Personnel Policy Manual

_______________________________________________________


Table of Contents

· Employment Forms

Employment Process








  1

New Employee Checklist







  2

Form I-9 (Employee Eligibility)






  3

W- 4 Form









  4

Federal Child Tax Credit Withholding Form





  5

Emergency Contact 








  6

Volunteer Information







  7

How to Apply - Sample Notice






  8

Pro-Youth Application Form







  9

At Will Employer Form







10

Requests for Time Off






       
11  

Employee Time Off Spreadsheet






12

Time Sheet









13

Child Abuse Reporting: Explanation & Form




14

Personnel and Data form







15

Site Manager Job Description (change date as needed)



16

Site Manager Interview Questions






17

Program Leader Job Description (change date as needed)



18

Program Leader Interview Questions






19

Personal References








20

Employee Performance Appraisal & Development Form



21 

· School Site Forms

Announcement for Registration (change school & names)



22

Heart Agreement








23

Registration Form








24

Health Information Form







25

Parent Participation








26

Add & Drop Enrollment







27

Parent Agreement Allowing Publication





28

Absence Notice








29

Site Managers Weekly Report






30

Student Incident Report







31

Staff Accident Report








32

Classroom Connections







33

Site Profile









34

Math Diagnostic








35

Evacuation Drill Log








36

Observable Behaviors worksheet






37

Literacy Components & Outcomes






38

6 Week Program - Example







39

Thematic Unit Worksheets







40

Inventory Transfer Request







41

· Volunteer Forms

Volunteer Application








42

Volunteer Information







43

Volunteer Checklist








44

"What volunteers can do to help." Worksheet




45

· Field Trip Forms

Permission Slip








46

Field Trip Proposal








47

Field Trip Checklist








48

Master list of Field Trip Participants






49

Adult Volunteers








50

· Miscellaneous

Pro-Youth Organizational Chart






51

Training / Workshop Evaluation






52

Training Sign-in Sheet







53

Merchandise Loaned out Sheet






54

Supply Sign out








55

Copying / Printing / Laminating






56

Purchase Request








57

Fax Memo Cover Sheet







58

Payroll Pick-up Sheet (Signed by employees-change dates as needed)

59

INTRODUCTION

The purpose of this manual is to provide Board of Directors, the Executive Director, the HEART Director and all employees with guidelines to the personnel policies, practices and work rules of Pro Youth and HEART.  This document does not create a contract of employment.  Pro Youth / HEART may change, modify or eliminate the policies and/or procedures listed in these guidelines at any time.

These guidelines apply to all employees of Pro Youth and HEART--salaried, hourly or otherwise--as specifically indicated within the manual.

Where a specific position, such as the Executive Director, is responsible for acting on behalf of Pro-Youth or HEART, the individual in that position may authorize a “designee” to act on his/her behalf in carrying out responsibilities relative to personnel policy guidelines.

The official copy of this document is kept and maintained in the office of Pro Youth and HEART at 601 W. Willow, Visalia, California, 93291.  

(
Position Title: 
Site Director (Part-time, Hourly)

Reports to:

HEART Director

Date:


June 2001

Responsibilities:
· To successfully incorporate the HEART vision and mission into the activities of the site.
· To successfully design, develop and manage program components and clusters that lead to positive outcomes for the participating children and their families.
· To develop and maintain a safe, supportive learning environment in which children thrive.
· To develop a team that includes the Principal, classroom teachers and other staff, Program Leaders, parent and corporate and community volunteers.
· To actively participate in staff development workshops that are designed to contribute to personal and professional growth.

Duties:

Education

· Raise the literacy and numeric learning levels of HEART students.

· Assist with instruction and supervision of students.

· Assist with the development and implementation of individual or group lesson plans.

· Ensure that positive academic and social outcomes are being achieved.

Supervision

· Recruit staff (with the assistance of Principal and HEART Administration).
· Actively participate in all training and staff support activities and workshops required by the HEART Program.

· Ensure that team members share the same vision and goals.

· Ensure that Program Leaders meet their responsibilities.

· Evaluate staff performance; assist in recommendations for hiring, discipline, and termination. 

Management

· Provide resources and tools for all team members.

· Provide ongoing opportunities for children to experience success.

· Ensure that students are well behaved.
· Keep school staff informed about HEART.

· Maintain the safety of students.

· Perform routine first aid and seek assistance for serious illness/injury.

· Maintain the maximum number of students enrolled.

· Effectively manage site operations, including timely completion and submittal of reports.

· Hire, evaluate, and make retention/termination recommendations for HEARTstaff

Position Title: Site Director (Part-time, Hourly)

School/Community Relations

· Develop positive relationships with the school staff.

· Recruit, retain and work effectively with volunteers.

· Ask for help or assistance when needed.

· Make the program fun for students and staff.

· Maintain professionalism with parents, staff and community.

· Perform related duties as assigned.

Qualifications:

1. Education:

AA degree or equivalent - course work in child development or related area and/or paid or volunteer experience with students.

2. Knowledge of:

Basic concepts of child development and atypical child behavior characteristics; appropriate human relations and student needs; duties and responsibilities of a school district Instructional Aide; proper English usage, spelling, grammar, and arithmetical concepts; routine filing and record keeping procedures.

3. Personal Characteristics:

Possession of personal characteristics generally recognized as essential for good public employees including integrity, initiative, emotional maturity, dependability, courtesy, good judgement, and ability to work cooperatively with others.

4.  License Requirement:

Valid California Driver’s License.

Proof of auto insurance.

5.  Fingerprinting/Background Check:

As required by school district to work with children in a school setting.

6.  Physical Abilities /Environment:

Physically and mentally able to perform the essential duties of the position without hazard to themselves or others.  Ability to sit, stand, walk, bend, stoop, kneel, perform grasping and handling motions and torso rotations on a continuous basis; lift and carry 20 pounds of materials; reach in all directions. Adequate sight or corrected vision for the purpose of reading directions and printed or written materials; hear and speak to communicate with co-workers, students and the public; dexterity of hands and fingers to operate instructional equipment. Work in classroom and outdoor environment, sometimes in adverse weather conditions.

7.  Other Employment Conditions:

Willingness to work on weekends when staff development or other activities such as field trips is scheduled.

                   Willingness to accept and sign the HEART At-Will Employment provision.

Position Title: 
LEAD PROGRAM LEADER  (Part-time, Hourly)

Reports to:

Site Director/HEART Director

Date:


June 2001

Responsibilities:
· To successfully incorporate the HEART vision and mission into the activities of the site.
· To successfully assist Site Directors in designing, developing and managing program components and clusters that lead to positive outcomes for participating children and their families.
· To assist in supporting a team that includes the Site Director, Principal, classroom teachers and other staff, Program Leaders, parent and corporate and community volunteers.
· To actively participate in staff development workshops that are designed to contribute to personal and professional growth.

Duties:

Education

· Assist in raising the literacy and numerical learning levels of HEART students.

· Participate in supporting Site Directors in supervision of students.

· Assist with the development and implementation of individual or group lesson plans.

· Assist in assuring that positive academic and social outcomes are being achieved.

Supervision

· Actively participate in all training and staff support activities and workshops required by the HEART Program.

· Provide guidance so that Program Leaders meet their responsibilities.

· Assist with recommendations about staff performance. 

· Provide resources and tools for all team members.

· Provide ongoing opportunities for children to experience success.

· Assist in maintaining the safety of students.

· Perform routine first aid and seek assistance for serious illness/injury.

· Assist in maintaining the maximum number of students enrolled.

· Assist Site Directors in managing site operations, including timely completion and submittal of reports.

School/Community Relations
· Develop positive relationships with the school staff.

· Ask for help or assistance when needed.

· Make the program fun for students and staff.

· Maintain professionalism with parents, staff and community.

· Perform related duties as assigned.
Position Title: 
LEAD PROGRAM LEADER  (Part-time, Hourly)

Qualifications:

1. Education:

AA degree or equivalent - course work in child development or related area and/or paid or volunteer experience with students.

2. Knowledge of:

Basic concepts of child development and atypical child behavior characteristics; appropriate human relations and student needs; duties and responsibilities of a school district Instructional Aide; proper English usage, spelling, grammar, and arithmetical concepts; routine filing and record keeping procedures.

3. Personal Characteristics:

Possession of personal characteristics generally recognized as essential for good public employees including integrity, initiative, emotional maturity, dependability, courtesy, good judgement, and ability to work cooperatively with others.

4. License Requirement:

Valid California Driver’s License.

Proof of auto insurance.

5.  Fingerprinting/Background Check:

As required by school district to work with children in a school setting.

6.  Physical Abilities /Environment:

Physically and mentally able to perform the essential duties of the position without hazard to themselves or others.  Ability to sit, stand, walk, bend, stoop, kneel, perform grasping and handling motions and torso rotations on a continuous basis; lift and carry 20 pounds of materials; reach in all directions. Adequate sight or corrected vision for the purpose of reading directions and printed or written materials; hear and speak to communicate with co-workers, students and the public; dexterity of hands and fingers to operate instructional equipment; work in classroom and outdoor environment, sometimes in adverse weather conditions.

7.  Other Employment Conditions:

Willingness to work on weekends when staff development or other activities, such as field trips is scheduled.

                   
Willingness to accept and sign the HEART At-Will Employment provision.

Position Title:
Program Leader  (Part-time, Hourly)

Reports to:

Site Director/HEART Program Manager

Date:


July 2000 

Responsibilities:

· To successfully incorporate the HEART vision and mission at the site

· To work with the site team to design and deliver lesson plans to improve literacy and numerical learning of students; provide homework and tutoring assistance; conduct enrichment and recreation activities.

· To improve learning and social skills and raise self-esteem and self-confidence, of the children, consistent with the policies and directives of the HEART Program.

· To develop and maintain a safe, supportive learning environment in which children thrive.

· To actively participate in staff development workshops that are designed to contribute to personal and professional growth.

Duties:

Education

· Raise the literacy and numerical learning levels of HEART students.

· Develop and implement individual and group lesson plans.

· Ensure that literacy outcomes are being met.

· Ensure positive, measurable academic and social outcomes are being achieved.

Cluster/Classroom Management

· Provide ongoing opportunities for children to experience success.

· Maintain the safety of students.
· Ensure that students are well behaved.
· Make the program fun for students and volunteers.

· Assist in managing classroom operations, including preparing and completing reports.

School/Community Relations

· Actively participate in all training and staff support activities and workshops required by the HEART Program.

· Be a part of an effective team.

· Develop positive relationships with the children, parents, volunteers and school staff.

· Work effectively with volunteers.

· Ask for help or assistance when needed.

· Maintain professionalism with parents, staff members and community members.

· Model good behavior with children, parents and staff.

· Perform related duties as assigned.

Position Title:
Program Leader  (Part-time, Hourly)

Qualifications:

1. Education:

· High School Diploma or the equivalent - course work in child development or related area and/or volunteer experience with students. 
2. License Requirement:

· Valid California Driver’s License.

· Proof of Automobile Insurance.

3. Knowledge of:

· Basic concepts of child development and atypical child behavior characteristics; appropriate human relations and student needs; duties and responsibilities of a school district Instructional Aide; proper English usage, spelling, grammar, and arithmetical concepts; routine filing and record keeping procedures.

4. Personal Characteristics:

· Possession of personal characteristics generally recognized as essential for good public employees including integrity, initiative, emotional maturity, dependability, courtesy, good judgement, and ability to work cooperatively with others.

5. Fingerprinting / Background Check: 

· As required by school district to work with children in a school setting.

6.  Physical Abilities /Environment:

· Physically and mentally able to perform the essential duties of the position without hazard to themselves or others.  Ability to sit, stand, walk, bend, stoop, kneel, perform grasping and handling motions and torso rotations on a continuous basis; lift and carry 20 pounds of materials; reach in all directions. Adequate sight or corrected vision for the purpose of reading directions and printed or written materials, hear and speak to communicate with coworkers, students and the public. Dexterity of hands and fingers to operate instructional equipment. Work in classroom and outdoor environment, sometimes in adverse weather conditions.

7. Other Employment Conditions:

· Willingness to work on weekends when staff development or other activities such as field trips are scheduled.

(    Willingness to accept and sign the HEART At-Will Employment provision.
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601 W. Willow

Visalia, CA  93291

(559) 624-5810 Fax: (559) 741-4886
	EMPLOYMENT APPLICATION  Pro-Youth Visalia/HEART

Use ink (Please Print or Type)

Date:___________________________

Work Desired:  Site Director___ Lead Program Leader ____ Program Leader ____

Would you work:  Full Time_____Yes______No ______ Part Time__​___Yes_____ No_____

Sites Will Work At:___Visalia___Exeter___Goshen___Porterville___Strathmore

INCOMPLETE OR UNSIGNED APPLICATION WILL NOT BE CONSIDERED

	Pro-Youth Visalia is an equal employment opportunity employer that does not discriminate against any individual on the basis of any protected category, including individuals protected by the Americans With Disabilities Act and the California Fair Employment and Housing Act.  If you believe that because of a disability you will need an accommodation in completing this or any other form, in taking any employment-related examinations, or with respect to any other aspect of the application process, please make that fact known in a timely manner and we will attempt to provide you with an appropriate and reasonable accommodation.

	PERSONAL DATA

Name:
	Home Phone:      (        )

Message Phone:  (        )

	                         Last                                                 First                                                  M.I.
Address:
	(Voluntary)

Social Security #:

	                          Number                    Street                                                        Apt#


	Years at present address:

	                         City                                           State                                          Zip
	REMARKS:  If you answered YES to Questions 3 through 5 please explain.



	ADDITIONAL EMPLOYMENT DATA

1.   If selected for employment, could you furnish verification of your legal right to              FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

work in the United Sates?

2.  Do you have a valid California Drivers License?                                                                FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

Lic.#:​​​​​​​​​​_________________________ Expiration:__________________

3.   Have you ever been convicted of any criminal felony or misdemeanor?  (The                 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

existence of a criminal record does not automatically bar you from

employment. However, failure to admit is cause for disqualification or

dismissal)

4.  Have you ever been discharged or requested to resign for misconduct or                           FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

unsatisfactory service?

5. Will you require disability-related accommodations for testing or interviews?                   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

6.  Are you a Work Study student?                                                                                           FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No


	Use additional paper and attach if necessary

	EDUCATIONAL RECORD

Circle highest grade completed:    6        7        8        9        10        11        12        13        14        15        16

Name of high school last attended:                                                      Graduate?     FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No      FORMCHECKBOX 
  G.E.D.

	NAME AND LOCATION OF COLLEGES OR JOB-RELATED TRADE SCHOOLS ATTENDED
	MAJOR
	TOTAL UNITS

Sem. Qtr.


	YR. OF DEGREE OR CERTIFICATE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	EMERGENCY INFORMATION

Person to Notify:_____________________________________    ___________________________________________     _____________________________
                                                         Name                                                                                           Address                                                                           Telephone




AN EQUAL OPPORTUNITY EMPLOYER
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a non-profit corporation




	Computer Skills:

Software Programs:

Types of Computers:


	FOREIGN LANGUAGE:

Language:                     Read             Write                 Speak

_______________     ________       ________         

_______________     ________      _________        

_______________     ________      _________       

	PLEASE LIST ALL CHILD DEVELOPMENT CLASSES THAT YOU HAVE COMPLETED OR ENROLLED IN TO DATE. (add additional page if necessary)
W Work History  Begin with your most recent Job.  List all jobs and any periods of unemployment in the past ten years.  Include any military service.  Also, list any jobs you held more than ten years ago which relate to the duties or qualifications of the job for which you are applying.  Be sure to include the number of hours per week that you worked.  You may also list any volunteer experience which relates to the job(s) for which you are applying.  You may attach additional pages if necessary.

	FROM:   Mo.           Yr.


	Your Title:                                                        No. Supervised:                     
	Name of Present or Last Employer:

	To:          Mo.           Yr.
	Your Duties:
	Address:

	
	
	

	Salary Per Month
	
	City/Sate/Zip:

	
	
	

	Hours Per Week
	
	Supervisor’s Name & Title:

	
	
	

	Reason for Leaving:
	Telephone:

	FROM:   Mo.           Yr.


	Your Title:                                                        No. Supervised:                     
	Name of Present or Last Employer:

	To:          Mo.           Yr.
	Your Duties:
	Address:

	
	
	

	Salary Per Month
	
	City/Sate/Zip:

	
	
	

	Hours Per Week
	
	Supervisor’s Name & Title:

	
	
	

	Reason for Leaving:
	Telephone:

	FROM:   Mo.           Yr.


	Your Title:                                                        No. Supervised:                     
	Name of Present or Last Employer:

	To:          Mo.           Yr.
	Your Duties:
	Address:

	
	
	

	Salary Per Month
	
	City/Sate/Zip:

	
	
	

	Hours Per Week
	
	Supervisor’s Name & Title:

	
	
	

	Reason for Leaving:
	Telephone:

	May we contact your present  and/or previous employer for a reference?                  Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 
  

Comment:

	REFERENCES

Name
	Address
	Telephone 
	Occupation

	
	
	
	

	
	
	
	

	
	
	
	

	I HEREBY CERTIFY That all statements made hereon are true and correct to the best of my knowledge and authorize investigation for all statements herein recorded.  Further, I understand that any false statements made may be cause for non-employment or for dismissal.  if employed.  I release and hold harmless all persons and organizations providing any information, reference, or data to be utilized by the Pro-Youth Services to determine my qualifications for employment.  I hereby authorize the release of any and all such information, reference and data.  A photocopy of this authorization may be considered as an original for this purpose.  I agree that if employed, I will abide by all policies and procedures established by the administration. 

Date available for employment:                                Signature of applicant:                                                                                  Date:                                                                                  


AN EQUAL OPPORTUNITY EMPLOYER

NOTICE: Employment with Pro-Youth Visalia/HEART does NOT occur until the Executive Director approves a formal document appointing the job

applicant to a position following successful completion of the employment procedures.  Until the formal appointment is approved, any offer of

employment may be withdrawn.
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ACKNOWLEDGEMENT OF AT-WILL EMPLOYMENT

I ______________________________, hereby accept the offer of employment as Site Director – HEART Program made to me by the Pro Youth program.  I understand that this offer is contingent upon the successful completion of criminal background investigation.  Should the investigation produce information that does not meet the Federal, State or County guidelines regarding criminal activities as they pertain to working with children, my employment with Pro Youth will be terminated immediately. 

I further understand that Pro Youth is hiring me on an “At Will” basis and my employment may be terminated at any time, with or without cause, at the discretion of the appointing authority of the agency.   Neither Pro Youth nor I are committed to continuing the employment relationship for any specific term.

I understand and accept these terms.

______________________________________

______________________

Employee Signature





Date

HEART POLICIES

#201 
Program Operations & Staff Responsibilities

Pro-Youth /HEART is committed to developing strong teams that deliver effective programs that build the capacity of children to succeed.  Each site team includes the Site Director, Lead Program Leaders and Program Leaders, the school principal, classroom teachers, clerical and custodial staff, parents and other primary caregivers, community volunteers, collaboration partners and the Senior HEART staff.

The primary responsibility of the team is to provide a safe, structured and positive after school learning environment for participating students.  In each HEART program, the Site Director, in cooperation with the principal, is the leader of the on-site team.  The appropriate HEART staff provides members direct and ongoing support members.

1. Program and Staff Development
The degree and extent to which the vision of HEART is fulfilled depends largely on the skills of the HEART on-site staff in delivering programs and working together closely as a team.  Therefore, HEART places a high priority on staff development and training.  Workshops and other staff development activities that apply to all Site Directors and/or Program Leaders are held regularly at central locations.  This is a primary component of continual quality improvement.  All staff members are expected to attend.

Cluster meetings that include several sites and site meetings that are held during each week may accompany these general sessions.  Site Directors are responsible for facilitating on-site meetings in ways that identify specific strengths and areas in need of improvement.  When assistance is needed, Site Directors should include school staff who is expected to provide appropriate support either individually or through additional outside training sources.  All site staff are expected to attend on-site meetings.

2. Program Status Reports

To maintain the quality of HEART programs and operations, Site Directors are responsible for maintaining a current, accurate record of program activities.  The monthly Enrollment and Attendance reports must be provided to HEART Administration by the 5th working day of the month following the report period. Reports must include the following:

1. Add/Drop Enrollment records.

2. Payroll forms -- shall be submitted twice per month on the 16th and 1st.

3. Incident reports (if any) -- routine reports shall be maintained at the program site.

4. Actual or projected changes in staff personnel (if any).

5. Any other information that may be time-sensitive.

Each Site Director is responsible for keeping an accurate record of student attendance.  This means establishing and maintaining a Site specific Master List and the daily/weekly Add/Drop information.  In all instances, accuracy is essential.

A sample of forms required in these reports is included in the Appendix of this manual. These Add/Drop Payroll reports must be clear, accurate and complete.  

3. Supplies

Based on last year's expenditures, each site is allocated _________/year for supplies.  Site Director’s are responsible for ordering from catalogues and tracking expenditures.  Once an order is received, it should be checked to make sure the order is complete and accurate.  The Site Director must then bring the original receipt to the Pro-Youth office to be approved by the HEART Director, and processed and placed on file with the Bookkeeper.

4. Purchase Orders

To facilitate the purchase of supplies that are not readily available through catalogues, HEART maintains accounts that can be accessed through purchase orders.  Site Directors receive a copy of information pertaining to each account.  This information is confidential and is not to be shared with anyone.  All purchases made in this way must be(pre-approved by the HEART (administration) Director.  Unauthorized use of purchase orders will result in revocation of this privilege and/or possible disciplinary action.  

The Pro-Youth office maintains several accounts which can be accessed through purchase orders.  To make a purchase through Border’s Bookstore, Office Depot, or Food 4 Less, a purchase order must be completed and approved by the HEART Director.  Once approved your order will be purchased by an Office Member authorized to sign for that account.  

Following is a list of accounts with authorized Office Staff signators.


Border’s



Executive Director



Office Administrator



Area Director



HEART Secretary


Office Depot



All Office Staff


Food 4 Less



Executive Director



Office Administrator



Area Director



HEART Secretary



**The Pro-Youth Credit Card may also be used to make purchases in the same way as stated above.  The following Office Staff Personnel are authorized to use the card: Executive Director, Office Administrator, HEART Secretary, and Bookkeeper.

All purchases made by purchase order will be billed to the appropriate site account.  Receipts must be promptly submitted to the (HEART administration) Pro-Youth Bookkeeper. 

5. Walkers and Students who are Picked Up After Programs

All HEART program sites operate for 3 hours Monday through Friday until 6:00 p.m.  Students are expected to be picked up by a parent/guardian or designee depending upon the information on the registration form and/or arrangements with parents.  Under no circumstances will a child be allowed to walk home unless this has been predetermined by the parent and approved by the Site Director.

6. Late Pick-Up

If the appropriate person does not pick up a child, the following procedures apply:  

1) call the person(s) listed on the Registration Form emergency information 

2) if you cannot reach this person, call the alternate on the emergency card 

3) if no one can be reached and thirty (30) minutes has passed, follow your school policies and guidelines for children left after school is closed and call your Site Director.  Under no circumstances are Visalia HEART staff allowed to take a child home.

202. General Site Procedures

1. Accountability of  Students

Only children who are signed up for the program are allowed to attend.  A parent or guardian signed Registration Form is required for each child. 

2. Parent notification - missing/late children

If a child who is signed up to attend for the day has not arrived by the end of roll call/snack, the Site Director will check with the school office to determine if the child was at school that day and if they may have left early. If it is determined that the child should be at HEART that day the Site Director will utilize the information provided on the Registration Form to contact the parent/guardian to locate the child.   

3. Care & Cleaning of Utilized Space

It is imperative that we maintain a positive relationship between HEART and the entities that allow us to provide our program.  Proper care & cleaning of the facilities we use is the best way to do that.  The ability for us to be able to provide a low cost program hinges on our ability to have free rent.  In short, leave the facility better than when you came in.  

4. Transportation Policy 

Whenever the children are taken off the established site, (i.e. the school grounds) a signed parental release must be obtained before the planned trip.  This is true for both walking as well 

as vehicle trips.  Any trip involving transportation of the child in a vehicle must be approved by the HEART Director and/or Pro-Youth’s Executive Director.  Forms for parental or guardian release can be obtained from the administrative office. 

5. Emergency Plan
EMERGENCY EVACUATION PLAN - The HEART Program emergency evacuation procedures follow those detailed by the  School. The Site Director will keep a log, located in the site file cabinet, on each drill and complete an Evacuation Drill Evaluation form for each of the drills.  A copy of these will then be turned in to the Administrative office to be kept on file.   

Each Site Director will also obtain an emergency evacuation plan from the school site hosting the program. One copy of the plan will be kept in the on site file cabinet, while another is kept in the Administrative office.

203. Staff Attendance / Substitution Policy

1. Daily Work Schedule

Each employee is expected to arrive on time for her/his respective shifts.  Substitutes may be used only after the employee clears it with their immediate supervisor.  Usually this will require at least 24 hours prior notice.  If the immediate supervisor is not available, contact the administrative office directly.  In cases of sickness or emergency, make every effort to follow the above procedure.  If you cannot locate your supervisor or the administrative office, then contact a substitute on your own.  If you do act on your own, you must notify the administrative office within 24 hours.

2. In-service Meetings

From time to time there will be in-service meetings to improve the quality of the program we are delivering.  These meetings are part of your job requirements, are mandatory, and every employee needs to attend.  Employees can only be excused by the HEART Director.

3. Time Cards/Payroll Procedures
The payroll for the HEART Program is administered through PAYCHEX, a payroll service company.  Consequently, employees will be paid on or about the 5th and 20th of each calendar month. Time sheets/cards are required to be completed each payroll period. The employee will complete an Employee Time Sheet with the amount of time that each employee spends on activities at and away from the Site.  The Site Director will verify the totals from the Employee Timesheet. The Site Director should verify the totals and times and dates worked for each site employee. The HEART Director will verify and approve Site Director’s Time Sheets.  The Employee Time Sheet will be turned in to the HEART Director on the 1st and 3rd friday of each month by 12 p.m..  Failure to complete all forms properly may result in delays that could create a situation where an employee would have to wait another pay period to be paid.  

204. Child Guidance/Discipline Policy and Procedures
Child guidance and discipline at the HEART Program will follow those guidelines outlined in the registration packet, the individual school rules, and the rules of the School District.  Any child consistently exhibiting disruptive behavior will be “guided” in the following order of protocol.

Visalia HEART is committed to building the capacity of students to succeed.  This requires the establishment and maintenance of a positive, structured environment in which students can learn.  Effective site and classroom management is essential.  To promote and sustain a positive atmosphere, Site Directors are responsible for ensuring that 1) Program Leaders, volunteers and students are familiar with the school rules, and 2) students have entered into personal contracts with Program Leaders and understand the provisions of the Agreement with their parents.

1. The Contractual Process

If a student violates the provisions of the Agreement document, he or she will have chosen to be removed from the program and placed at the end of the waiting list.  This policy must be strictly adhered to in order for consistency and fairness to characterize your site and to guarantee, insofar as possible, that all parties understand and are involved in the process.  The steps to be taken are: 

1) The first warning is a discussion with the Program Leader and the student.

2) The second warning requires the active participation of the Site Director and notification to the parent/guardian.

3) The third warning (removal from the program) requires that the parent/guardian be present, with the child, the Program Leader and the Site Director. Notification will be given to the School Site Principal and the HEART Director.

In the case of disorderly conduct, assault, arson, vandalism, defiance, fighting, using illegal substances, or any other endangering behavior, the Program Leader and Site Director will fill out an incident report, and the child may be immediately removed from the program without going through the protocol listed above.  When an expulsion is warranted according to the protocol listed above, the HEART Director and school’s principal will be notified prior to its implementation.  In the event of a suspension, the HEART Director will advise the Pro-Youth Executive Director.

2. Positive Discipline Approaches

Specific procedures and approaches in using positive discipline techniques are provided in staff development workshops and materials from those workshops.  Site Director and Program Leaders are expected to be knowledgeable and to use these approaches with students.  Additional materials are available from the Program Manager on request.

3. Discipline Policy and Procedures
The following policies and procedures apply to all sites.  Minor modifications due to unique circumstances may be necessary, but must be approved by Mentor Coordinators.  The purpose of these policies and procedures is to create and sustain a safe, productive environment in which students learn to be accountable for their behavior and responsible for their choices.

POLICY: Participating in Visalia HEART is a privilege.  Set the behavioral atmosphere for your site by ensuring that 1) Program Leaders, volunteers and students are familiar with the school rules and, 2) that students have entered into written contracts with their Program Leaders.  It is important that each student understands both the contract and the consequences of breaking the contract.  The Program Leader is accountable for facilitating this process.  If a student disregards interventions and violates the contract three times, he/she will have chosen to leave the program for a period of time determined by the Program Leader/Site Director.
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PROCEDURE:
Step 1: Ask the Principal for a copy of the school rules.  Submit a copy to the HEART Administration.  It is imperative to use the existing school/classroom behavior rules because the students are already familiar with them and this maintains a strong link with the school.  The basic rules are:

1. Be kind--to yourself, each other and the environment (books, desks, wall, etc.)

2. Be respectful--follow directions and rules; cooperate

3. Be productive--do your assignments; find productive activities

Step 2: The Site Director, Program Leaders and volunteers must be familiar with these rules and others that may be deemed important to the cluster/program.  Staff must also model the expected behavior so that children can also learn by example.

Step 3: Program Leaders discuss these rules with students in their clusters and involve students in the formulation and acceptance of the rules.

Step 4: Students complete a written contract with Program Leaders, with both signing and dating the contract.
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If someone breaks a rule, follow the PPL process (Prompt, Praise and Leave)…
1. Prompt--walk over to the student and quietly re-direct him/her to the task (e.g., You need to work on your assignment; or, You belong in your group.)

2. Praise--if the student complies, quietly give verbal praise; (e.g., thank you; or Good. I see that you have  already done part of your assignment.  Please go on.)

3. Leave--quietly walk away and continue "working the room," walking around and visually 

checking to see that students are on task.

Noncompliance: If a student does not go back to the task or comply:
The staff should attempt to find the reason or explanation for the behavior.  It may be cognitive (thinking).  As an example, if it is a homework assignment, the student may not understand the work or may not know how to do it.  Also, make sure that each student understands directions you give during program.  If he/she does not ask for your help, you may have to provide it.


Become the child's partner by getting on the same eye level and talking quietly.

1. Ask--Did your teacher make the assignment clear to you?

2. Offer--Is there any part where I can help? If the student has made attempts, praise the correct ones and go over the process on the incorrect ones.

The reason for the behavior may be affective (emotional). If the student seems anxious or angry, he/she may have had a bad day at school, may be experiencing difficulties at home or any of a variety of things.


Become the child's partner again.

1. Ask--how was school today?  Did something happen to make you unhappy/angry?

2. Acknowledge and empathize--People have bad days.  Sometimes I get grumpy when I have had a bad day.

3. Allow space--especially if the child appears to want to be left alone.  Say--I see you need some quiet time to yourself.  I'll be back in a little while to see how you are.

One non-compliance day is allowable, but necessitates the following:  1) make arrangements to talk with the student's teacher and/or parent ASAP, 2) attempt to discover whether there is any reason for the behavior, and 3) ask the teacher/parent for suggestions in relating with the child.

If the noncompliance continues for a second day, the Program Leader should consult with the Site Director and both should talk with the student, review the contract, and emphasize wanting the student to remain in the program and reiterate the consequences of breaking the contract.  Treat

this process as a problem-solving situation.  Allow the student adequate opportunities to make and express choice.  Involve parents as appropriate.

Document your efforts by making a quick note of the behavior next to the child's name on the attendance sheet: no homework; angry; uncooperative; broke rule 2; etc.

If this occurs a third time, the Site Director must contact the parent and ask for assistance in improving the student's behavior or to suggest suspension/dismissal from the program. (See Incident Report and Add/Drop form).

If the student is suspended or is dismissed and placed at the bottom of the waiting list, be sure the student knows he/she will be invited to re-enroll if he/she agrees to honor the written contract.

Defiance: if the student clearly defies the Program Leader's Prompts:
Defiance is different from noncompliance.  Defiance is readily observable and maybe recognized by hostility, verbal or other abuse, or some other defiant attitude and/or behavior.  Defiance is usually active; noncompliance is more likely to be passive.  The first time defiance happens, the following steps must be taken.

Step 1: The Program Leader must stay calm and in control.  Do not allow the student to dictate your response.

Step 2: The Program Leader summons the Site Director and describes the situation/incident.

Step 3: The Site Director and student leave the room.  The Program Leader continues with the cluster, acknowledging the incident and getting on with the current activity.

Step 4: The Site Director asks the student for his or her interpretation of what occurred.  The focus should be on attempting to resolve the problem and identifying the consequences and the choices.  The student must restore the contract to remain in the program.  Restoring the contract means: 1) Publicly acknowledging the inappropriateness of the behavior, 2) apologizing to the cluster members and having them accept the apology, and 3) demonstrating appropriate behavior.  The purpose of this is to stress the importance of the contract, encouraging the student to be accountable for his/her behavior and enable the group to put the incident in the past and continue to work together.

Step 5: (occurs if Step 4 fails):  The Site Director must remove the student from the program, notify the parent, complete the Add/Drop Form and document the occurrence.

205. LITERACY EXPECTATONS

HEART central staff and the school administration developed the following definition of and expectations for literacy.  This document will be reviewed regularly and may be revised to reflect improvements in the literacy component of HEART.

A. What is literacy and why is it important in HEART?

The vision of HEART is to build the capacity of children to succeed.  HEART is committed to developing and strengthening literacy skills of children.  Literacy is defined as the reading, writing, listening, and speaking domains of language arts.  HEART focuses on all four domains, but gives specific attention to reading and writing skills and comprehension strategies that will enable participants to become effective communicators and productive people.

B. How do you know the literacy needs of students in your program?

Talk to your site team: principal, classroom teachers, counselors, specialists, resource teacher, secretary, parents, the students themselves, tutors, volunteers, mentors, and any other adult who may have input about the literacy needs of students. From them you may get formal and informal information that pertains to the students’ progress and achievement in literacy.


FORMAL INFORMATION


INFORMAL INFORMATION


Test scores




Suggestions about learning style

      Grades
Physical needs related to literacy,

      HEART Evaluations
such as vision, hearing, or motor 

Pre-school data
skills

      Etc. 
Attitude toward literacy


Who can help at home

206. Community Partners and Volunteers

HEART works closely with large numbers of community organizations, private corporations, government agencies, educational institutions and the media not only to find programs but also to provide extensive resources to participating students and their families. 

1.  Site Visits

HEART staff members and volunteers on site are expected to understand HEART’s overall vision, mission, goals and approaches and their application at the site.  This means that all staff and volunteers must be able to explain these accurately to anyone who asks for information or visits the site.  Site visits by collaboration partners, evaluators and potential funders will occur frequently throughout the year.  Some of these will be prearranged and site staff will be notified in advance.  Others may occur on the spur of the moment.  In either case, it is the responsibility of the Site Director and Program Leaders to ensure that the program is operating effectively and that students are engaged in learning activities.  Site staff and volunteers, must also adhere to appropriate attire. 

2.   Staff and Volunteer Dress Code:

1. Pants:
Denim jeans, slacks, corduroy, or “docker” pants. Must be hemmed with no holes. Patches and baggie pants are not allowed.

2. Shirts: No offensive tee shirts. This includes, but is not limited to, any pictures which reference: beer, alcohol, or tobacco; sex; drugs; and women. No mid-rift tops, tank tops, or low-cut blouses.
3. Shorts: Must be hemmed with no holes, length must exceed fingertips of extended arm. No baggie shorts. Overalls must have both hooks fastened.
4. Shoes: No sandals, heels, cowboy boots or open toed shoes of any type.
5. Jewelry: Should not dangle.
6. Tattoos: No visible tattoos.
3.   Relations with the Media

Site Directors will be notified in advance when the media will be visiting sites and/or will be present at activities involving HEART students.  Unless specifically authorized by the HEART Director in advance, all interviews, questions and requests for site visits made by the media must be referred to the HEART Director.  In virtually all cases approval will be granted and welcomed.  The media includes newspapers, television and radio.

207. Volunteer Procedures

1. Volunteer Usage for Staff/Children Ratio

According to Pro Youth/HEART regulation, volunteers of any age are acceptable to be used in the HEART Program.  However, all volunteers must be paired with at least one staff member and must never be left alone with a child or children. All regular volunteers over the age of eighteen(18) must undergo a Department of Justice background check through fingerprints, a TB test, and complete a Volunteer Application. A one-time “guest” volunteer need not submit to the aforementioned requirements. Any volunteer under age eighteen (18) must have completed the Parent’s Permission section of the Volunteer Application.

HEART is committed to recruiting and retaining community volunteers who can contribute in meaningful ways by helping children.  A primary goal is to improve the ratio of adults to children in order to provide more individualized assistance and attention.  Volunteers are recruited from neighborhoods in which sites are located and from the broader community.  They include parents and relatives, high school and middle school students, college interns, business and corporate representatives and partners involved with other community-based organizations.  HEART values and strives to include volunteers who are diverse in terms of age, ethnicity, gender, income levels, race, and other characteristics.   There is no minimum time commitments required other than consistency.

2. Volunteer Recruitment and Placement

There is a formal volunteer process that must be adhered to in all cases.  Site Directors and Program Leaders who recruit volunteers must refer them to the Program Manager for completion of this particular certification process.

1. A Volunteer Application form is to be completed by the applicant and filed at the HEART office.

2. An applicant must be TB tested and receive a medical clearance.  TB tests are offered free of charge to volunteers who do not have medical coverage.  An applicant tested within the last 12 months may submit a copy of the TB report.

3. An appointment for a general program orientation and interview with the Program Manager must be scheduled. This orientation process will include: a review of the application, TB test results, finger print referrals and ID check, an overview of HEART’s goals, site choices, an assessment of the volunteer’s time, interests and abilities and a review of HEART policies.

4. At the discretion of the Program Manager, and pending final approval of the application, the volunteer applicant signs a commitment agreement.

5. Upon final approval, the volunteer is referred to a site for an interview with the Site Director and the Program Leader.

6.  The volunteer placement is completed when a mutual agreement is reached between volunteer, Site Director and Program Leader.

7.  The Site Director, in cooperation with the Program Leader is responsible for monitoring 

attendance and assessing abilities of each volunteer assigned to the site.

3. Volunteer/Program Leader Relationships

Volunteers are critical partners at HEART sites.  The HEART staff is required to inform volunteers about emergency procedures, school and program rules, and site policies and goals.  All  Volunteers are to be informed in advance about program activities and events that may impact their schedules (special events, minimum days, holidays, etc.)

4. Performance Expectations

Site Directors and Program Leaders are expected to work closely with volunteers to ensure that they become an integral part of the on-site team.  In turn, volunteers are expected to work under the direction of Program Leaders in specific clusters and the Site Director in the program as a whole.  HEART staff are responsible for ensuring that the performance of volunteers meets the standards and expectations of the program.  Site Directors have the authority to remove a volunteer from the program if it is warranted to ensure the quality of the program and/or the safety and well being of the students.  This should be done in cooperation with the Program Manager.

206. Child Accidents / Emergencies

1. MINOR INCIDENTS:  Such as a bloody nose, scrapes, etc. will need to be documented on a HEART Incident Report . A copy of the report must be turned in immediately to the HEART office, or FAX .  A copy should then be placed in the child’s file and the parent should be notified.

2. MAJOR INCIDENTS:

1) Take appropriate action.  Call 911 (if necessary) and parent/guardian.  Call the Program Manager to inform him/her of the incident.

2)
Complete the HEART Incident Report for the following:


a) Injury to a HEART Child:

1) If injury was serious enough to require medical attention. 

2) If injury was serious enough to warrant a call to the parent/guardian.

b) Incident involving a HEART Child:

1) The incident let to involvement by school security, city police or a county sheriff.

2) If the incident was serious enough to warrant a call the parent/guardian or the emergency contact.

3) If the incident was minor, but you feel the parent/guardian may be overly concerned.

3)
Complete the HEART Incident Report for the following:

a) If theft, loss or damage to school or city property occurs.

3. INQUIRIES:


Do not answer any questions from the public or press about the incident.

Do cooperate fully with the police, medical and Visalia Unified School District personnel.




Refer inquires to the Program Manager.

207. Staff Accidents / Emergencies

1. MINOR INCIDENTS:  Incidents such as a bloody nose, scrapes, etc., will need to be documented on a HEART Incident/Loss Report.  A copy of the report should be made and then put in the staff file.

WHEN AN INJURY OR ILLNESS INVOLVES A STAFF MEMBER, THE FOLLOWING PROCEDURES SHOULD BE FOLLOWED:

If an employee is injured in the course of performance of duties, the injury/incident must immediately be reported to the Program Manager, regardless of how slight the injury may appear.

HEART Staff being informed of an employee's injury must:

a) Notify the Program Manager immediately. Provide an employee who suffers a work related injury or illness an “Employee’s Claim for Workers Compensation Benefits” claim form (DWC-1) within 24 hours from the time the injury is reported, or from the time the supervisor has knowledge (FROM ANY SOURCE) of the injury.

b) The employee is to fill out top portion of the form and indicate the date he/she gave the completed form to his/her supervisor.  Employee retains the “Employee’s Temporary Receipt” copy of the form.                                                                    

c) The Site Director or Program Manager fills out the “Employer” portion at the bottom of the form with required dates and signature.

d) When the form is completed the Site Director submits the forms to the Program Manager at the Visalia HEART office.

1) MINOR INJURIES:

If, in your opinion, it looks like an injury may need medical attention at a later time, please fill out form DWC- I and submit them to the Program Manager.

2) FOR IMMEDIATE AND LIFE THREATENING EMERGENCY CALL 911

a) Notify the Program Manager immediately.

b) Call for immediate care instructions Community Health Urgent Care, 635-6190.

c) Proceed to Community Health Urgent Care, 1633 S. Court, Visalia for medical attention.       

3) FOR NON-LIFE THREATENING BUT IMMEDIATE MEDICAL ATTENTION:

a) Minor incidents:  Such as a bloody nose, scrapes, etc., will need to be documented  on HEART Incident Report  copy of the report should be made and then put in the staff file.


b) Send the injured party to Community Health Urgent Care, 1633 S. Court, Visalia.

c) Notify the Program Manager.

REMINDER:  All information regarding injuries to Visalia HEART staff members must be reported to the Program Manager IMMEDIATELY.  
IF IN DOUBT REGARDING ANY OF THE ABOVE PROCEDURES, PLEASE CALL THE PROGRAM MANAGER.

208. Sexual Harassment Policy

      Introduction

In accordance with the Equal Employment Opportunity Commission’s regulations and amended guidelines of November 1980, Pro-Youth /HEART has established policy to address the problem of sexual harassment in the workplace.  Sexual harassment is a violation of Section 703 of Title VII of the Civil Rights Act of 1964, which holds employers responsible for seeing that this type of behavior does not occur.  

This policy includes:

· a definition of sexual harassment;
· a process for investigating complaints and maintaining the confidentiality of the parties involved; and
· appropriate resolutions and/or sanctions against such behavior. 

Definition

Sexual harassment is misconduct which undermines the integrity of the employment relationship and the dignity of the individual to whom it is directed.  It is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, when:

· submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment;

· submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individuals; or

· such conduct unreasonably interferes with an individual’s work performance or creates an intimidating, hostile, or offensive working or learning environment.

1. Policy

Sexual harassment of any employee or recipient of services of Pro-Youth /HEART is illegal.  Anyone who feels that she/he is the victim of sexual harassment, or any supervisor or manager who is made aware of an alleged incident of sexual harassment will take immediate action to resolve the matter.  The Executive Director of Pro-Youth and the HEART Director shall be notified of any allegation of sexual harassment.  If it is either the Executive Director of Pro-Youth or the HEART Program DirectorHEART Director who is being accused of the alleged harassment, then the President of the Board of Directors of Pro-Youth is the person who shall be notified.  Notification of the Executive Director of Pro-Youth and the HEART Director and/or President of the Board of Directors of Pro-Youth shall be done both verbally and in written form.  

2. Filing a Complaint

Any HEART Program employee, job applicant, or recipient of service who feels she or he may have been the victim of sexual harassment, or any other type of discrimination may file a grievance with the Executive Director of Pro-Youth and the HEART Director and/or the Executive Committee of the Board of Directors of Pro Youth within  one hundred and eighty (180) calendar days of the last alleged occurrence.  

The employee is also encouraged, if they are so inclined, to file a complaint with the Equal Employment Opportunity Commission (EEOC) within the allotted one hundred eighty (180) day period.  

Each complaint will be investigated by the Executive Director of Pro-Youth and the HEART Director and/or the Executive Committee of the Board of Directors of Pro-Youth.  The complainant has the right to obtain satisfaction within the bounds of the organization's sexual harassment policy and applicable laws.

209. Staff Drug and Alcohol Usage Policy

No staff member will work while intoxicated or under the influence of illegal drugs.  Violation of this policy can be grounds for immediate dismissal. Random drug testing may be required by Pro-Youth and/or the HEART Program for any employee.  Any employee who fails a drug test shall be terminated immediately.  If a staff member is taking prescription medication, he/she must abide by any warnings that are listed on the medication.  Any incident that arises as a result of improper usage of prescription medication may also be grounds for dismissal.  Our programs are located in public, state owned buildings.  California State law prohibits smoking in any state 

owned building.  Pro-Youth and the HEART Program support and will enforce this law with all employees and participants.  
210. Child Health and Welfare

Mandatory Reporting Phone No.: 1(800) 331-1585
1. Child Abuse Policy
The welfare and safety of the children in our charge is paramount.  It is against the policy of Pro-Youth and the HEART Program for a staff member to ever verbally, physically, emotionally, or sexually abuses a child in any way.  Any staff member who is accused of any form of abuse will be suspended while a social worker from the California Department of Family Services investigates the incident.  If the allegations are substantiated, the staff member will be immediately terminated.  In addition, appropriate legal actions will also be rigorously pursued.  

It is state law that anyone, especially childcare professionals, reports any abuse of which they are aware. Pro-Youth and the HEART Program support this law, and any questions regarding reporting of any form of suspected abuse shall be brought to the attention of the Site Director and HEART Director and school site principal. They will assist the employee in the reporting process.  

What is Child Abuse?  

Child abuse is the maltreatment of a child in any of three areas: Physically, emotionally/mentally, or sexually.  A fourth area, neglect, is designated to describe situations where the child does not receive adequate nurturing, supervision, or nutrition to develop normally.  

In reviewing any situation of potential abuse, staff members and Program administrators will use the following diagnostic criteria:
(see next page)

	PHYSICAL AND BEHAVIORAL INDICATORS OF ABUSE

	Type of C. A.
	Physical Indicators
	Behavioral Indicators

	Physical

Abuse


	Unexplained Bruises and Welts:  

· on face, lips, mouth

· on torso, back, buttocks, thighs

· in various stages of healing

· clustered, forming patterns

· Reflecting shape of article used to inflict (electrical cord, etc.)

· on several different surface areas

· regularly appear after absence, week end, or vacation

Unexplained Burns:

· cigar, cigarette burns, especially on soles, palms, back or buttocks

· immersion burns (sock-like, glove-like, doughnut shaped on buttocks or genitalia)

· rope burns on arms, legs, neck or torso

Unexplained Fractures:

· to skull, nose, facial structure 

· in various stages of healing

· multiple of spiral fractures

Unexplained Lacerations/Abrasions:

· to mouth, lips, gums, eyes

· to external genitalia


	Wary of Adult Contacts

Apprehension when other children cry

Behavioral Extremes: apprehensiveness, or withdrawal

Frightened of parents

Afraid to go home

Reports of injury by parents

	Sexual 

Abuse


	Difficulty in walking or sitting

Torn, stained or bloody underclothes

Pain or Itching in Genital Area

Bruises or bleeding in external genitalia, vaginal or anal areas

Venereal disease, especially in pre-pregnancy


	Won’t change for gym or participate in physical education class

Withdrawal, fantasy, or infantile behavior

Bizarre, sophisticated, or unusual sexual behavior or knowledge (age related)

Poor peer relationships, delinquent, or run away

Reports sexual assault by caretaker



	Emotional

Abuse
	Speech Disorders

Lags in physical development

Failure to thrive
	Habit Disorders (sucking, biting, rocking, etc.)

Conduct Disorders (anti-social, destructive, etc.)

Neurotic Traits (sleep disorders, inhibition of play)

Psychoneurotic Reactions ( hysteria, obsession, compulsion, phobias, hypochondriac

Behavior Extreme: compliant, passive aggressive, demanding, attempted suicide


2. Anti-Discrimination Policy
It is against HEART's policy for any staff member to discriminate against or give preferential treatment to anyone based on gender, race, ethnic origin, or religion.  Any staff member that exhibits behavior that shows any sign of discrimination will incur the following disciplinary procedure:

1. On the first occurrence the staff member will have a conference with the Site Director that will be annotated in his/her personnel file.   

2. The second occurrence will require the staff member to have a conference with the Executive Director.  If it is serious enough to merit dismissal, the Executive Director shall bring it to the Board of Directors with a recommendation for a decision.  

3. Drug and Alcohol Usage Policy
Any child in HEART who is intoxicated or under the influence of an illegal drug will be detained, if possible, and his/her parent(s) immediately contacted.  See child guidance section for possible disciplinary action.    

4. Medication Administration
No staff member will administer any medication to a HEART member without the written permission of his or her parent or guardian. In addition, the permission slip should include the following:

1. A signed statement from a physician, dentist, nurse practitioner, or physician’s assistant that includes the name of the child, the drug, the dosage, time of administration, the purpose of the medication, and a statement that the medication is needed during program hours of operation.  

*Over the counter medications such as: aspirin, Tylenol, or Advil are also subject to this regulation.  

5. Infectious Disease Control
Spills of body fluids shall be cleaned up immediately and contaminated surfaces disinfected.  The staff shall wear rubber gloves when cleaning blood spills, (located in the first aid kit).

Staff will wash their hands for 30 seconds with anti-bacterial soap and warm water before preparing or serving food (snack), after toileting, before and after eating meals, and anytime their hands have become soiled from handling body fluids, animals, garbage, or other disease-bearing substance.  

6. First Aid Kit
A first aid kit is located in the supply closet at each site.  A list of required items is in each kit.  The Site Director is responsible for keeping the required items stocked.  When a deficiency is noted, a request will be submitted in the Site Director’s weekly report to the Program Manager.  

Employee Performance Appraisal & Development

Name_________________________________   Job Title:   SITE DIRECTOR 

Appraisal Period _________________________, 20___ to ________________________, 20 _____

Performance Factors











Check the box that most appropriately fits the level of performance for the factor under appraisal.  Written remarks can be made in each case to substantiate the rating under each factor on the reverse side of this form.
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________________________________________________________________________________________________________

JOB DUTIES AND PERFORMANCE

List three critical performance areas of job responsibilities for appraisal period and rate each one.

1. Classroom/Education Duties: Deliver lesson plans effectively; literacy & numerical
( 5 Considerably Above Standards

learning; supervision of students;  positive academic and social outcomes make program   
( 4 Exceeds Job Standards

positive and fun for students and staff.  ________________________________________ 
( 3 Meets Job Standards

   ______________________________________________________________________
( 2 Below Job Standards

   ______________________________________________________________________
( 1  Considerably Below Standards

2. Supervision: Direct staff activities, scheduling and assignment changes; compile and 
( 5 Considerably Above Standards

review time sheets;  assist in evaluating performance; assist with training and  participate 
( 4 Exceeds Job Standards in workshops; provide resources to operate smoothly. ______________________________  

( 3 Meets Job Standards

   ______________________________________________________________________
( 2 Below Job Standards

   ______________________________________________________________________ 
( 1  Considerably Below Standards

3.  School/Community Relationships: Work effectively with school staff and parents;        
( 5 Considerably Above Standards

and work with volunteers; keep staff and school informed about activities and HEART;  
( 4 Exceeds Job Standards
   

assists in managing operations.______________________________________________
( 3 Meets Job Standards


   ______________________________________________________________________
( 2 Below Job Standards

   ______________________________________________________________________
( 1  Considerably Below Standards

List highlights of where employee is performing above expectations in the areas mentioned above and where employee should devote more attention to improvement of performance.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________​​​​​​​​​​​​​​​​​​​​​
SUMMARY

OVERALL PERFORMANCE RATING -- Considering the results obtained against the established job performance, the following rating is provided:

(  Considerably
          (  Below Job    
     (  Meets Job
       (  Exceeds Job             (  Considerably

             

     Below Standards               Standards                          Standards                  Standards                      Above Standards

Written Remarks:  

-- Appropriate for any rating

-- Required on all probationary and special ratings

-- Required if any factor is rated “Considerably Above Standards” or “Below Job Standards”

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FUTURE DEVELOPMENT
Comments should be directed toward plans for future improvement.  Enter any ideas from your employee.  

EVALUATION FOR DEVELOPMENT

1.  Reliability and consistency of performance _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  What does the employee desire for greater responsibilities or diversity of activities? _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.  Interpersonal relationships

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

DEVELOPMENT PLAN PROGRAM

1.  Education desired and/or required ______________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  Special seminars, training and workshops___________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________



CERTIFICATION:  This appraisal report is based on job related performance, and I acknowledge this report was discussed with me.

Interview conducted with _________________________________     by: ______________________________________  Date__________

                                                   (Signature of Employee)                                 (Signature of HEART Director)

I disagree with certain ratings within this report and wish to discuss it with the next supervisory level.  Comments:_____________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________ Date___________________________________________________

 (Signature of Employee)
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_________________________________________________________________________________________________________

JOB DUTIES AND PERFORMANCE

List three critical performance areas of job responsibilities for appraisal period and rate each one.

1. Classroom/Education Duties: Deliver lesson plans effectively; monitor literacy & 
( 5 Considerably Above Standards

numerical learning; set goals to produce positive academic and social outcome; make    
( 4 Exceeds Job Standards

program engaging and fun for students and staff. ________________________________ 
( 3 Meets Job Standards

   ______________________________________________________________________
( 2 Below Job Standards

   ______________________________________________________________________
( 1 Considerably Below Standards

2. Supervision of children: set limits and maintain a safe and positive environment. 
( 5 Considerably Above Standards

Utilize child guidance and classroom management techniques in working with children.
( 4 Exceeds Job Standards in workshops; perform set-up and clean-up duties; CPR & first aid currency. ____________   ( 3 Meets Job Standards

   ______________________________________________________________________
( 2 Below Job Standards

   ______________________________________________________________________ 
( 1 Considerably Below Standards

3.  School/Community Relationships: Work effectively with school staff, parents and        
( 5 Considerably Above Standards

work with volunteers; keep staff and school informed about activities and HEART;  
( 4 Exceeds Job Standards
   

assist in implementing HEART policies and managing operations; participate in training.
( 3 Meets Job Standards


   ______________________________________________________________________
( 2 Below Job Standards

   ______________________________________________________________________
( 1 Considerably Below Standards

List highlights of where employee is performing above expectations in the areas mentioned above and where employee should devote more attention to improvement of performance.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SUMMARY

OVERALL PERFORMANCE RATING -- Considering the results obtained against the established job performance, the following rating is provided:

(  Considerably
          (  Below Job    
     (  Meets Job
       (  Exceeds Job             (  Considerably

             

     Below Standards               Standards                          Standards                  Standards                      Above Standards

Written Remarks:  

-- Appropriate for any rating

-- Required on all probationary and special ratings

-- Required if any factor is rated “Considerably Above Standards” or “Below Job Standards”

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FUTURE DEVELOPMENT
Comments should be directed toward plans for future improvement.  Enter any ideas from your employee.  

EVALUATION FOR DEVELOPMENT

1.  Reliability and consistency of performance _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  What does the employee desire for greater responsibilities or diversity of activities? _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.  Interpersonal relationships

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

DEVELOPMENT PLAN PROGRAM

1.  Education desired and/or required ______________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  Special seminars, training and workshops___________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

CERTIFICATION:  This appraisal report is based on job related performance, and I acknowledge this report was discussed with me.

Interview conducted with _____________________________ by: _______________________________    Date__________

                                                   (Signature of Employee)                     (Signature of Area Director  )







         _______________________________         _________







               (Signature of HEART Director)                   (Date)

I disagree with certain ratings within this report and wish to discuss it with the next supervisory level.  Comments:_____________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________  Date___________________________________________________

 (Signature of Employee)

Employee Performance Appraisal & Development

Name_________________________________   Job Title: PROGRAM LEADER 

Appraisal Period _________________________, 20___ to ________________________, 20 _____

Performance Factors











Check the box that most appropriately fits the level of performance for the factor under appraisal.  Written remarks can be made in each case to substantiate the rating under each factor on the reverse side of this form.





Considerably
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Meets

Exceeds
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   FACTORS
Below

Job           
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Job

Above            


  
Standards

Standards

Standards

Standards

Standards

QUALITY OF

WORK












QUANTITY OF

WORK












DEPENDABILITY












INITIATIVE











PERSONAL

RELATIONS











ATTENDANCE
(  excellent


PUNCTUALITY
(  excellent
(  acceptable




(  acceptable

(  poor





(  poor








_________________________________________________________________________________________________________

JOB DUTIES AND PERFORMANCE

List three critical performance areas of job responsibilities for appraisal period and rate each one.

1. Classroom/Education Duties: Deliver lesson plans effectively; monitor literacy & 
( 5 Considerably Above Standards

numerical learning; set goals to produce positive academic and social outcome; make    
( 4 Exceeds Job Standards

program engaging and fun for students and staff. ________________________________ 
( 3 Meets Job Standards

   ______________________________________________________________________
( 2 Below Job Standards

   ______________________________________________________________________
( 1 Considerably Below Standards

2. Supervision of children: set limits and maintain a safe and positive environment. 
( 5 Considerably Above Standards

Utilize child guidance and classroom management techniques in working with children.
( 4 Exceeds Job Standards in workshops; perform set-up and clean-up duties; CPR & first aid currency. ____________   ( 3 Meets Job Standards

   ______________________________________________________________________
( 2 Below Job Standards

   ______________________________________________________________________ 
( 1 Considerably Below Standards

3.  School/Community Relationships: Work effectively with school staff, parents and        
( 5 Considerably Above Standards

work with volunteers; keep staff and school informed about activities and HEART;  
( 4 Exceeds Job Standards
   

assist in implementing HEART policies and managing operations; participate in training.
( 3 Meets Job Standards


   ______________________________________________________________________
( 2 Below Job Standards

   ______________________________________________________________________
( 1 Considerably Below Standards

List highlights of where employee is performing above expectations in the areas mentioned above and where employee should devote more attention to improvement of performance.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SUMMARY

OVERALL PERFORMANCE RATING -- Considering the results obtained against the established job performance, the following rating is provided:

(  Considerably
          (  Below Job    
     (  Meets Job
       (  Exceeds Job             (  Considerably

             

     Below Standards               Standards                          Standards                  Standards                      Above Standards

Written Remarks:  

-- Appropriate for any rating

-- Required on all probationary and special ratings

-- Required if any factor is rated “Considerably Above Standards” or “Below Job Standards”

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FUTURE DEVELOPMENT
Comments should be directed toward plans for future improvement.  Enter any ideas from your employee.  

EVALUATION FOR DEVELOPMENT

1.  Reliability and consistency of performance _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  What does the employee desire for greater responsibilities or diversity of activities? _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.  Interpersonal relationships

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

DEVELOPMENT PLAN PROGRAM

1.  Education desired and/or required ______________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  Special seminars, training and workshops___________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

CERTIFICATION:  This appraisal report is based on job related performance, and I acknowledge this report was discussed with me.

Interview conducted with _____________________________ by: _______________________________    Date__________

                                                   (Signature of Employee)                         (Signature of Area Director  )







_______________________________                    _________







   (Signature of HEART Director)                               (Date)

I disagree with certain ratings within this report and wish to discuss it with the next supervisory level.  Comments:_____________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________  Date___________________________________________________

 (Signature of Employee)

             Employee Time Sheet

Site:






Date:






Name:












1st Week

	DATE
	IN
	OUT
	IN
	OUT
	TOTAL
	REMARKS



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	2nd Week
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	TOTAL HOURS
	
	


____________________________________________
________________________

Employee  Signature







Date

____________________________________________
________________________

HEART Site Director Signature






Date

____________________________________________
________________________

Director’s Approval  Signature
                                    



Date

HEART Program

Registration Form

Please fill out a separate registration form for each child enrolling in the HEART Program.

Child’s Name_________________________  Birth Date________________  Age_________

Child’s Address____________________________________   City_________  Zip________

School Attending_____________________  Grade____ Teacher__________  Track________

Is this child continuing in the HEART Program from last year?   Yes_____  No_____

Parent/guardian_____________________  Phone day_____________  eve. _______________

Parent/guardian_____________________  Phone day_____________  eve. _______________

Sign-Out Information

Safety is top priority in the HEART Program, therefore no child enrolled in HEART will be released from the program without a parent/guardian signature or that of one of the three individuals listed below.  (Note: the names that appear below must be of someone 16 years or older.)

Name____________________________  Phone_______________  Relationship____________

Name____________________________  Phone_______________  Relationship____________

Name____________________________  Phone_______________  Relationship____________

In addition to the names listed above, I give permission for the HEART staff to sign my child out of the program.

Parent/guardian signature_________________________________

Walk Home Information

My child has my permission to walk home from HEART, therefore, I give permission for the HEART staff to sign my child out of the HEART Program 

Parent/guardian signature_____________________________

I have read and understand the conditions of my child’s participation in the HEART Program and am signing below as an indication of my intent to have my child, _____________________,

participate in the HEART Program.  

May we photograph your child for publicity purposes? 
Yes_____   No _____

Parent/guardian signature_______________________________   Date_________________

______________________________________________________________________________

SITE MANAGER USE ONLY
Date application received:________________________  First day of enrollment_____________

Program Leader:_______________________   Parent conference confirmed: Yes____  No____







     Health form complete: Yes_____   No _____

Please check one of the following:


21st CCLC


ASLSNP

HEART Programa

Formulario de Matricula

Favor de llenar un formulano por cada niño.

Nombre del niño(a) 




 Fecha da nacimiento 

 Edad 



Direccion del niño(a) 



 Ciudad 

 Codigo de Area 

Escuela que asiste 


 Grado 

 Maestro

 Curso 


¿Asistió el niño(a) al Programa “HEART” el afio pasado?  Si 
 No 


Nombre de la Madre 


 Teléfono dia 


 noche 




Nombre del Padre


 Teléfono dia 


 noche 




Mi niño(a) será firmado a la salida del Programa por mi o una de las siguientes personas (favor de nombrar por lo menos dos):

Nombre 


 Teléfono 


 Relación 



Nombre 


 Teléfono 


 Relación 



Nombre 


 Teléfono 


 Relación 


Favor de nombrar alguna persona que no debe recoger su niño(a) del Program HEART: 


Información para firmar a la salida

Autorizo a el personal de HEART a firmar mi niño(a) a la salida del programa. El programa HEART no permitirá al niño(a) a salir del programa sin la firma de una de las personas mencionadas arriba.

Mi niño(a) tiene mi permiso para caminar a casa depués del programa. 




He leido y entendido las condiciones para que mi niño(a) participe en el Programa Visalia HEART y firmo para indicar que estoy de acuerdo que mi niño(a) 



 participe en el Programa HEART.

Podemos tocar fotos de su niño(a) para publicidad?

Si 
    
No


Firma del Padre o encargado 





 Fecha 





PARA USO DEL ADMINISTRADOR SOLAMENTE

Fecha recibida la aplicacion: 


 Primer dia de la aplicacion: 




Lider de programa: 


 Conferencia de padres confirmada: Si 
 No 




 Información Médica completa: Si 
   No 


Cheque uno de estos por favor:


21st CCLC

ASLSNP
HEART Program

Agreement

Please read the following information carefully.  You must sign at the bottom indicating that you understand and agree to all of the following.

The HEART Program is a place for all children to learn, have fun, and feel good about themselves.  We want to help students do better in school and learn to cooperate with others.

BASIC INFORMATION AND RULES

1. ENROLLMENT: Enrollment is limited.  Our hope is to have enough room for all children wishing to participate in the HEART Program.  After receiving all your completed forms, the Site Director will call to let you know if your child will be in the program and the day for them to begin.

2. ATTENDANCE:  Regular attendance is important.  Children who have three (3) unexcused absences in a row will be asked to leave.  Students attend the HEART Program only when they attend school.  Children are expected to stay for the entire program each day.  In year-around schools, students who are off track are encouraged to participate in HEART during these periods.  You are required to provide a signed note when your child is absent from HEART.

3. STUDENT PICK-UP:  Children participating in HEART must be signed out by you or someone chosen by you ( for instance, a relative, friend, program leader).  Your child must be picked-up promptly at the end of HEART.  If your child has not been picked up by the end of the program, HEART staff will try to contact you and/or those individuals designated as emergency contacts.  Late pick-up may result in a child being dropped by the HEART Program.
4. DISCIPLINE:  Participation in the HEART Program is a privilege.  A child must follow the rules of the program.  Your child will be required to sign a Personal Responsibility Contract.  We will involve you in the process.  Disruptive or disrespectful behavior toward other students or HEART staff is reason for dismissal.  We encourage you to discuss concerns about your child’s behavior with the Site Director. 

5. PARENTAL SUPPORT:  Though our HEART staff is committed and qualified, your help is needed to make HEART the very best it can be.  You are an important partner in our program’s success, and we look forward to your help with field trips, events and activities, tutoring, and other projects.  Tell us how you want to be involved.  

I have read and understand all of the information above.  I agree to follow all of the rules and help my child understand and follow the rules.  I want to have my child,

________________________________, participate in the Visalia HEART program.

________________________________

_______________

Parent/Guardian Signature



          Date  

HEART Programa

Acuerdo

Favor de leer cuidadosamente la siguinte  informacion.  Favor de firmar  abajo  para  indicar  que  entiende y esta de acuerdo  con la siguente informacion.

Visalia HEART es un lugar para los ninos aprender, disfrutar, y sentirse bien de ellos mismos.  Queremos ayudar a los estudiantes a progresar en la escuela y aprender a cooperar con otros

INFORMACION Y REGLAS BASICAS

1. MATRICULAS:   La matricula es limitada. Nuestra esperanza es tener suficientes salones  para acomodar todos los ninos quee deseen participar en el programa.  Luego de recibir su formulario completado el Director del el lugar le llamara para informarle si su ninos(a) asistira al programa y que dia comienzara .

2. ASISTENCIA:   Es importante asistir regularmente.  El nino(a) que tenga (3) ausencias sin excusa seguidas tendra que abandonar el programa.  Los esudiantes asistiran al Programa HEART solamente cuando asisten a la escuela. Se espera que el nino (a) se quede en el programa el tiempo requirido todos  los dias. En las escuelas que funcionan todo el ano y  tienen  periodos de receso se les exorta a los ninos que asisitan el programa.  Se requiere una excusa  escrita  cuando su nino(a) esta  ausente.

3. RECOGER A LOS ESTUDIANTES:   Los ninos participantes  en HEART deben ser firmados por usted o  la persona indicada a la salida del programa. (Familiar, amigo, Lider de programa, ect.)  Su nino debe ser recogido inmediatamente depues del programa.  Si su nino(a) no es recogido a la  salida del programa el personal  de HEART tratara de comunicarse con usted o las personas designadas en caso de emergencia. Recogidas tarde puede resultar en despedir  a su nino(a) del programa.

4. DICIPLINA:   Es un privilegio participar en HEART.  Los ninos deben siguir  las reglas del programa.  Su nino(a) firmara un contrato de responsabilidad personal.  Usted  sera envuelto en este proceso.  Comportamiento inrespetuoso o desobediente con otros estudiantes o con el personal de HEART  sera razon  para enviar el  nino/la nina a la casa.  Le exortamos  a hablar  con el Director del lugar  de sus preocupaciones  sobre  el coportamiento de su nino(a).

5. APOYO DE LOS PADRES:    A pesar que nuestro personal de HEART es dedicado y culalificado, su ayuda es necesaria para hacer lo mejor del programa.  Usted  es un companero  importante en el exito del programa, esperanmos su ayuda  en las excurciones, eventos, y actividades especiales, tutoria  y otros proyectos.  Notifiquenos como desea ayudarnos.

He leido y entendido la informacion  descrita arriba.   Estoy de acuredo a seguir  las reglas  y ayudar a mi  nino(a)  a entender y a seguir las mismas.  Deseo que mi nino(a), 




 participe en el programa HEART.

Firma padre o encargado





Fecha




Add/Drop Enrollment 

This form is to be completed and submitted/faxed at the end of each week.









Site______________________________    Date_________________

	Add/

Drop
	Date of

Add/Drop
	Name

Last, First
	Student 

ID#
	English Limited Learners

(ELL)
	Grade
	Reason for Drop

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Volunteer Information


We appreciate your interest in volunteering for the HEART After-School Program. Currently we are offering programs at Alta Vista, Strathmore, Lincoln, Rocky Hill, Goshen, Union, & Fairview Elementary Schools. Our hours of operation are from 2:00 p.m. to 6:00 p.m. daily, when school is in session. We do not ask for a minimum number of hours of commitment from volunteers, however we do require volunteers to complete an application process prior to working with the children. This process includes completion of the following:


(    Application Form






(    Child Abuse Reporting Form



· Emergency Contact Form
The Volunteer Application, Child Abuse Reporting Form, and Emergency Contact Form are all available from the HEART Administrative Office, you can call #624-5810 to request to have all information sent to you or you may come by the office and pick them up. 

Once these tasks have been completed, an information meeting will be arranged between you and the HEART Director, Lou Fernandez. Then a tour of a prospective site will be arranged. You may then begin working at the site with the staff and students as often as you would like. Aside from the obvious benefit of impacting the lives of children and the community, all volunteers are invited to attend staff training which increase the capacity of our staff to meet the needs of our students.

Again, I would like to thank you for your interest and look forward to you becoming involved with the HEART Program. If you have any questions please call me at the Pro-Youth/HEART office:  #624-5810.

Sincerely,

Laurie A. Isham, Executive Director
HEART PROGRAM
VOLUNTEER APPLICATION FORM






 Date:___________________

Name:___________________________     Phone:     _____________________________


Address:________________________________________     City:________________   Zip___________

Date of Birth (if volunteer is under 18 years of age):








Emergency Contact:

Name: ____________________  Phone: day_______ ​​eve._______ Relationship____________________

AVAILABILITY:  Circle days available: 
Mon.
Tues.
 Wed.
 Thurs.
    Fri.

Times available (Heart Program hours are from 2:00 to 6:00 p.m.): ______________________________

Name of specific school/or general geographic area you are requesting: __________________________

Do you have a preference for grade level/age: ______________________________

HEALTH INFORMATION

Any known allergies:__________________________________________________________________

Medication used:_____________________________________________________________________

Limitations in working: ________________________________________________________________
SKILLS AND INTERESTS

Educational Background:______________________________________________________________

Hobbies/Interests/Special Skills:________________________________________________________

Are you bilingual?  
Yes_______    
No_________ 

If yes, what language(s) do you:
   Speak:_________   
Read:__________  
Write:___________  

VOLUNTEER AGREEMENT

Your signature below indicates the following:

1. Your understanding that there will be no financial compensation for your services.

2. You will adhere to the rules and regulations set forth by the staff of HEART Program.

3. You will take an active role to ensure there is a safe environment at all times for the participants of the HEART Program.

The above information is accurate to the best of my knowledge.

_____________________________________


________________________

(Volunteer signature)




     
      (Date)

*Opportunities for volunteers are provided without regard to religion, creed, race, national origin, age, sex, disability, or sexual orientation.

PARENTAL CONSENT FOR YOUTH VOLUNTEERS

Name of Youth Volunteer _____________________________________________

Your signature indicates the following:

1 Your approval for your child’s participation as a volunteer in the HEART Program.

2 Your understanding that transportation to and from the HEART Program is NOT provided to volunteers.

3 Your understanding that the participating school district and their officers, agents, employees, and volunteers shall not be responsible for any injury to your child while your child is traveling to and from the HEART site.

4 Your understanding that you are giving your consent to any medical emergency treatment that may become necessary for your child because of an injury on a HEART work site and is deemed advisable to be rendered under the general or special supervision of any physician.  You will assume responsibility for all medical costs.

This authorization will remain in effect for the duration of the volunteer’s involvement with the HEART Program.

_______________________________________


__________________________

(Parent/Guardian signature)




        (Date)

       *(Over)*

INVOICE - IN KIND 

(Donation)
To:    Pro Youth/Tulare County Office of Education

Re:    Heart After School Program

Name:  ____________________________
Agency:____________________________

Address:  __________________________

City:  __________  State:  _____  Zip:  ___
Phone #:  __________________________
Social Security #:  ___________________
Services Provided:    (Please describe services)

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________.

Date of Services:    _____________________________
Value:________
Thank you!

________________________                                   ________________
(Signature)                                                                  (Date)
HEART Volunteer Check List

Volunteer:








Site: 









· Application Form

· Finger Print/Background Check

· TB Test

· Child Abuse Reporting Form

· Emergency Contact Information Form

HEART Staff Accident Report

Site: ____________________________________________________________________________

Name of Employee: _______________________________________________________________

Date of Accident: __________________________   Time of Accident: ______________________

Witness: ________________________________________________________________________

Description of Accident: ____________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

Location of Injury: _________________________________________________________________

Description of Treatment: ___________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

Refused Treatment:   Yes [   ]   No [   ]                     Injured Employee's Initials: ________________

Emergency Person Contacted:   Yes [   ]   No [   ]  Name: __________________________________

Method of Contact: ________________________________________________________________

Signature of Employee: _____________________________________________________________

Signature of Site Manager: ___________________________________________________________

HEART Student Accident Report

Site: ___________________________________________________________________

Name of Child: __________________________________________________________

Date of Accident: __________________________   Time of Accident: ______________

Name of Attending Adult: __________________________________________________

Witness: ________________________________________________________________

Description of Accident: ___________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Location of Injury: ________________________________________________________

Description of Treatment: __________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Name of Parent/Guardian Contacted: _________________________________________

Method of Contact: _______________________________________________________

Signature of Attending Adult: _______________________________________________

Signature of Site Director: __________________________________________________

HEART Incident Report

Site: ____________________________________________________________________________

Name of Child: ___________________________________________________________________

Others Involved: __________________________________________________________________

Date of Incident:____________________________   Time of incident: _______________________

Description of Incident: _____________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

Action Taken: _____________________________________________________________________


_________________________________________________________________________________


_________________________________________________________________________________

Warning:   1st [   ]  2nd [   ]  3rd [   ]                      Request for Suspension:  Yes [   ]  No [   ]

Suspension Date: _________________  Suspension approved by: _____________________________

                                                                                                          Program/Site Manager's Signature
Name of Parent/Guardian Contacted: ____________________________________________________

Method of Contact: __________________________________________________________________

Principal Contacted:   Yes [   ]   No [   ]

Signature of Attending Adult: __________________________________________________________

Signature of Site Manager: ____________________________________________________________

(This page intentionally left blank)

Management Fact: Structured activities prevent most behavior problems from occurring





Positive tip: Contact each student's parents/family at the beginning of program by phone or in person if possible.  Make that first contact positive by telling the parents your are glad to have their child in the program and that you expect lots of success while learning and having fun.  Invite the parents to visit.
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