
Purpose

Program Objectives

21st CCLC Information

Operations 
 - Include hours of operation, holidays, and closings
Staff Roles and Responsibilities

· District Level Management

· Program Management

· Site Level Management

· Site Staff

· Advisory Committee

Site Staff Information

· Compensation

· Pay Dates

· Absences

· Tardiness

· Sign-In Sheets

Service Provider Information - Outside Organizations/Individuals  

· Payment / Invoice Procedures 
· Absences
· Substitute Staff

· Tardiness

· Sign-In Sheet

· Staff Conduct

· Dress Code

· Materials

· Use of Funds

· Data Requests

Participant Information

· Eligibility

· Program Participation

· Registration/Permission Forms

Project Evaluation

Additional Information to Include


FAQs


Important Phone Numbers


Snack Guidelines


Discipline Procedures


Site Related Policies and Procedures


(storage, copy machine, classroom usage, etc.)





Outline for Staff Handbook








