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  Management Tasks
	Project Management

	Planning

	
	Needs Assessment

	
	Initial Program Design

	
	Response to RFA

	
	Negotiation of Awarded Grant

	
	Hire Project Director

	
	Determine Scope of Project

	
	Compose Job Descriptions

	
	Hire Site Coordinators & Other Administrative Staff (Family Engagement Specialist, etc…) 

	
	Apply for TX21st Login for all Administrative Staff

	
	Register for MyTexasACE Login’s for all Administrative Staff

	
	Setup E-mail and District Data Software for all Administrative Staff

	
	Train Site Coordinators: Grant Compliance, Scheduling, Hiring, Retention, Classroom Management, Leadership, Organizational Policies, Activity Planning, Enrollment, & Campus Connection

	
	Set Preliminary Timeline to Open Program

	Resourcing

	
	Develop Year One Project Plan

	
	Begin Marketing Program at Campuses and in Community

	
	Develop Program Activities using Four-Component Guide

	
	Develop Schedule at Each Campus (be sensitive to testing days and campus events)

	
	Secure Classroom Space and Office Space for Site Coordinators

	
	Develop Enrollment Criteria/Guidelines/Procedures

	
	Develop Parent Handbook (include attendance policy, discipline policy, program objectives, schedule, & family engagement requirements – examples found on MyTexasACE)

	
	Develop Enrollment Packet (be sure not to forget to enroll parents in planned activities)

	
	Enroll Students using Criteria

	
	Meet with Transportation Division to set policy if you are providing bussing (be sure to include this information in your enrollment packet)

	
	Hire Front-Line Staff Based on Projected Enrollment & Ratio Goals

	
	Train Front-Line Staff: Activity Best Practices, Classroom Management, Lesson Planning

	
	Begin Development of Policies and Procedures Handbook

	
	Complete Supply List Based on Planned Activities

	
	Set Up Nutritious Snack Plan with Nutrition Department

	
	Set Up Communications Plan (Weekly Meetings, Monthly Meetings, E-Mail, etc…) This should include how often you meet with your team, how often they meet with their team, how often they meet with their Principal, & when you report to the Administrators/Board.

	
	Begin Planning for Next Year Continuation Funding


	Implementing/Managing

	
	Open ACE Program no later than date required by TEA

	
	Continue to Enroll

	
	Complete Policies & Procedures Handbook and Disseminate

	
	Complete ACE PRIME Assessment

	
	Conduct Campus / Classroom Observations Based on Policy

	
	Adjust Program as Needed Based on Observations

	
	Build Substitute List to Cover Turnover and/or Illness

	
	Hold Regular Meetings with Administrative Team to Review Program Quality, Schedules, Changes, and Risks (this will be the opportunity to strategize about how to ensure enrollment/attendance numbers are met)

	
	(If applicable) - Form Community Afterschool Task Force (CAT) and Meet to Review Program Implementation and Begin Work on 5-Year Strategic Plan. The CAT should help you do a SWOT Analysis on the Program to Plan for Years 2 to 5. Even though this process is optional, it is a great tool to benefit the program and enhance offerings.  

	
	Schedule and Hold Regular Update Meetings With Campus Administration, District Administration, and Board. 

	Enduring

	
	(If Applicable) Hold CAT Meeting to Reflect on Completed Year and Identify Strengths, Weaknesses, Opportunities, & Threats for the Upcoming Year. 

	
	Complete TEA Final Yearly Report

	
	Conduct Board Presentation

	
	Move Back Into Implementation Phase Until End of Year Five

	
	Year Five: Move Into Sustainable Plan.

	Data Management

	Planning

	
	Review District AEIS Report to Determine Needs

	
	Set Agreements with PEIMS Department & Campus Administration for Data Collection

	
	Watch Webinar on TX21st

	
	Train Site Coordinators on TX21st, Data Collection Requirements

	Resourcing

	
	Gather Baseline Achievement, Attendance, Discipline Data on Enrolled Students

	
	Set Up Activities and Sessions in TX21st

	
	Enroll Students in TX21st

	
	Set Policy/Procedures for Gathering and Entering Data at the Campus Level

	
	Set Up (or use report from TX21st) to Share Performance Data with Site Coordinators, Campus Administrators and District Administration

	
	Set Policy for Nutritional Snack Reporting to District Nutrition Department

	
	Set Dates for Core-Day Data Collection and Disseminate Dates to District Personnel who will Assist with Gathering the Data


	Implementing/Managing

	
	Input Attendance into TX21st Daily

	
	Project Director Checks Data Input Regularly for Accuracy, Print & Disseminate Weekly Reports to Site Coordinators, Campus Administration, & District Administration on Progress Towards Enrollment/Attendance Targets

	
	Site Coordinators Submit Nutritional Snack Reports Per Policy

	
	Collect Core-Day Data and Input into TX21st to Meet TEA Guidelines and Deadlines

	
	Analyze Year-End Data to Formulate Plans for Next Year

	Enduring

	
	Complete Final Yearly Report for TEA

	Fiscal Management

	Planning

	
	Project Budget Based on Initial Program Design for RFA

	
	Amend Budget Based on Negotiations and Any Program Changes Required/Needed

	
	Set Budget with Fiscal Team and Secure Budget Codes

	
	Determine Who Will be Responsible for Fiscal Reporting to TEA

	
	Finalize Budgets for all Contractual Partners on MOU’s

	
	Issue Campus Budgets to Site Coordinators & Procure Equipment for Administrative Team

	Resourcing

	
	Train Administrative Assistant in Procurement Policies / Procedures

	
	Procure Start-Up Supplies and Equipment & Set Policies/Procedures for Supply Purchasing

	
	Set Up Shadow Budget 

	
	Set Up Procedures for Contractual Invoicing

	
	Set Up Inventory Tracking Procedures (this should include a list of everything purchased and a check-in and check-out procedure for all supplies/equipment sent out to campuses)

	
	Set Policy on Pay Rates, Hours, and Timesheet Submittal

	
	Begin Planning for Years 4-5 Funding Reduction with Team Members, Administrators, and TASK Force (if applicable)

	Implementing / Managing

	
	Review Payroll and Supply Expenditures Weekly to Ensure Cost Effectiveness

	
	Compare District Budget Reporting and Shadow Budget Monthly to Ensure Accuracy

	
	Set Strategies for Covering Years 4-5 Funding Reduction

	
	At Least 120 Days Prior to End of Grant Year:  Begin Projecting Budget Expenditures for Remainder of Year and Complete Budget Amendments Accordingly

	
	Review Payroll and Supply Expenditures Weekly to Ensure Cost Effectiveness

	
	Compare District Budget Reporting and Shadow Budget Monthly to Ensure Accuracy

	Enduring

	
	Spend all Funds Prior to the Last Day of the Grant Year (all items purchased must be received before the last day of the grant year)

	
	Be Sure Department Responsible for Fiscal Completes Year End Fiscal Report 

	
	Move Back Into Implementation Phase for Years 2-5


