cost purchase. ALSDE, prior to purchase. ALSDE, prior to purchase.

and ancillary

charges)

Executive Unallowable Unallowable Unallowable

Lobbying

Costs

Field Trips Although not specifically Although not specifically Although not specifically
addressed in OMB AT 87, addressed in OMB A1 87, addressed in OMB A1 87,
educational field trips are allow- | educational field trips are allow{ educational field trips are
able when directly related to a able when directly related to a | allowable when directly
teacher's lesson as part of teacher's lesson as part of related to a teacher's lesson
classroom instruction and when | classroom instruction and when | as part of classroom instruc-
necessary to meet program necessary to meet program tion and when necessary to
objectives. Limited to in-state objectives. Limited to in-state | meet program objectives.
travel only, without ALSDE travel only, without ALSDE Limited to in-state
approval. approval. travel only, without ALSDE

approval.

Fines and Unallowable except when incurred Unallowable except when Unallowable except when

Penalties as a result of compliance with incurred as a result of incurred as a result of
specific federal award provisions. | compliance with specific federal| compliance with specific

award provisions. federal award provisions.
Food Costs Although not specifically Although not specifically Although not specifically

addressed in OMB A'i 87, food
costs are allowable for students &
participants as long as they are
necessary & reasonable to
accomplish the goals & objectives
of the program. *

addressed in OMB A1 87, food
costs are allowable for students
participants as long as they are

necessary & reasonable to
accomplish the goals &
objectives of the program. *

addressed in OMB A1 87,
food costs are allowable for
students &participants as
long as they are necessary &
reasonable to accomplish the
goals & objectives of the
program. *

* The ruling regarding food varies from state to state. ALSDE allows the purchase of food for students within reasonable
boundaries. ALSDE highly recommends the incorporation of the state's Child Nutrition Program as a collaborative partner for
healthy snacks, etc. As examples, ALSDE views trips to The Golden Corral, Dairy Queen, etc. as unacceptable.
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LEA CBO Educational Institutes
ltems of OMB C‘ilrcular A I 87 ol OMB CI;-Cu][a-r ﬁ\ 1122 OMB Circular Ai 21
Cost (State, Local and Indian Triba Non-pro it, fait -based Universities & Colleges
Governments) Organizations
Fundraising, Unallowable Unallowable Unallowable
including
financial * Grant money cannot be spent to raise * Grant money cannot be spent to * Grant money cannot be spent to

campaigns and
solicitations of
gifts, donations,
contributions,etc

money. (Ex. Buying materials to raffle)

raise money. (Ex. Buying materials to
raffle)

raise money. (Ex. Buying materials
to raffle)

Goods and Unallowable Unallowable Unallowable

Services for

personal use

Hospitality Unallowable Unallowable Unallowable

Rooms Ex. T Banquet Halls, etc. for hosting Ex. 1 Banquet Halls, etc. for hosting Ex. 1 Banquet Halls, etc. for hosting

Events, hotel rooms for program guests

Events, hotel rooms for program
guests

Events, hotel rooms for program
guests

Housing and
Personal Living

Unallowable

Unallowable

Unallowable

Expenses

Insurance Insurance is allowable when Insurance is allowable when Insurance is allowable when
pursuant to the grant and when in | pursuant to the grant and when| pursuant to the grant and whe
accordance with governmental accordance with governmental | in accordance with governmer
unit's policy and sound business | unit's policy and sound unit's policy and sound busine
practices. business practices. practices.

Lobbying Unallowable Unallowable Unallowable

Maintenance,
Operations, and
Repair

Maintenance and operation of
building space used for grant

activities is allowable to maintain

property's functionality as
specified in OMB AT 87.

Maintenance and operation of
building space used for grant
activities is allowable to
maintain property's functionality
as specified in OMB AT 87.

Maintenance and operation of
building space used for grant
activities is allowable to
maintain property's
functionality as specified in
OMB AT 87.

Materials and
Supplies
(includes
Shipping costs)

Allowable, while bearing in mind

the stipulations of Reasonable
and Customary. (p.51)

Allowable, while bearing in
mind the stipulations of
Reasonable and Customary.

(p.51)

Allowable, while bearing in
mind the stipulations of
Reasonable and Customary.

(p.51)

Meetings/
Conference

Allowable for dissemination of
information related to the grant.

Allowable for dissemination of
information related to the grant.

Allowable for dissemination
of information related to the
grant.
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Items of
Cost

LEA
OMB Circular A1 87

(State, Local and Indian Tribal

Governments)

CBO
OMB Circular A1 122
Non-profit, faith-based
Organizations

Educational Institutes

OMB Circular AT 21
Universities & Colleges

Memberships

Allowable for membership with
business, professional, and
technical organizations related to

the grant. Membership must be in

the name of the grantee
organization and not in the name
of an individual.

Allowable for membership with
business, professional, and
technical organizations related
to the grant. Membership must
in the name of the grantee
organization and not in the
name of an individual.

Allowable for membership with
business, professional, and
technical organizations related
to the grant. Membership must
in the name of the grantee
organization and not in the
name of an individual.

Memorabilia

Unallowable

Unallowable

Unallowable

Prei Award
(Pre i Agreement)
Costs

Unallowable unless specific
approval is given by the ALSDE.

Unallowable unless specific
approval is given by the
ALSDE.

Unallowable unless specific
approval is given by the
ALSDE.

Professional Allowable Allowable Allowable
Development
Promotional Unallowable Unallowable Unallowable

Items (such as
t-shirts, caps, tote
bags, key chains,
etc.

ALSDE allows the purchase of 1 T-shirt w/
the 21% CCLC logo prominently displayed

for identification and safety purposes.

ALSDE allows the purchase of 1
T-shirt w/ the 21% CCLC logo
prominently displayed for identification
and safety purposes.

ALSDE allows the purchase of 1 T-
shirt w/ the 21% CCLC logo prominently|
displayed for identification and safety
purposes.

Proposal Cost
(i.e. preparing
Grant application
And proposals)

ALSDE does not allow costs of
preparing grant applications/
proposals for competitive
discretionary grants.

Additionally, grant funding cannot

be utilized for preparing
applications/proposals to obtain
grant monies.

ALSDE does not allow costs
of preparing grant applications
proposals for competitive
discretionary grants.
Additionally, grant funding
cannot be utilized for
preparing applications/
proposals to obtain grant
monies.

ALSDE does not allow costs
of preparing grant
applications/ proposals for
competitive discretionary
grants.

Additionally, grant funding
cannot be utilized for
preparing applications/
proposals to obtain grant
monies.

Public
Relations

Allowable only when specifically
required by the grant award for
communicating with the public
regarding grant activities; or to
keep the public informed on
matters of public concern and as
specified in OMB A1 87, Attach-
ment B, section 2.d.

Costs of public relations designed

solely to promote the LEA/CBO
are unallowable.

Allowable only when
specifically required by the
grant award for communicating
with the public regarding grant
activities; or to keep the public
informed on matters of public
concern and as specified in
OMB A1 87, Attachment B,
section 2.d.

Costs of public relations
designed solely to promote the
LEA/CBO are unallowable.

Allowable only when
specifically required by the
grant award for communicating
with the public regarding

grant activities; or to

keep the public informed on
matters of public concern and
as specified in OMB AT 87,
Attachment B, section 2.d.
Costs of public relations
designed solely to promote

the LEA/CBO are unallowable
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Items of
Cost

LEA
OMB Circular AT 87
(State, Local and Indian Tribal
Governments)

CBO
OMB Circular A1 122
Non-profit, faith-based
Organizations

Educational Institutes

OMB Circular AT 21
Universities & Colleges

Publication and
Printing Costs
(includes distribu-
tion & mailing of
publications)

Allowable

Allowable as Indirect Costs.
Allowable as direct cost to the
grant only with specific
approval from the ALSDE.

Not addressed

Rearrangements
and Alterations

Allowable for ordinary and normal
rearrangement and alteration of
facilities to accommodate
effective facilitation.

Allowable for ordinary and
normal rearrangement and
alteration of facilities to
accommodate effective
facilitation.

Allowable for ordinary and
normal rearrangement and
alteration of facilities to
accommodate effective
facilitation.

Reconversion
Costs

Allowable to restore facility to the
condition existing immediately
prior to the grant award (less the
costs related to normal wear and
tear).

Allowable to restore facility to
the condition existing
immediately prior to the grant
award (less the costs related
to normal wear and tear).

Allowable to restore facility to
the condition existing
immediately prior to the grant
award (less the costs related to
normal wear and tear).

Recruiting and
Relocation Costsg

Not addressed. Please defer to
the ALSDE for direction.

Allowable as specified in
OMB AT 122.

Allowable as specified by
OMB AT 21.

Rental Costs

Allowable to the extent that the
rates are comparable to that of
other rental property in the locale
of the program; and as specified
in OMB AT 87.

Allowable to the extent that
the rates are comparable to
that of other rental property in
the locale of the program; and
specified in OMB A1 87.

Allowable to the extent that the
rates are comparable to that of
other rental property in the
locale of the program; and as
specified in OMB A1 87.

Service Learning

Allowable as it pertains to the
implementation of the grant, and
in keeping with all other
Allowable/Unallowable expense
specifications.

Allowable as it pertains to the
implementation of the grant,
and in keeping with all other
Allowable/Unallowable
expense specifications.

Allowable as it pertains to the
implementation of the grant,
and in keeping with all other
Allowable/Unallowable
expense specifications.

Souvenirs

Unallowable

Unallowable

Unallowable

Subscriptions

Allowable for business,
professional, and technical
periodicals when related to the
Grant. Subscriptions must be in
the name of the grantee organi-
zation and not in the name of the
individual.

Allowable for business,
professional, and technical
periodicals when related to
the Grant. Subscriptions must
be in the name of the grantee
organization and not in the
name of the individual.

Allowable for business,
professional, and technical
periodicals when related to the
Grant. Subscriptions must be
in the name of the grantee
organization and not in the
name of the individual.

Taxes

Allowable except for self-
assessed taxes.

Allowable as specified in
OMB AT 122.

Allowable as specified in OMB
AT 21.
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Items of
Cost

LEA
OMB Circular Ai 87
(State, Local and Indian Tribal
Governments)

CBO
OMB Circular A1 122
Non-profit, faith-based
Organizations

Educational Institutes

OMB Circular Ai 21
Universities & Colleges

Training and
Education

Allowable for the training and
development of employees.

Allowable for the training and
development of employees.

Allowable for the training and
development of employees.

Transportation

Allowable for the purposes of bus
rentals, etc.

However, grant funds cannot be
used to purchase buses, vans, etc.

Allowable for the purposes of
bus rentals, etc.

However, grant funds cannot
be used to purchase buses,
vans, etc.

Allowable for the purposes of
bus rentals, etc.

However, grant funds cannot
be used to purchase buses,
vans, etc.

Transportation
of Goods

Allowable for goods directly
related to the grant and purchased
with grant funds.

Allowable for goods directly
related to the grant and
purchased with grant funds.

Allowable for goods directly
related to the grant and
purchased with grant funds.

Travel Costs

Travel costs are allowable related
to expenses for transportation,
lodging, sustenance, and related
items incurred by employees
traveling on official business.
Such costs may be charged on an
actual cost basis, on a per diem or
mileage basis in lieu of actual
costs incurred, or in a combination
the two i provided the method
uses is applied to an entire trip,
and results in charges consistent
with those normally allowed in like
circumstances in non-federally-
sponsored activities.
Notwithstanding the provisions of
Section 23, travel costs of officials
covered by that section, when
specifically related to federal
awards are allowable with the prior
approval of the LEA.

All LEA grantees must abide by
the policies of the applicable LEA
Board.

Travel costs are allowable
related to expenses for
transportation, lodging,
sustenance, and related
items incurred by employees
traveling on official business.
Such costs may be charged
on an actual cost basis, on a
per diem or mileage basis in
lieu of actual costs incurred,
or in a combination of the two
provided the method uses is
applied to an entire trip,

and results in charges
consistent with those normally
allowed in like circumstances
in non-federally-sponsored
activities. Notwithstanding the
provisions of Section 23,
travel costs of officials
covered by that section, when
specifically related to federal
awards are allowable with the
prior approval of the ALSDE.
All CBO grantees must abide
by the policies of the
applicable governing CBO
Board.

Travel costs are allowable
related to expenses for
transportation, lodging,
sustenance, and related

items incurred by employees
traveling on official business.
Such costs may be charged on
an actual cost basis, on a per
diem or mileage basis in lieu of
actual costs incurred, or in a
combination of the two T
provided the method

uses is applied to an entire trip,
and results in charges
consistent with those normally
allowed in like circumstances in
non-federally-sponsored
activities.

Notwithstanding the provisions
of Section 23, travel costs of
officials covered by that
section, when specifically
related to federal awards are
allowable with the prior
approval of the ALSDE
Educational Institute grantees
must abide by the policies of
the applicable governing
Board.

Tuition and Fees

Allowable as it pertains specifically
to the grantee program.

Please refer to the Tuition & Fees
portion of the Operations Manual.

Not specifically addressed,
but allowable as it pertains
specifically to the grantee
program.

Please refer to the Tuition &
Fees portion of the Operations

Manual.

Not specifically addressed,

but allowable as it pertains
specifically to the grantee
program.

Please refer to the Tuition &
Fees portion of the Operations
Manual.

This chart is in no way comprehensive...

ALWAYS defer to the guidance of the ALSDE
and the assigned Educational Consultant prior to the expenditure of funds!
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Supplementing vs. Supplanting

In the South, there are two phrases which, unfortunately, are not applicable to this topic.

"Let's not open that can of worms" and "Let's let sleeping dogs lie."

Though an unpalatable subject at times, it must still be addressed to avoid ambiguity and confusion. So let's
keep it as simple, clear and succinct as possible.

The majority of this information is primarily applicable to LEA's.

A Little Clarity

Thetermi suppl emegndéfi ned as At o Asdd ptl mértsWitriedlace ottdke t er m
the place of . 0

Both federal and state laws require that 21% CCLC program funds be used to supplement (increase), but
not supplant (replace), the existing level of federal, state, local and other non-federal or state
funds that have been available to conduct before and after school program activities.

A Grant (categorical) funds are additional resources to provide targeted services beyond the basic
educational program.

A Grant (categorical) funds do not replace nor are they a substitute for state and local expenditures.

A Using federal funds to substitute or replace existing or previously existing programs and services funded by
non-federal sources (state/local) is considered supplanting.

A Additionally, substituting or replacing funds from other federal/state programs required by law for specific
categories of students is considered supplanting.

The Rule

The Federal Supplement not Supplant Provision requires that federal funds be used to augment the regular
educational program. They must not be used to substitute for funds or services that would otherwise be
provided during the time period in question.

The statute requires that state and | ocal educational a
through entitlement and competitive funding only to supplement the amount of funds available from
nonfederal sources for the education of students and applicable programs.

The SEA and LEA cannot use these federal funds to supplant funds that would, in the absence of federal
funding, have been spent to provide for students and their families through the 21% CCLC program.

Bottom Line -
R For the time period in question (the life of the grant during that fiscal school year), what would
have occurred in the absence of federal funds?
R The SEA and/or LEA must demonstrate that it would not have provided the services in question
with non i federal funds had the federal funds not been available.

Examples and FAQ's

U An agency may increase (supplement) its existing state-funded student enrollment in an after
school program by using new federal or state funds to increase the number of students in the
program.

G A school district currently funds the |librarianéds s
State general funds. Now that the district is approved for a 21* CCLC grant, the district would like

to use these grant funds to pay for the | ibrarianés
district may notuse 21*CCLC funding to pay for the | ibrariands
supplanting.
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U Last year the LEA used state and local funds to provide a writing program for an Afterschool Program
(i.e. specialized teacher, materials, assessments, etc.). This year the LEA wants to use 21 CCLC
funds to continue the program. This could be considered supplanting.

Question:
May 21* CCLC funds be used to enhance an existing program (e.g., hire additional
teachers)?

Answer:
Yes. 21st CCLC funds may be used to enhance an existing After School Education or 21* CCLC
program if the program expands to serve additional students and/or schools/sites.

Question:
How will the ALSDE monitor programs for compliance
requirement?

Answer:
The ALSDE provides technical assistance directly and through an assigned Educational Consultant.
Additionally, ALSDE conducts Compliance Assistance Monitoring. The process consists of data and
document review and onsite visits to determine compliance with requirements for each categorical
program, including before and after school programs.

Question:
Can 21% CCLC grantees use funds from other federal, state and local programs that have
related purposes?

Answer:
Yes. The US Department of Education and the ALSDE strongly encourage local programs to identify
other sources of related funding and to describe, in its programs plans, how these resources will be
combined or coordinated to offer a high quality, sustainable before and after school programs.

The Key

R Keep in mind...a determination regarding supplanting is very case specific; and it is difficult to provide
general guidelines without examining the details of a each situation.

R A tremendous amount of extensive documentation is essential. (i.e. Board notes and minutes,
rationale and justifications, collaboration and cooperation of funding, etc.)

R Seek the guidance of ALSDE and/or the assigned Educational Consultant prior to the expenditure of
funds....as with most anything else!
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Cq, -
1 Tuition and Fees

I >
X

The federal statutes pertaining to 21* CCLC programs do not stipulate whether tuition should or should not be
charged. Although it does mandate and give guidance in regard to the following:

C Theintent of 21% CCLC programs is to establish local programs that offer "academic assistance
and enrichment opportunities during non-school hours for children, particularly students who
attend high-poverty and low-performing schools" regardless of their ability to pay. Though it is not
against the rules to charge fees for participation in programs, a grantee may NEVER exclude any
eligible student from attending and taking advantage of the before/after/summer school programs.

C If registration, tuition, supply, etc. fees are charged, the grantee must establish a sliding scale of
fees and scholarships for those who cannot afford to participate. Typically, this scale is based
upon set criterion (i.e. family income, etc.). All income collected from fees must be used to fund
program activities specified in the grant application.

C If a21st CCLC grantee decides to charge fees, Section G-14 of the US Department of
E d u c a t2ilsbCCLG Program Non-Regulatory Guidance requires that services be equally
accessible to all students targeted in the community. All policies must be fair, consistent and
equitably administered avoiding any type of discrimination or favoritism.

X For the purpose of operational effectiveness and increased sustainability, ALSDE does recommend that
some form of tuition be considered, in line with the above criterion. A sense of involvement and ownership
are fostered when a family contributes in various ways to the success of the program.

ABC,, .
@@ Revisions

Throughout the school fiscal calendar year, it may become necessary to "revise" or adjust the initial budget
which was submitted with the original application. A modification may be needed to meet the program needs
and maintain the integrity of the grant application's primary goals and objectives.

Whether the program is an LEA or a CBO, the procedure remains the same as with the original application i
only the medium with which the revision is submitted is different.

LEA's = eGAP & CBO's = Written

Revisions must be submitted through the same application process or chain of command.....the LEA/CBO
must adhere to the procedures delineated by their applicable system and/or governing board.

A Program Director/Coordinator

A CSFO or Financial Officer

A Principal/Superintendent

A ALSDE State Coordinator

Revisions should include the following:
A Detailed budgetary delineation
A Detailed narrative justification
A Detailed implementation plan for revised funds

**Prior to submitting a revision to the ALSDE, please allow the assigned Educational Consultant to
review all applicable documentation.

** Final approval from the ALSDE must be complete prior to the expenditure of funds. The
responsibility lies with the grantee to follow-up with the ALSDE to secure approval. **

Please note: Though the ALSDE allows revisions throughout the life of the grant, the last revision of the fiscal
school year must be submitted no later than June 15",

(Some LEA's and CBO governing boards will only allow one to two revisions a year, and have very specific
regulations regarding their timing and submission.....the grantee must defer to these guidelines.)
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\
a Statfing

A%sg General Employment Policies

An attempt to address the laws pertaining to general employment standards, the Fair Labor Standards Act,
Alabama Educational Tenure regulations, and so on could fill several manuals. The desire is not to weigh
down the grantee with cumbersome laws, legislation, and verbiage; but rather provide the basics of
employment guidance.

For comprehensive wisdom and insight, LEA's/CBQO's should seek counsel and direction provided by the HR
professionals affiliated with their applicable governing board. Employment law is constantly changing and
evolving due to precedents set in the court systems. Therefore, requesting guidance is always advisable.

The Basics ~
The State of Alabama is an Employment-at-Will State and does not have any laws on the books
pertaining to the hiring and firing of an employee. The employer can hire anybody he wants and fire
anybody he wants as long as he does not discriminate against the employee. Discrimination is based
on the age, sex, race, religion, national origin, color or disability of the individual.
- http://www.alalabor.state.al.us/FAQ.htm -

However, we live in a society that is prone to superfluous publicity and litigation. Failure to follow procedures
of Due Process can expose the grantee to unwanted complications, and can act as a tremendous deterrent to
helping the very children and families we seek to serve.

To avoid such scenarios T as has already been recommended i seek counsel. Additionally, have well
documented policies and procedures that are in compliance with Alabama State law and in accordance with
board stipulations. A grantee should develop an employee handbook or manual that defines some of the
following of the program's standards:

Introduction
1 Table of Contents
1 Program Mission, Goals and Objectives
1 Employee Sign-off signifying receipt of the handbook, the at-will statement, and employee
acknowledgement that he/she understands and will abide by the contents

General Employment Information

Equal Employment Opportunity Policy
Accommaodation for People With Disabilities
Code of Conduct and Ethics

Employee and Employer Confidentiality
Personnel File Policy

Access to Personnel Records

Harassment and Discrimination

Dress Code

Attendance at Work

Attendance Expectations and Policy
Working Hours and Overtime

Time Sheets/Recording hours worked
Compensation (Paycheck) Schedule
Break and Lunch Periods

Severe Weather and Emergency Closings
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