CALIFORNIA SELF-ASSESSMENT TOOL

Supporting Continuous Program Improvement

for

Quality After School Programs

Prepared by:

After School Programs Office
California Department of Education
1430 N Street, Suite 6408
Sacramento, CA 95814-5901
(916) 319-0923

http://www.cde.ca.gov/ls/ba

Developed August 2007




CALIFORNIA AFTER SCHOOL SELF- ASSESSMENT TOOL

ASSESSMENT PERIOD: FROM:
TO:

Grantee Name:

Grant Number:

Funding Source:
After School Education and Safety (ASES) Program:[_] Yes [ ] No
21° Century Community Learning Center (CCLC) Program: [ ] Yes [ ] No

Program Site(s):

Program Director:

Completed By:

Date:

Page 2 of 14



CALIFORNIA AFTER SCHOOL SELF-ASSESSMENT TOOL

OVERVIEW AND PURPOSE

The California Self-Assessment Tool has been developed as an instrument for after
school programs in California as they strive to achieve and maintain quality programs
and meet the statutory requirements (program, fiscal, monitoring and evaluation) that
are unique to the state. To develop this tool, the After School Programs Office (ASPO)
of the California Department of Education (CDE) reviewed current, relevant research on
criteria for quality after school programs and collected samples of after school self-
assessment tools developed by other states and by private vendors.

Current research indicates that quality after school programs are intentionally designed
with clearly defined and measurable goals and with program activities and content that
are specifically implemented to achieve the goals. Quality after school program design
includes a commitment to regularly conduct data-based program reviews and
assessments of program progress and program components to ensure ongoing
program improvement.

Quality after school programs conduct both process evaluations and outcome
evaluations that use strong research designs to determine the extent to which they
have achieved their goals and objectives and to determine overall program
effectiveness.

Outcome evaluations provide the data that measure the actual program results for
students.

Process evaluations include program self-assessments, staff evaluations, training
evaluations, and feedback from students, families, community members and other
stakeholders. Effective self-assessment supports grantees in identifying mid-cycle
program design, content and professional development needs and adjustments, and
related technical support needs.

Such process evaluations as self-assessments and other qualitative measures
may inform and enhance outcome evaluations but cannot be viewed as the sole
evaluation measure of program success. Regularly conducted self-assessments and
other informal evaluations combined with outcome data will best support program
review and refinement to ensure improved program quality. This self-assessment tool is
a critical part of a data-driven, continuous program improvement process. It facilitates
self-review and self-analysis of the degree to which program design is being effectively
implemented.
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ORGANIZATION OF THE SELF-ASSESSMENT TOOL
The instrument is organized in nine core program content areas, which were identified
through review of current after school literature and research on program quality:

Program Design

Program Environment

Program Leadership/Management

Alignment and Linkages with the Regular School Day

Staff Development

Youth Development

Community Partnerships, Collaboration, and Family Involvement
Program Finance

Accountability, Evaluation, and Research

©CoNoo~wWNME

Each program content area lists quality indicators that reflect current after school
literature and research; the CDE’s collaboration with the Southwest Educational
Development Laboratory (SEDL) in the development of the California After School
Demonstration Program; and indicators that will support programs in meeting statutory,
fiscal, and audit program requirements. The indicators in each content area will guide
practitioners on a course of continuous improvement for quality after school
programming.

It is important to note that this self-assessment tool is an evolving document that
will be informed by input from the California After School Advisory Committee; the
California After School Network; the implementation and development of the SEDL/CDE
California After School Demonstration Program; ASPO observations and experiences
during the Categorical Program Monitoring (CPM) review of after school programs; and
after school programs, after school stakeholders, and the public.

PERFORMANCE LEVELS

A four-point scaled rating system is given for each indicator. Programs using the self-
assessment tool will use the rating system to assess the level of implementation or the
degree to which the quality indicator is evident in the program.

At present the rating system is seen as addressing four levels of mastery:

Advanced: There is strong evidence that the practice is effectively in place.
Adequate: There is evidence that the practice is in place.

Minimal: There is some evidence that the indicator is being addressed.
The program needs assistance.

Inadequate: There is little or no evidence that the indicator is addressed.
The program needs significant support.

At minimum, after school programs using this tool should seek to meet the “Adequate”
level for each of the indicators in the core program areas.
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USING THE TOOL FOR PROGRAM IMPROVEMENT PLANNING
It is recommended that this internal self-assessment tool be used by after school
grantees a minimum of twice per planning/operational program year.

The format of the tool allows programs to prioritize needed improvements and to
establish timeframes for achieving those improvements. The Improvement Plan levels
are:

Right Now: Action in this area is needed immediately (within three months).
This Year:  Action in this area is needed within this operational cycle/year.

Next Year: Action in this area may be deferred for evaluation during planning
for the next year.

After school programs using this tool need to remember that the objective of this self-
assessment tool is to support programs in their self-analysis of program performance as
they look to improve program quality. The tool is not merely a checklist nor should its
use be oppressive. The regular internal self-assessments should be viewed as another
tool to inform both short-term and long-term planning to address program needs and
identify training and technical support needs.

This tool provides space in each core program content area for programs to begin
developing needed action plans identified during the self-review.

TRAINING AND TECHNICAL ASSISTANCE
The CDE will ensure that after school program grantees statewide are trained on how to
effectively use the self-assessment tool.

More important, however, is that when after school programs use this self-assessment
tool effectively to identify their immediate, mid-cycle, and long-term professional
development and technical support needs, the information gained will inform the
development and provision of targeted technical support at both the regional and state
levels. Such targeted technical support and assistance will best support after school
grantees as they strive to achieve and maintain quality after school programs.
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California After School Self-Assessment Tool

PROGRAM AREA: PROGRAM DESIGN

Quality after school programs are intentionally designed to include clearly defined and measurable goals

and provide program activities and content implemented specifically to achieve the goals. Quality

program design is data-driven and acknowledges the need for continuous program review, based on
data, to assess, refine, edit, and improve program structure and components to ensure ongoing program
improvement.

QUALITY INDICATORS

A quality program:

10.

Develops a program design that is based on the review of
multiple data sources

Has very clearly defined, measurable program goals that
are linked to the needs of students and to the goals of the
school and community

Has a program design that is data-driven, with clearly
defined processes to ensure program review and
refinement on the basis of program assessment and
program results

Provides strong evidence that program goals are clearly
understood and implemented by program staff

Provides a wide variety of age and grade level appropriate
strategies and activities that are research-based or
evidence-based and linked to program goals

Ensures that statutorily required program components are
in place.

Provides hands-on, student-centered enrichment activities
that incorporate and combine academics, youth
development, and recreational learning

Has a program design that reflects strong input from
students, families, school/administration/staff, and
collaborative partners

Has a design that clearly defines the desired level of staff
experience necessary for effective program
implementation

Has a design that very clearly addresses how English
learners and students with special needs will be included
in the program and how they will receive the appropriate
level of services

Performance
Level

Improvement

Plan

Advanced
Adequate
Minimum
Inadequate

Now

This Year

Next Year

Technical Assistance/Training Needed

Action Plan
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California After School Self-Assessment Tool

PROGRAM AREA: PROGRAM ENVIRONMENT

A quality program provides a safe and healthy environment for all participants and staff.

QUALITY INDICATORS

Performance Improvement
Level Plan
A quality program: - o © N -
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1. Ensures that the program indoor space, outdoor space,
supplies, and accessible equipment are adequate and
safe
2. Develops, implements, and shares an effective safety
plan and procedures with students, staff, and families
3. Ensures that the snacks provided are healthful and
nutritious and meet California Education Code
requirements
4. Develops and implements an adequate security plan for
the program
5. Develops and implements effective student arrival and
dismissal procedures to ensure student safety
6. Develops and implements an early release policy that is
shared with students, staff, and families
7. Conducts required fire and safety drills
8. Is aware of, records, and informs staff of the special
health needs of students
9. Develops effective emergency procedures and processes
and trains students, families, and staff on their use
10. Has clearly defined procedures to ensure that staff
monitor and address student behavior; has an appropriate
plan for student discipline
Technical Assistance/Training Needed Action Plan
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California After School Self-Assessment Tool

PROGRAM AREA: PROGRAM LEADERSHIP AND ADMINISTRATION

A quality program has an effective management structure that develops and implements policies,
procedures, and practices to ensure the successful operation of the after school program design.
Effective program leadership and administration should follow policies that provide sound program
management to ensure the sustainability of the program.

QUALITY INDICATORS

Performance Improvement
Level Plan

A quality program:

Advanced
Adequate
Minimum
Inadequate
Now
This Year
Next Year

1. Ensures that the program is well organized and has
space, supplies, and accessible equipment that are
adequate and directed at program goals

2. Develops and documents a program plan that implements
the program design

3. Plans and implements an effective program schedule that
ensures that statutorily required program operational
hours are being met

4. Has a clearly defined and functional vision and mission
that have been agreed upon by all stakeholders

5. Has strong full-time leadership that ensures that program
staff work together as a team

6. Practices shared leadership to encourage ownership,
accountability, collaboration, and learning at all levels

7. Establishes procedures to coordinate and monitor
program activities at program sites

8. Establishes policies and procedures for regular, ongoing
communication with school and district staff, reqular
school day personnel, and administrators to build and
maintain strong relationships in support of the after school
program

9. Has well-developed and implemented plans for recruiting
student participants and monitoring attendance that
involve the students, especially in middle school and high
school

10. Completes all required reports and submits them in a
timely manner

11. Creates and uses an employee handbook of program
policies and procedures

12. Ensures that program records are accurate, up to date,
and retained for a minimum of 5 years to meet state and
federal audit requirements

Technical Assistance/Training Needed Action Plan
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California After School Self-Assessment Tool

PROGRAM AREA: ALIGNMENT AND LINKAGES WITH THE REGULAR SCHOOL

DAY

A quality program establishes effective working linkages with the regular school day to ensure that the
academic and enrichment activities of the after school program are aligned with standards and curricula
of the regular school day. Doing so ensures that the after school environment allows students to access
the content and standards targeted during the regular day through complementary research-based or

evidence-based after school activities.

QUALITY INDICATORS

A quality program:

1. Establishes regularly scheduled contacts with regular
school day teachers and administration to ensure
alignment of the after school program activities to the
students’ regular day curricula and state standards

2. Maintains regularly scheduled communication with school
administration to ensure ongoing collaboration,
commitment of school resources for the after school
program, and access to those resources.

3. Ensures that program activities integrate with and
complement school day activities

4. Communicates regularly with school day staff to monitor
the academic and behavioral progress of students

5. Secures regular input from regular school day teachers
and administration on the impact the after school
programming has on students

6. Ensures that the after school program is represented on
the school site council, included in planning processes,
and included in the Single School Plan for Student
Achievement

7. Ensures that the after school program goals reflect the
school goals for student academic achievement

8. Consults regularly with regular school day staff to ensure
that the needs of individual students are being met

Performance Improvement

Level

Plan

Advanced
Adequate
Minimum
Inadequate
Now

This Year

Next Year

Technical Assistance/Training Needed

Action Plan
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California After School Self-Assessment Tool

PROGRAM AREA: STAFF DEVELOPMENT
The quality of an effective after school program is directly related to the recruitment, training, and ongoing
professional development of qualified and motivated full- and part-time instructional aides and volunteers.

QUALITY INDICATORS

Performance Improvement
Level Plan
A quality program: - o © N -
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1. Has clearly defined policies and procedures for employing
qualified staff
2. Makes maximum use of trained and effectively managed
volunteers to work on a regular basis
3. Implements procedures to ensure that all staff and
volunteers meet health and security screening
requirements
4. Ensures the appropriate ratio of students to staff (20:1) or
less to keep students engaged and motivated
5. Has a clearly defined practice of a lower student-to-staff
ratio for students who need academic support
6. Provides regularly scheduled individual and group
professional growth opportunities based on program and
individual staff needs
7. Supports a variety of professional development models
provided by internal and external trainers
8. Has processes in place to regularly evaluate staff
performance and provide additional support as needed
9. Has clear staff recruitment, hiring, and retention policies
and practices that align to program goals
10. Provides opportunities for staff input on program
development and assessment
Technical Assistance/Training Needed Action Plan
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California After School Self-Assessment Tool

PROGRAM AREA: YOUTH DEVELOPMENT

A quality program employs research-based youth development strategies that reflect a complementary,
holistic approach, not limited to risk prevention and repairing deficits, and are built on youths’ strengths

and capacity.

QUALITY INDICATORS

A quality program:

1. Has a clearly stated goal that staff motivate, engage, and
encourage students to learn

2. Clearly defines how staff will relate to all students in a
positive way

3. Has a program schedule that addresses the needs of
students and provides a variety of engaging activities

4. Provides relevant and in-depth professional development
to ensure that staff understand students’ personal and
academic needs and have high expectations, socially and
academically, for all students

5. Provides active and consistent opportunities for student
participants to express their ideas, concerns, and opinions

6. Ensures that program activities enable students to
develop life skills, resiliency, and self-esteem

7. Has students participate in program development and
review processes and provide input and
recommendations for program content and youth
involvement

8. Has students participate in the evaluation of the program
and gives them representation on decision making
committees and groups

Performance
Level

Plan to
Improve

Advanced
Adequate
Minimum
Inadequate

Now

This Year

Next Year

Technical Assistance/Training Needed

Action Plan
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California After School Self-Assessment Tool

PROGRAM AREA: COMMUNITY PARTNERSHIPS, COLLABORATION, AND
FAMILY INVOLVEMENT

A quality program has developed, maintained, and strengthened school-community collaborations that
engage diverse community members, school administrations, parents, business leaders, and
community-based organizations in the development, implementation, and support of after school
programs.

QUALITY INDICATORS

Performance Improvement
Level Plan

A quality program:

Advanced
Adequate
Minimum
Inadequate
Now
This Year
Next Year

1. Provides clear evidence of multiple active collaborative
partners that include community/neighborhood support,
school administrations, businesses, and community
organizations

2. Has clearly defined roles and expectations for
collaborative partners and provides regular opportunities
for participation and feedback

3. Has policies and procedures that provide clear
governance and regular meetings to ensure strong
involvement of collaborative partners

4. Implements regular program outreach and information-
sharing activities to engage and recruit new collaborative
partners

5. Regularly provides families, community partners, and key
stakeholders with program information (e.g., program
progress and program evaluation reports; information
about program events) in a variety of formats and in
multiple languages, if necessary

6. Provides well-defined interactive activities for families that
encourage parents’ support of after school programs and
support of their children’s development and academic
achievement

7. Ensures that program activities are scheduled regularly at
times that are convenient for families to attend

Technical Assistance/Training Needed Action Plan
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California After School Self-Assessment Tool

PROGRAM AREA: PROGRAM FINANCE

A quality after school program demonstrates sound fiscal planning and management, oversight and
coordination of fiscal management, and accounting procedures across multiple program sites. Program
financing operations should meet all statutory fiscal, accounting, record-keeping, and audit requirements.
A quality program should demonstrate the ability to manage and account for multiple funding streams. It
should also demonstrate effective planning that ensures fiscal support to meet the full costs of program
operations and ensures program sustainability.

QUALITY INDICATORS

Performance Improvement
Level Plan

A quality program:

Advanced
Adequate
Minimum
Inadequate
Now
This Year
Next Year

1. Has clearly defined procedures and processes to ensure
sound fiscal planning and management

2. Clearly demonstrates and documents adherence to local,
state, and federal fiscal, accounting, record-keeping, and
audit requirements

3. Has clearly defined fiscal policies to ensure that
85 percent of after school funding from the CDE is spent
on direct services to students
(Note: This does not apply to 21° CCLC high school after
school programs)

4. Provides strong evidence that the program is well funded
from a variety of sources (in-kind and/or direct funding
from a variety of collaborative partners and stakeholders)
to supplement funding from the CDE

o

Has a well-developed plan for ongoing fiscal sustainability

6. Conducts thorough reviews of invoices, purchase orders,
and program budgets and submits all required
expenditure reports to the CDE in a timely manner

7. Has effective policies and procedures to ensure that staff
management and staff training are provided to support
quality fiscal management practices

Technical Assistance/Training Needed Action Plan
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California After School Self-Assessment Tool

PROGRAM AREA: PROGRAM ACCOUNTABILITY, EVALUATION, AND
RESEARCH

Quality after school programs conduct continuous improvement and outcome evaluations, using strong
research designs, to determine the level of achievement of program goals and objectives and to
determine overall program effectiveness. There should be effective processes in place for program review
and refinement on the basis of the multiple data collected. Quality programs must meet requirements for
reporting their effectiveness to external funding sources as well as reporting internally to school
administrations, parents, collaborative partners, and the community.

QUALITY INDICATORS

Performance Improvement
Level Plan

A quality program:

Advanced
Adequate
Minimum
Inadequate
Now
This Year
Next Year

1. Has clear, well-defined processes to measure student
program attendance

2. Has clear, well-defined processes to access and
document students’ regular day attendance

3. Has a well-organized system for collecting, monitoring,
and interpreting data

4, Identifies data sources and establishes and maintains
relationships and processes to ensure that necessary
data are made available

5. Ensures that program staff are trained in data collection
processes to ensure effective collection of quality data

6. Conducts well-defined and regular self-assessments and
has clear processes in place for the use of assessment
results to develop action plans and identify mid-cycle
professional development and technical support needs

7. Conducts other qualitative assessments to ensure
feedback from a wide range of participants and
stakeholders, including students, parents, staff, and
others

8. Has clear and well-defined procedures for using
assessments and evaluations to continuously review and
refine program design, including policies, content, and
practices

9. Ensures that required evaluation reports provided to the
CDE are accurate and provided in a timely manner

10. Has established effective procedures to ensure that
program results are shared regularly with all stakeholders,
including schools, parents, students, collaborative
partners, and the community

Technical Assistance/Training Needed Action Plan
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