Cass County Teen REACH

Third Base & Summer Sequel Programs

Staff Handbook
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Purpose and Mission Statement
The mission of Teen REACH is to expand the range of choices and opportunities that enable, empower, and encourage youth, ages 8 through 14, to:

· Achieve positive growth and development;

· Improve expectations and capacities for future success;

· Avoid and/or reduce risk-taking behavior.

Goals
The goals and objectives of the Teen REACH program are:

· To improve participants' performance through academic enrichment activities.

· Improve participants' attendance in school.

· Improve or maintain participants' grades in school.

· Maintain participants' academic promotion.

· Prevent participants' premature or unscheduled exit from school prior to high school graduation.

· To provide opportunities for learning positive social skills, demonstrating positive social interactions, and building positive social relationships through supervised sports, recreation, and other program activities.

· Provide opportunities for participants to learn social skills.

· Provide opportunities for participants to demonstrate positive social skills.

· Provide opportunities for participants to build positive social relationships.

· Provide opportunities for participants to engage in cultural enrichment activities.

· To provide opportunities for demonstrating positive social behaviors through adult and peer mentoring.

· Develop and sustain a sufficient pool of peer and adult mentors.

· Maintain high quality of peer and adult mentoring skills.

· Improve social interactions and contacts between mentors and participants.

· To adopt positive decision-making skills that discourage harmful risk-taking behaviors.

· Improve participants' career aspirations and choices.

· Reduce/avoid harmful risk-taking behaviors among participants.

· Demonstrate improved decision-making skills among participants

· To provide opportunities for parents and guardians to meet with staff to discuss their children's participation to strengthen parent/child bonds and community involvement.

National School-Age Care Alliance (NSACA) 
Cass County Teen REACH is a member of NSACA and the Illinois School-Age Child Care Network (ISACCN).  Teen REACH staff members are encouraged to take advantage of opportunities for professional growth that these organizations offer—newsletters, publications, workshops, conferences, etc.

Standards for Quality School-Age Care (see appendix)

As school-age care professionals—and as caring adults—we seek to offer an environment in which children can grow to the best of their abilities, one which taps their creativity and strengths and allows them to excel. 

The NSACA Standards provide a baseline of quality, and the reassurance that programs are committed to providing each child with a unique growing and learning experience.

Cass County Teen REACH Programs
Third Base (it's where you go before you go home) is an after-school program that provides 

homework assistance, tutoring, life skills, recreation, and mentoring.  Third Base will operate on days that school is in session.  If school is dismissed early, Third Base will be cancelled.

Summer Sequel offers a variety of activities, life skills, recreation, and field trips.  When possible, the program will coordinate with summer school and other summer programming available in the community.

Policies & Procedures
Program Enrollment

Children who are enrolled in (or will be entering) grades 1-8 are eligible to participate in the Third Base and Summer Sequel Programs.

School and social services personnel may refer children to the program.  When a referral form is submitted to Teen REACH staff, the Coordinator or Site Director will mail an enrollment form and a brochure to the parent, along with a cover letter providing details specific to that site.  The child may not attend until the enrollment form has been completed, signed, and returned.

The number of staff members at each site determines the number of children who may participate in the program at any given time, based on a 10:1 child-staff ratio.  

Attendance

Participants are expected to attend the sessions indicated by their parents on the enrollment form.  If a participant is absent or leaves the site without prior parental notification, follow this procedure:

Step 1: 

· Contact parent as soon as possible.

· If parent does not know where the child is, offer assistance in locating her/him.

· If parent does know where the child is, remind the parent of the attendance policy and inform her/him of Step 2.

· The next session that the child attends, remind her/him of the attendance policy and inform her/him of Step 2.

Step 2: Contact parent as soon as possible.  Notify parent that the child is suspended for the next session. (If during Summer Sequel, the child is suspended from the next field trip.)

Step 3: Repeat Step 2 plus suspend the child for 3 additional sessions.  A parent must meet with program staff before her/his child may return to the program.

Step 4: Contact parent as soon as possible.  Inform the parent that her/his child is dismissed from the program.  Log the date of termination on the enrollment roster and on the child's enrollment form.

Dismissal from Program

Voluntary Dismissal:  A participant and her/his parent may choose to exit the program at any time.  Parents are expected to notify the Site Director of the child's last day in the program.  Note the termination date on the enrollment roster and on the child's enrollment form.

Involuntary Dismissal:  In addition to being dismissed for lack of attendance, a participant may also be dismissed from the program when s/he has demonstrated that s/he cannot or will not behave appropriately in a group setting.  Dismissal is to be used only after other behavior management strategies have been exhausted.  

Participants who have been dismissed and who are still age-eligible to attend may apply for re-instatement at the beginning of the next school year.  Both the parent and the child must meet with program staff to discuss re-enrollment.

Daily Arrival & Departure

Monitor participants as they arrive each day.  Each participant must sign the daily attendance form.

If a participant arrives late, the parent must sign-in her/his child.  Exception: a child who has written permission to walk or ride a bike.

A parent or other authorized person must sign-out each participant when s/he leaves each day.  Exception: a participant who has written permission to walk or ride a bike.  

Any person who picks up a child must be listed in the child's file and must present a photo ID.

If you suspect that the person picking up the child is physically or emotionally impaired to the extent that s/he may endanger the child's life, 

· Offer to take the adult and child home;

· Offer to take the child home; or

· Offer to contact the police.

If a child is not picked up after 15 minutes, call the parent.  If the parent cannot be reached, call other persons listed as emergency contacts.  

1st incidence: Remind the parent of her/his responsibility to pick up the child on time, as agreed to in the enrollment form.

2nd incidence:  Notify parent that the child is suspended for the next session. (If during Summer Sequel, the child is suspended from the next field trip.)

3rd incidence: Notify parent that the child is suspended for 3 additional sessions.  A parent must meet with program staff before her/his child may return to the program.

4th incidence: Inform the parent that her/his child is dismissed from the program.  Log the date of termination on the enrollment roster and on the child's enrollment form.

Daily Activities
Program Staff at each site, under the direction of the Site Director, are responsible for planning and leading daily activities.  Keep the following guidelines in mind.

· Maintain a daily routine that creates stability while remaining flexible.

· Plan a variety of activities each day.

· Plan some activities that involve all the participants. 

· Plan some simultaneous activities so that participants may choose.

· Plan activities that reflect the mission of the program and that promote the development of all the participants.

· Spend at least 30 minutes outside each day, unless the weather is severe.

Supervision

Practice active supervision throughout the day.  You are a staff member, not a spectator.  One of the most effective behavior management strategies is physical proximity.  

Avoid situations in which you are left alone with a child. 

Behavior Management

We promote a positive system of behavior management based on praise, humor, modeling, redirection, and choice.  If a child does not respond to these strategies, the staff member will issue a verbal warning.  If the behavior continues, issue a second warning and indicate the consequences if the behavior continues.  After the second warning staff may

· Initiate a time-out for a period of time that is age-appropriate (number of minutes not to exceed the age of the child);

· Limit participation in activities;

· Revoke privileges; or

· Contact the parent.

The following behaviors will not be tolerated:  fighting, stealing, vandalism, intimidation, extortion, and defiance.  Consequences for such behavior may include

· Suspension from the program;

· Reparation of damages; or

· Dismissal from the program.

Log any intervention in the participant’s file.

Following any disciplinary intervention, ask the child to identify the behavior that warranted the intervention as well as appropriate behaviors to use next time.

Relationship with Parents

Parents need assurance that their children will be cared for.  Positive and frequent communication between program staff and parents is essential to providing the assurance that parents need.  Consider the following strategies: 

· Greet parents when they drop off and pick up their children.

· Regularly inform parents of field trips and other special events in advance.  Consider newsletters, bulletin boards, verbal reminders, written announcements, etc.  

· Regardless of your mood and their behavior, address parents with a pleasant tone.  If a parent is abusive or disrespectful, notify the Teen REACH Coordinator.  S/he will contact the parent, if necessary.  Abuse of staff by children or parents will not be tolerated.

· Report to parents their children’s positive as well as negative behavior in a timely manner.

· Post a weekly schedule, including your location for off-campus activities.

· When you must be away from the phone, check messages regularly and use 2-way radios.

Relationship with Host Site

Remember that you and your co-workers are guests in the facility where you work.  The host sites allow us to use their buildings and equipment rent-free.  Our presence in their buildings directly impacts their schedules and work.  So take time to introduce yourself to members of the host staff.  Be considerate of their time.  Become familiar with and follow the rules and procedures for that site.  Ask for their input.  And keep them informed.

Nutrition

The Program Coordinator establishes a food program in partnership with the host site.  When possible, the site participates in the federal after-school snack and summer lunch programs.  

When providing additional snacks, serve healthy foods to promote a healthy lifestyle.  Serving fresh food is preferred to serving pre-packaged food.

Encourage participants to drink water.  Limit serving soda pop to one day per week.  

It is important that staff members model healthy nutrition during program hours.

Health & Safety
At least one staff member at each program site will be certified by the Red Cross to administer CPR and First Aid.

Handwashing

Teach participants how to wash their hands properly.  Refer to hand-washing signs in restrooms.  Additional signs are available at the Health Department.

Require participants to wash their hands before preparing, serving, or eating food, after using the bathroom, and after sneezing or blowing their noses.  It is essential that you model this behavior.  

Medical Information

Review participant records periodically to refresh your understanding of individual needs and conditions.

Medications

If participants bring medications (prescription or over-the-counter), store them in a locked cabinet along with written instructions for dispensing them.  Exception: participants who have written instructions from a doctor to carry an inhaler may do so.

Each time you dispense a medicine, enter the information on the Medication Log provided.  Place the form in the participant's file.

When a child no longer needs to receive medication, return the unused portion or empty container to the parent.

Consult participant’s enrollment form before dispensing pain reliever, antacid, sunscreen, or cough drops.

Menstruation

If a participant starts her menstrual cycle during program hours, ask her if she understands what menstruation is.  If she doesn’t understand, reassure her that she is OK and offer to call her parents.  

Each program site has a supply of hygiene products.  Printed information about puberty and menstruation is available from the Health Department.

Whenever possible, refer the participant to a female staff member for assistance.

Illness

Contact a parent to pick up the child immediately if the child exhibits any of the following conditions:

· Vomiting or diarrhea

· Fever exceeding 100(F

· Symptoms of a contagious disease or condition

Each Teen REACH site is equipped with a first aid kit and other health and hygiene supplies.

Refer to the enrollment form in the child's file before dispensing pain reliever or antacid.

Log any intervention in the participant's file.

Head Lice

Prevention is the most effective strategy to staying lice-free.  

· Discourage participants from sharing combs, hats, and towels.  

· Provide a place for each participant to store personal belongings.

· Conduct weekly head lice checks.  Health Department nurses or school nurses may be available to assist you.

When head lice are detected, 

· Contact the parent to pick up the child.  

· Provide parents with information on treatment and prevention (available from the Health Dept.)

· Log the incident in the participant's file.

· Notify other parents that head lice was found (maintain confidentiality).  

· Conduct more frequent head checks.

· Permit the child to return, only after s/he is lice- and nit-free.

Accidents

If a participant is injured, administer first aid as appropriate.

If medical treatment is necessary, contact the Program Coordinator, call 911, and notify the parent/guardian.

One staff member will accompany the participant to the hospital.

Other staff members will remain with the group.

Log any intervention in the participant's file.

Child Abuse/Neglect

All school-age care workers are legally required to report any cases of suspected child abuse or neglect.  All staff members receive training in detecting and reporting child abuse.  If you suspect a participant has been abused or neglected,

· Gently question the child to establish minimal facts.  If the child does not provide a reasonable explanation to dispel your suspicions, proceed with the report.

· Report your suspicions to the Program Coordinator and to a school official.

· Call the DCFS Abuse Hotline (1-800-252-2873).

Be prepared to provide the following information:

· Name, address, and age of victim(s)

· Name and address of parent(s)/caretaker(s) and siblings

· Relationship of caretaker(s) to victim(s)

· Details of the abuse, including specifics of the incident(s), location and severity of injuries, any pattern of neglect or abuse, and any physical evidence.

· Any explanation provided by the child

Use of Media 

Watching television and movies at Third Base/Summer Sequel is discouraged.  If participants watch a television program or a movie, the following criteria must be met:

· The program or movie is relevant to the day’s activities or theme;

· The program or movie is rated G or PG; and

· The Teen REACH Coordinator approved the presentation in advance.

Staff members are expected to use discretion when playing the radio or recorded music at Third Base/Summer Sequel.  Avoid music that contains lyrics promoting violence or sexual behavior.

Closely monitor participants’ use of the Internet, especially if the computers are not equipped with age-appropriate filters.  Take measures to protect the identity of participants who use chat rooms, electronic bulletin boards, and e-mail.

Field Trips (Summer Sequel only)

The Coordinator will provide program staff with a weekly transportation schedule.

Provide parents with details of the trip in advance, including how participants should dress and what items participants need to bring with them.  (Spending money is limited to $5 per child per trip.)

All staff members and participants are expected to wear Teen REACH T-shirts on field trips.

Consider inviting parents to go along as chaperones.  

Staff at each Program Site is responsible for bringing the following items:

· Attendance form

· Participant files

· First aid kit

· Snacks and sack lunches

· 2-way radios.

Program Expenses

All program salaries, supplies, and administrative expenses are supported entirely by grants.  Each site is equipped with furniture and supplies needed to operate the program.  Each site is allotted a monthly supply budget.  The Program Coordinator purchases supplies in bulk and stores them at the Health Department.

When supplies need to be replenished or when other supplies are needed for program activities, the Site Director may submit a supply request form.  The Program Coordinator will approve reasonable requests for supplies and deliver them to the site by the date indicated on the form.  Staff members are encouraged to plan activities that will use the supplies that are on-hand.

If a staff member wants to be reimbursed for supplies that s/he purchases directly, the Program Coordinator will approve requests for reimbursement if the following criteria are met:

· The purchase is consistent with program goals; and

· The items purchased were not available from the Health Department or other program sites.

Note: sales tax will not be reimbursed.

Excess supplies should be returned to the Health Department for storage.

Each site is allotted a weekly field trip budget (Summer Sequel only) that includes admission fees and special snacks.
Staff Issues
Professionalism

Teen REACH staff members are expected to exhibit behavior becoming of a professional.

· Be on time. 

· Work assigned hours unless otherwise approved by the Teen REACH Coordinator.

· Attend staff meetings and trainings, as scheduled.

· Notify the Teen REACH Coordinator if you will be absent, allowing as much advanced notice as possible.

· Dress appropriately.  Wear comfortable, yet modest clothing.  (Summer Sequel staff may wear shorts.)  

· Consider the needs of the participants above your own needs.

· Refrain from conducting personal business during the hours you are scheduled to work.

· Respect facilities and equipment, and conserve supplies.  Your efforts will foster positive relationships with the schools and partner agencies and will help reduce program costs.

Job Descriptions (see appendix)

Staff Supervision

Site Directors are responsible for supervising Group Leaders and volunteers.  

· Assign duties 

· Schedule hours

· Collect weekly time sheets and submit to Coordinator

· Conduct performance evaluations as directed by the Coordinator

Confidentiality

The following information relating to participants and their families shall be treated as confidential:

· Names and addresses individually or by list

· Information contained in program reports and files

· Information about financial resources

· Information contained in notes or other documents obtained from or about the participants and their families

· Information received verbally from or about the participants and their families

· Records from the school and other institutions

Insurance

The Cass County Health Department carries professional liability insurance for staff members who are required to render services to the public.  Coverage includes automobile liability for vehicles operated by a Department employee.  Coverage is effective only while engaged in duties assigned by the Department.  

Program Requirements
Displays

The following items must be displayed at each Teen REACH site:

· Monthly calendar of events

· Daily schedule of activities

· Monthly snack menus

· Group norms (rules and expectations)

· Hand washing signs (in restrooms)

Records and Reports
The Site Director is the primary staff person responsible for maintaining accurate records and for submitting legible copies to the Program Coordinator in a timely manner.

	Form
	Purpose
	Due by

	Weekly Planning Calendar
	Document activities planned for each of the core service areas.
	Friday of preceding week

	Weekly Snack Menus

	Document that snacks conform to nutrition standards.
	Friday of preceding week

	Daily Sign-in Sheets
	Document daily attendance and participation in each of the core areas.
	Monday of following week

	Change of Status Form
	Update participant information—adds, deletes, changes
	Mondays, as needed

	Prevention Activity Evaluation
	Evaluate program providers from partner agencies.
	Mondays, as needed

	Monthly Attendance Log
	Summarize daily attendance on a monthly basis.
	Second day of following month

	Anecdotal Log
	Document positive and negative behavior as observed by Teen REACH staff members.
	October 15

January 15

April 15

July 15

	Parent Involvement
	Document number of unduplicated adults involved.
	(See above)

	Academic Performance & Attendance
	Document grades, promotion, and school attendance.  
	November 1

June 1

	Employee Timesheets
	Documents hours worked.  Timesheets must be approved & initialed by immediate supervisor.
	2 days prior to each pay period

	Time Studies
	Documents number of 15-minute segments worked, what program to bill, and mileage.
	1st day of each month


Optional forms of documentation:

· Parent newsletters 

· Newspaper articles

· Photos

· Scrapbooks

Each participant enrolled in the program must have a file (stored in a locked cabinet) containing the following items:

· Enrollment form

· Authorization to Release School Records form (original to school office, copy to file)

· School records (grades, school attendance, promotion) for each quarter

· Anecdotal log

· Medication log (if receives medication during program hours)
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