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21st CCLC – Extended Day Program

An exciting, extended day program is happening in the Isaac School District.  It is called the 21st Century Community Learning Centers 
.  21st CCLC will offer many opportunities for students to improve their academic skills while participating in fun, positive and enriching after school activities!

What is the 21st CCLC Program?

Academic Achievement   ~   Enrichment Opportunities   ~   Family Literacy Services

21st CCLC is a state funded program, under No Child Left Behind, designed to provide extended learning and enrichment opportunities to students and parents.  Activities and classes are provided at each school in the Isaac School District.  Each 21st CCLC will be open 2 to 3 hours after school for planned activities, Monday through Thursday and in some cases, Fridays.  Adult education classes (e.g. ESL, GED) may be held mornings, evenings or weekends. 21st CCLC activities will be held throughout the school year and in the summer.

COST 

· The Program is offered to all students free of cost.  There may be a small materials and supply fee for certain activities and/or field trips.

SNACKS 

· A free after school snack will be provided for all registered participants in accordance with USDA guidelines.

TRANSPORTATION 

· Our transportation department will provide a 4:00 PM and 5:00 PM bus daily.

HOLIDAYS / EARLY RELEASE / HALF DAYS 

· There will be no programming on school holidays/Early release/ Half Days

REGISTRATION 

· Students MAY NOT begin the program until all of their registration materials are received.  
GENERAL RULES FOR PARTICIPANTS

· All school rules will be enforced.  Respect all staff, other participants and property.

· No inappropriate language, fighting, or stealing.

· Follow all directions from staff.

· Ask permission when leaving program areas.

· Once a participant signs out, they will not be allowed back on campus unless a parent accompanies them.

Program Organization

Director of Academic Support

Fernando Nuñez is the Program Director.  He is ultimately responsible for all operations of 21st CCLC Programs at all school sites of the Isaac School District.  His responsibilities entail general supervision of site Programs, being the liaison between the Project and the District, managing the overall budget, program evaluation, and general assisting with all activities related to 21st CCLC. 

Administrative Assistant

Cindy Cervantes is the Program Secretary.  She is available for all operations of 21st CCLC Programs at all school sites of the Isaac School District.  Her responsibilities include assisting in the managing of the overall budget (purchase orders, supplies, etc.), program evaluation, and general assisting with all activities related to 21st CCLC. 

21st CCLC Site Coordinators & Instructors

The dedicated, enthusiastic, creative instructors utilized by 21st CCLC are the core of the program and the key to our success.  Instructors may be certified teachers and/or classified personnel.  It is their responsibility to uphold the goals and objectives of 21st CCLC and to operate within the parameters of the grant through the courses they teach.

Contact information:
                                                                                                                  

	Site
	Principal/Contact
	Site Coordinator
	Telephone Number

	District Office
	Fernando Nunez
	N/A
	602-455-6776

	District Office
	Cindy Cervantes
	N/A
	602-455-6744

	Alston
	Debbie Hutson
	Liliana Grijalva
	602-442-3000

	Butler
	Jeanne Valdez
	Elisa Katayama
	602-442-2300

	Coe
	Amanda Guerrero
	Dezi Adams
	602-442-2400

	Esperanza
	Lina Muñoz
	Esther Leon
	602-442-2800

	Isaac Middle School
	Armando Chavez
	Sylvia Olmos

Cyndi Martinez
	602-455-6800

	Mitchell
	Linda Crawford
	Karen Cortez

Alex Rosalez
	602-442-2600

	Moya
	Chris Gutierrez
	Crystal Girard
	602-442-3100

	Pueblo del Sol MS
	Gloria Garino-Spencer
	Victor Durazo
	602-455-6900

	Smith MS
	Chad Gestson
	Nick Fleege

Kendra rause
	602-442-2850

	Sutton
	Marco Ruiz
	Concepcion DelaHuerta
	602-442-3200

	Udall
	Jose Paredes
	Mia Alva
	602-442-2700

	Zito
	Gabriel Garcia
	Marilu Neave
	602-442-2500


21st CCLC Grant Parameters

· 21st CCLC should be open 2 to 3 hours after school for planned activities Monday through Thursday at the elementary schools.

· Regularly scheduled classes and activities need to be provided for parents and adult community members.  Times will be determined by a community needs assessment.  These classes may be held mornings, evenings or weekends as needed.

· Each site must provide regular time for both the computer lab and library to be open each week for students and adults.

· Each site must ensure significant academic issues are addressed.  The academic component of the program should be at least equal to the enrichment/recreation portion or greater.

· Transportation must be provided to facilitate students and family participation.

What do EFFECTIVE programs look like?

· 21st CCLC offer fun and engaging activities that reinforce learning

· Active collaboration and partnerships

· Parental and volunteer involvement

· Open communication with the regular school

· Strong academic focus

· Data collection, interpretation and analysis

· Offer an array of enrichment opportunities that stimulate children (mentally and physically) to ensure REGULAR PARTICIPATION ~ Our GOAL is 30 Consecutive Days!
21st CCLC Program Outcomes?

· Improved academic performance

· Improved school attendance

· Reduced disciplinary actions

· Improved social behaviors

Program Registration

Program registration procedures will proceed as follows: 

· Students will fill out a “Program Registration Form.”  

· This form captures all of their basic information like name, grade, address, demographics, etc.  

· This form only needs to be completed for a child once a (school) year. This form requires a parent/guardian signature.

Registration will take place at a minimum of a week PRIOR to courses beginning.  Therefore, instructors should strive to finalize upcoming 21st CCLC teaching schedules with the site principal in advance of this deadline so that the gamut of paperwork can be created and distributed to the students. 

Students will not be allowed to enter the class unless their registration materials are complete and received by the site coordinator. A limit of absences may be instated for some classes if appropriate and desired by the instructor (i.e. A student may only miss 2 classes before being dropped from the class).  Deadline for registration should be no later than one week after the first week of programming.  

PLEASE NOTE: STUDENTS MAY NOT ATTEND THE PROGRAM WITHOUT 

THE “PROGRAM REGISTRATION FORM”!

Site Coordinator & Instructors will be primarily responsible for recruiting students to their proposed classes.  The site Principal can provide assistance as needed. 

Our GOAL is to make DATA INFORMED DECISIONS about which students attend… 

Registration materials should be available at the school’s front desk and from the site principal.  

During a 21st CCLC “Kick-Off” Meeting, please communicate this information with:

· Students

· Parents

· School Community

Daily Schedule

School Day Dismissal

Sign in / Snack Time

· Students may be responsible for signing themselves in and out.  

· Each registered participant will be offered a snack on any day they attend the program.  

· 21st CCLC staff members will monitor this time period.

Instructors MUST MEET students and escort them to class.  

· We will not leave students unattended during any passing periods during 21st CCLC.  An instructor, volunteer, or possibly a reliable student should accompany them.

Class Block 1   3:00-3:55 PM / Middle Schools – 3:30-5:00 PM

· Academic Achievement, Enrichment Opportunities or Family Literacy Classes

· Please do not hold your students or classes over the time period.

1st Bus – 4:00 PM

· Any students utilizing the bus shall wait in the specified area for the buses.  

· Any instructor who had a Block 1 course but no Block 2 course will be expected to help monitor the group of students waiting for the bus.

Class Block 2    4:00-4:55 PM /  Middle Schools – 3:30-5:00 PM

· Academic Achievement, Enrichment Opportunities or Family Literacy Classes
· Instructors should meet their students and escort them to the second block of classes.

2nd Bus – 5:00 PM

· Any students utilizing the bus shall wait in the specified area for the buses.  

· Any instructor who had a Block 2 course will be expected to help monitor the group of students waiting to be picked up.

Personnel Policies

Each Instructor is chosen with care and 21st CCLC holds high expectations for performance in accordance with the mission and goals of the grant.  21st CCLC will strive to contribute as much as possible to the well-being, satisfaction and success of each instructor.

COMMITMENT

You have committed to teach a course for a specified period of time.  (9-weeks, intersession, summer, etc…)  Be aware that you have the opportunity to re-teach or revise your course at each session change or choose to not to teach every session.  Some of the classes will become staples of our program like tutoring, open library and open computer lab.  Other classes will be created or reinstated based solely on STUDENT DESIRE TO PARTICIPATE.  If there are not 10-15 students to fill your class, it cannot be offered.

ABSENCES

21st CCLC staff are expected to be in their assigned areas at their designated times.  If a time conflict or absence arises please communicate this immediately to the site coordinator so that alternate arrangements can be made.  All absences must be reported to the site coordinator by 10:00 a.m.  All coordinators can be reached via phone or e-mail to report absences.  In the event of a severe conflict, similar classes may be combined to accommodate the students.

GRIEVANCES

If an instructor has a grievance, he/she should first try to resolve it with the Site Coordinator.  If that is unsuccessful, the school principal may be asked to review the situation. The Program Director may be asked to review the situation as well.

TIMESHEETS (Payroll Requests)

All 21st CCLC staff will be paid on alternating Fridays in accordance of the district’s pay period schedule.  Timecards are due on Thursdays before 4:00 p.m. of payday weeks.  Please familiarize yourself with the timecard and seek assistance in completing it from the program coordinator if needed.  Timecards must be completely neatly and in a timely manner or you may not be paid on time or correctly. All timesheets must be turn into the site principal. 

OBSERVATION

The Program Director and Site Coordinators will regularly evaluate the program and instructor effectiveness.  Please welcome the coordinators into your classrooms, as they will be visiting frequently. Use these opportunities to showcase your creative projects and imaginative teaching methods.  

Instructor Responsibilities

(See attached ESSENTIAL DUTIES)
STUDENT ATTENDANCE (FOCUS SYSTEM)

Accurate attendance records are a very important part of 21st CCLC.  Our effectiveness as an after school program is measured partly by how many students attend regularly.  Consequently each instructor will be provided with a roster of students to record attendance.  Attendance should be turned in to the site coordinator DAILY and will be monitored by the Site Coordinator. 

LESSON PLANS / COURSE APPROVAL FORM

Instructors are expected to provide a brief summary of their course content and activity schedule.  If you need assistance in completing your plans please seek the advice of the site coordinator.  Be sure to include educational standards that your course is adhering to (where applicable). The site coordinator will provide this form.  If these forms are not turned in a timely manner, your course will not be offered through 21st CCLC.

PRE & POST TESTING

As part of the evaluation process, 21st CCLC is interested in finding out to what degree our students are being affected by the academic and enrichment opportunities offered at each site.  Each instructor will be responsible for administering a pre and posttest to evaluate what the students have gained through their course. The pre and posttest should be the exact same document… for this would truly test the difference in skill mastery over the period of the course.  If you need assistance in administering your tests, please seek help from the Site Coordinator.

DUTIES

(See daily schedule for clarification).  Instructors should pick up and escort your group of students to class.  The site coordinator will also schedule daily duty assignments.

REQUESTING SUPPLIES

Please review and use the material request form (available from your Site Coordinator) to request any supplies you need for your course.  Note that 21st CCLC cannot reimburse any out-of-pocket expenses.  Make your requests at least a week ahead of time.  See your Site Coordinator for additional request forms.

DISCIPLINE 

A variety of classroom management techniques are vital skills needed by 21st CCLC staff.  Instructors are expected to help students develop positive classroom behaviors conducive to the learning process through class rules and procedures that are implemented on a consistent basis.  Discipline is everyone’s responsibility.  21st CCLC staff not only has obligations for classroom discipline but also for campus discipline.  All instructors should accept responsibility of enforcing school rules fairly and immediately.  

REMOVAL FROM CLASS / PROGRAM

Participation in 21st CCLC is a privilege.  Consequently if a student is disrupting the class to the extent that it affects the learning of other students, disciplinary actions will be taken. If multiple disruptions occur the student may have to meet with the site coordinator, and possibly with parents, to discuss their continued participation.  Do your best to communicate discipline issues to the site coordinator so that they may subsequently relay that information to the parents.  Always call on the site coordinator to assist you in dealing with severe discipline issues. 

STRUCTURE

 ( In the classroom each student should automatically get started on the lesson to be taught for the day.

 ( Rules-same rules apply to 21st CCLC as during the regular school day.

 ( EACH student should have an assigned seating area or desk. Seating assignments are important for structure and expectations.

CELL PHONES

  (  Cell phones and pagers are to be turned off during class time.

  (  No personal phone calls during class time will be allowed unless it is an emergency.

  (  Give family and friends the school number so that they can contact you in the event of an emergency.

  (  Phone calls can be made before or after class unless prior authorization has been given.

STUDENT SUPERVISION

  (  During snack time, restroom breaks, recess, etc.

  (  It is your responsibility to ensure Safety and Accountability
  (  It is imperative that we account for all the children participating in our program

 ISAAC SCHOOL DISTRICT NO. 5

21st CENTURY COMMUNITY LEARNING CENTERS

2007 – 2008
TEACHER & STAFF

ESSENTIAL DUTIES

Under general direction, incumbent(s) oversees the implementation of the 21st Century Grant to include designing program to meet academic needs, supervising temporary employees, managing budget, attending meetings, and evaluating student data and completed required reports.  In addition, incumbent(s) works with District staff, community partners, and other constituents to ensure the programs are meeting the objectives of the 21st Century Grant.

NATURE OF WORK: Teachers & staff will be employed by 21st CCLC as hourly, grant-funded employees with benefits. Teachers are available to work Mondays through Fridays, between 10 – 12 hours per week. The program year begins September 4, 2007 and ends May 30, 2008. Teachers will also be responsible for planning effective lessons, aligned with the state standards hours of pre-service training and preparation work. 

PRIMARY DUTIES & RESPONSIBILITIES: As part of an education team to participate in orientation, meetings, and ongoing professional development training; work closely with the Site Coordinators, Principals and other staff members to develop Individual Academic Plans for each student participant; review and adjust Individual Academic Plans of each student as benchmarks are met or new needs arise; maintain, and submit necessary records and reports; cooperate with the program evaluator to ensure continuous improvement of the program. As a 21st CCLC colleague, will foster trust and teamwork; follow the guidelines of the 21st CCLC Handbook. Perform other duties as assigned. 

KNOWLEDGE, SKILLS & ABILITIES: 21st CCLC classroom teachers & staff will display a joy of teaching as an intellectual profession; maintain an atmosphere conducive to learning; adhere to the goals and objectives of the 21st CCLC program which include increased participant academic achievement, on-time promotion, and graduation; provide standards-based teaching, using computer-assisted technology and performance assessment; differentiate instruction for diverse learners; provide homework and tutoring assistance; promote the discovery of competence within each child; promote high expectations; celebrate program/classroom successes; make reasonable efforts to promote and maintain appropriate student behavior. 

Staff Code of Conduct

21st CCLC Employees are required to:

· Make the well being of students the fundamental value of all decision–making and actions.

· Conduct themselves in a manner consistent with effective and orderly education, which protects the students and the District’s property.

· Maintain just and courteous relationships with students, parents, staff and others.

· Strive for the maintenance of his/her efficiency and knowledge of developments in his/her field of work.

· Fulfill professional responsibilities with honesty and integrity.

· Direct any criticism of other staff members or any department of the school system toward improving the District.

· Protect the civil and human rights of all individuals.

· Implement the 21st CCLC policies, rules, and regulations.

If you ever have any questions about the program or the guidelines for instructors, please do not hesitate to ask your site coordinator or principal.

Please sign and return the bottom portion to your site principal upon completing the handbook.

I, ___________________________________, have read and understand the 21st CCLC Program Handbook.  I can agree and abide by all of the policies and procedures mentioned within.  I will do my best to teach in accordance to the guidelines of the Grant, exhibit responsibility and be a positive role model for Isaac students.

Signed___________________________________ on _____________________(date)
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