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INTRODUCTION 
 
 

Greetings!  We are happy to provide you with this 2009-10 edition of the ExCEL After School Programs    
Implementation Manual to help you navigate through many of the exciting changes that will take place this 
school year.  This manual will provide you with:   
 
√ Overview of the necessary components of ExCEL Afterschool Programs   
√ Convenient checklists of necessary documents to complete 
√ sample documentation 
√ blank forms and templates 
  
It is our hope that you will use this Implementation Manual as a guide to the design, coordination, and 
implementation of your after school program.  Because this is a quick reference manual, we highly  recom-
mend that you refer to the in-depth How To Create A Successful After School Program: A Resource Guide for 
more detailed information and best practices regarding successful programming. 
 
As you are planning and designing your program, always keep in mind: 
 
 ExCEL After School Program Mission: ExCEL Afterschool Programs has integrated San Francisco Unified School 
District’s mission to make social justice a reality, engage high-achieving and joyful learners, and keep our 
promises to students and families by setting a series of measurable priorities that raise the bar for our-
selves and our programs.  These priorities aim to incorporate positive school climate, resiliency, and youth 
development practices in to all structures, activities, and interactions. 
 
ExCEL After School Program 2009-2010 Priorities 
• Provide a physically and emotionally safe environment at all times for everyone.  
• Increase participants’ academic achievement. 
• Enhance access to high-quality enrichment and recreation programs.  
• Develop Community Based Partnerships that advance program sustainability.  
• Promote professional growth and leadership opportunities.  
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Student Support Services  
Expanded Collaboratives for Excellence in Learning (ExCEL) 

After School Programs (ASP) 
 

ExCEL AFTER SCHOOL PROGRAMS OVERVIEW 
Background 

The San Francisco Unified School District’s Expanded Collaboratives for Excellence in Learning (ExCEL) After School 
Programs was created to sustain "safe havens" at public schools where students and community members can 
access expanded learning opportunities and integrated education, health, social service, and cultural programs in 
the out-of-school hours.  Since 1992 ExCEL After School Programs (ASP) have grown from two Healthy Start   
programs to a collaboration of over 30 and community agencies expanding resources and programs to 93 schools 
in the San Francisco Unified School District. The three components of these programs include: 
 
     Academic Tutorial Program and Homework Support:  Students study subjects such as Reading, Math, Writing,    
       Science, Social Studies, and Computers.  In addition, high school ASSETS Programs focus on California High  
       School Exit Exam (CAHSEE) support, college preparation and job readiness. 
     Recreational Program:  Students participate in physical activities including Intramural Sports, Structured 
 Physical Activity, Dance, and Aerobics. 
     Enrichment Program:  Students participate in classes such as Life Skills, Art, Cooking, and Music. 
 
ExCEL After School Programs comprise of 21st Century Community Learning Centers, After School Education and 
Safety (ASES), and High School ASSETS programs in 59 elementary schools, 6 K-8 schools, 14 middle schools and 
14 high schools through out the city.  ExCEL ASP ensures that over 9,000 children are safe and supervised during 
the afterschool hours until at least 6:00 PM during the school year.  Twenty-one schools receive additional 21st 
Century Community Learning Centers Family Literacy funding.  Family Literacy funding supports strategies and co-
ordinated workshops that build parent literacy, help parents assume their role as their child’s first teacher and 
enhance their economic self sufficiency. 
 
ExCEL ASP is responsible for supporting school-community partnerships that plan and implement Expanded Learn-
ing programs for students and families.  ExCEL ASP is the umbrella for state and federally-funded grants such as:  

♦ Healthy Start Initiative 

♦ Carol M. White Physical Education Program (PEP) 

♦ Supplemental Educational Services 
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Currently, ExCEL ASP provides daily programs to over fourteen thousand students and their families, with an annual 

budget of more than sixteen million dollars.  Local community partners and agencies contribute additional in-kind    

services and cash contributions to increase the total value of ExCEL ASP programs to over twenty million dollars.  Because 

of these successes, ExCEL ASP is widely recognized for strengthening the future of San Francisco youth and their families. 

Who does ExCEL ASP serve? 

Program participants live in high need neighborhoods that include: 

♦ 95% of targeted schools qualifying as Title I school wide programs 

♦ 64% of program youth qualifying for free or reduced lunch 

♦ 91% of youth identifying as racial or ethnic minorities 

♦ An average of 41.6% students who completed the CST for English Language Arts tested at or above proficient, 
which is a 52.4% positive change from 2007. 

♦ An average of 41.9% of students who completed the CST for Mathematics tested at or above proficient, which 
is a 51.7% positive change from 2007. 

♦ 34% of targeted elementary youth are identified as English Language Learners 

 

The many local community based organizations SFUSD partners with strive to hire individuals who live and have 
developed a history with their communities.  These individuals are the strongest representatives of the culture and 
make up of the neighborhoods. 

Sustainability 

ExCEL ASP demonstrates commitment to sustainability through partnerships with city and community agencies.   
Beyond ExCEL ASP’s continual search for sustainable funds and partners, each after school sites’ participating agency 
contributes resources, both in-kind and in-cash, in order to fulfill their match requirements.  In addition, SFUSD ExCEL 
partners with San Francisco’s Department of Children, Youth and their Families (DCYF) to ensure that the funds from 
local children’s tax initiative supports the sustainability of programs and partners. 
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 Plans for the 2009-10 Academic Year 
 
The 2009 -2010 school year has seen many new and developing opportunities. 
• 21 elementary and high schools programs will implement Family Literacy activities as a result of new funding. These 

activities allow families to access programs related to financial literacy, job-search skills, and ESL resources. 
 
• 6 elementary after school programs (all staff) have been trained in TRIBES. This training provides school staff with 

tools to create a climate that is student-centered and that focuses on building student’s cognitive, social, emotional and 
physical development.  Additional after school programs will receive training and on-site support this school year. 

• 8 schools:  Aptos, Bessie Carmichael, Presidio, Roosevelt, Denman, Francisco, Hoover and James Lick participated in the 
    Resiliency Project. The Resiliency Project was a series of workshops followed by on-site technical assistance and 
    coaching that aided participating sites in increasing their capacity to support students through increased Caring 
    Relationships, High Expectations and Meaningful Participation. 
 
• The Carol M. White Physical Education Program (PEP) grant will expanded and enhanced the promotion of physical 

activity and nutrition at 15 elementary after school programs and 11 high school programs.   Participating sites will 
receive extensive SPARK Curriculum training and received sports/recreation equipment.  In addition, they will receive 
professional development on how to fully integrate intentional physical activity at their school sites.  Seven programs 
will participate in the Child Health Study conducted by the University of California San Francisco.  

 
• This spring is the 5th semester ExCEL after school programs have implemented the Cesar Chavez Service Learning grant.  

Granted sites include Marina, SF Community, Willie Brown, Martin Luther King, Everett, Horace Mann, Francisco, Visitacion 
Valley Middle School.  The main goals of this grant are to teach students the 10 Core values of Cesar Chavez and to 
create a sustainable culture of service.  Programs have engaged students in a variety of service projects including 
Student Lead Food Pantries, Mural Projects, Theatrical Performances and Gardening/Beautification Projects.  Also, related 
is the Youth Action Conference, an opportunity each semester for middle and high school students to participate in 
meaningful and empowering professional development.  

 
• 21st Century Community Leaning Centers Supplemental grant awards have greatly expanded opportunities to fund 

Summer Programs.  This past summer, all school sites hosting summer school had a 3 hour per day 5 day per week 
summer after school program.  Additionally, through an open and competitive RFP process, 20 Community Based 
Organizations have been awarded funding to expand existing programs.  Together, the school based and community 
based summer programs have the potential to serve 3,979 children and youth of San Francisco. 

 
• SFUSD has restructured many of its departments.  ExCEL Afterschool Programs is now a part of Student Support 

Services Division, Families, Communities & Out-of-School Time Partnerships, and Linda Lovelace is its new Senior 
Executive Director.  The following chart details the changes due to this restructuring.  This will not negatively affect 
the services that you have had access to and will enhance service-delivery to your school sites.  
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More information is available on our website at:   
www.healthiersf.org/excelafterschool 
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ExCEL ASP: IMPLEMENTATION MANUAL - Section A: Program Policies & Procedures  

Below are the minimum requirements for the Elementary After School Programs.   

PROGRAMMING 
• Program: 

• operates a minimum of 3 hours a day, 15 hours a week, 180 academic days 
• must be open and have staff available until at least 6:00pm  

 
• Students must: 

• attend 5 days a week 
• stay for the entire length of the program, (Students may not “drop-in”) 
• sign time in and sign time out for each day attended  
 

• The afterschool program must allocate program time for academic, enrichment, and recreation activities. Family  
Literacy activities are required for the selected 21st CCLC grantee sites.  

 

• The minimum student attendance number is based on grant allocation and school size. 
 

• A Lead Teacher (see section F) is required to  work collaboratively with the Site Coordinator and Leadership Team. 
(see Ch.1, pg.10 of Resource Guide) 

GUIDELINES 
• Community Based Organizations (CBOs), School Administrators and Site Coordinators must be aware of their 

program’s attendance requirements. 
 
• The Site Coordinator and Lead Teacher must attend all required meetings and workshops. 
 
• The After School Program must: 

• adhere to SFUSD’s revised policy for Wellness & Nutrition (see section E, p. E-10) and Physical Activities 
Guidelines  

• adhere to SFUSD’s spending procedures (see Fiscal Procedures, Section B) 
• take part in one official site visit by an ExCEL ASP District Coordinator each semester 
 

• Program must maintain maximum staff to student ratio of 1:20.  Site Coordinator cannot be included in this ratio. 
 
• All SFUSD certificated Teachers must be paid through Extended Hours and “greens” submitted no later than on 

the 10th of each month (see section B, B-14) 

DOCUMENTATION 
• Programs are required to: 

• have a clearly written emergency plan and conduct at least one Emergency Drill each semester with all 
students and staff  

• retain copies of their students’ daily sign in and sign out forms, (see section A, A-11) have an early release 
policy for each applicable student and have signed permission slips from a parent/caregiver indicating if 
they may take the bus or walk home. 

• Retain copies of staff (site coordinator, program leaders, certificated staff, etc.) daily sign in and sign out forms 
 

• All Site Coordinators must submit monthly attendance records (see sections A & E) to ExCEL and the SFUSD  
Evaluation Department by the 5th of each month, and submit the Monitoring Log by the 10th of each month. 

 

• Students and staff must participate in SFUSD/CDE evaluations. 

 Elementary School Programs 
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 ExCEL ASP: IMPLEMENTATION MANUAL - Section A: Program Policies & Procedures  

Below are the minimum requirements for the Middle School After School Programs.   
 
 

 
 Middle School Programs 
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• Program: 
• operates a minimum of 3 hours a day, 15 hours a week, 180 academic days 
• must be open and have staff available until at least 6:00pm (6:30pm for most  middle school programs) 

 
• Students must: 

• attend at least 3 days a week for 3 hours each day 
• stay for the entire length of the program, (Students may not “drop in”) 
• sign time in and sign time out for each day attended  
 

• The afterschool program must allocate program time for academic, enrichment, and recreation activities.  
• The minimum daily program attendance number is based on grant allocation and school size. 

 
• A Lead Teacher (see section F) is required to  work collaboratively with the Site Coordinator and Leadership 

Team. (see Ch.1, pg.10 of Resource Guide) 

GUIDELINES 
• Community Based Organizations (CBOs), School Administrators and Site Coordinators must be aware of 

their program’s attendance requirements. 
 
• The Site Coordinator and Lead Teacher must attend all required meetings and workshops. 
 
• The After School Program must: 

• adhere to SFUSD’s revised policy for Wellness & Nutrition (see section E, p. E-10) and Physical Activities 
Guidelines  

• adhere to SFUSD’s spending procedures (see Fiscal Procedures, Section B) 
• take part in one official site visit by an ExCEL ASP District Coordinator each semester 
 

• Program must maintain a maximum staff to student ratio of 1:20.  Site Coordinator cannot be included in this 
ratio. 

 
• All SFUSD certificated Teachers must be paid through Extended Hours and “greens” submitted no later 

than on the 10th of each month (see section B, B-14) 

DOCUMENTATION 

• Programs are required to: 
• have a clearly written emergency plan and conduct at least one Emergency Drill each semester with 

all students and staff  
• retain copies of their students’ daily sign in and sign out forms, (see section A, A-11) have an early release 

policy for each applicable student and have signed permission slips from a parent/caregiver indicating 
if they may take the bus or walk home. 

• Retain copies of staff (site coordinator, program leaders, certificated staff, etc.) daily sign in and sign out forms 
 

• All Site Coordinators must submit monthly attendance records (see sections A & E) to ExCEL and the SFUSD  
Evaluation Department by the 5th of each month, and submit the Monitoring Log by the 10th of each month. 

 

• Students and staff must participate in SFUSD/CDE evaluations. 

PROGRAMMING 

   A-2 



 ExCEL ASP: IMPLEMENTATION MANUAL - Section A: Program Policies & Procedures  

Below are the minimum requirements for the High SchoolAfter School Programs.   

• Program: 
• operates a minimum of 3 hours a day, 15 hours a week, 180 academic days 
• must be open and have a staff available until at least 6:00pm  

 
• Students must: 

• Sign time in and sign time out  for each day attended 
• Attend 50 days per school year 

 
• The after school program must allocate program time for academic, enrichment, and recreation activities. 21st 

Century ASSETS funding requires Family Literacy activities, CAHSEE support, college and career readiness.  
 
• Lead Teachers (see Section F, p. F-13) for Math and Language Arts must be in place and must work collaboratively with 

the Leadership Team (see Ch.1, pg.10 of Resource Guide) to align ASP with regular school day. 
 

GUIDELINES 
 

• Community Based Organizations (CBOs), School Administrators and Coordinators must be aware of their  
program’s attendance requirements. 

 
• The Site Coordinator and Lead Teacher must attend all required meetings and workshops. 
 
• The After School Program must: 

• adhere to SFUSD’s revised policy for Wellness & Nutrition (see section E, p. E-10) and Physical Activities 
Guidelines  

• adhere to SFUSD’s spending procedures (see Fiscal Procedures, Section B) 
• take part in one official site visit by an ExCEL ASP District Coordinator each semester 
 

• Maintain a maximum staff to student ratio of 1:20.  Site Coordinator cannot be included in this ratio. 
 
• All SFUSD certificated Teachers must be paid through Extended Hours and “greens” submitted no later than on 

the 10th of each month (see section B, B-14) 

DOCUMENTATION 
• Programs are required to: 

• have a clearly written emergency plan and conduct at least one Emergency Drill each semester with all 
students and staff  

• retain copies of their students’ daily sign in and sign out forms, (see section A, A-11) have an early release 
policy for each applicable student and have signed permission slips from a parent/caregiver indicating if they 
may take the bus or walk home. 

• Retain copies of staff (site coordinator, program leaders, certificated staff, etc.) daily sign in and sign out forms 
 

• Site Coordinators must submit monthly attendance records (see sections A & E and Section F, p. F-3) to ExCEL and the 
SFUSD Evaluation  
Department by the 5th of each month, and submit the Monitoring Log by the 10th of each month. 

 

• Students and staff must participate in SFUSD/CDE evaluations. 

PROGRAMMING 

 High School Programs 
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TASK TO BE DONE BEFORE THE FIRST DAY OF PROGRAM 
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  Clearly Identify Space & Create: 3  

1. A signed and approved Building Permit/Facilities Usage Form (submitted to ExCEL), assuring adequate 
space for program participants, classes and storage (e.g. classrooms, cafeteria, storage closet). 

  

2. An ASP information board to share important information with students, families and staff. (language 
appropriate for school site population) 

  

3. Banners and signs clearly identifying the After School Program.   
  Program Schedule  3  

1. A program schedule clearly delineating the time, location and topic of each activity.   
2. Copies of the schedule should be posted in the school, program area, and made available to all 

school staff, parents/guardians, students, ExCEL ASP, CBO partners and other stakeholders. 
  

  Create Enrollment Packets That Include the Required Documents: 3  

1. The After School Program daily schedule (see Ch.1, page 5 of Resource Guide)   
2. A calendar that clearly delineates the After School Program’s holidays and vacations. (see SFUSD’s 

Instructional Calendar) 
  

3. Emergency contact information (including all medical information) (see Section C, C-4)   
4. Media release form, student early-release form, and walk home permission form. (see Section A, pp. 

A-14—A-17) 
  

5. Student late pick-up Program Policies & Procedures emphasizing the penalty for late pick-up. (see 
Section A) 

 

6. Behavior Contract /Youth Agreements (see Ch. 4 of Resource Guide)   
7.  Youth Agreements/Fresh Contract  to help with setting the program’s tone.  

9. Participant requirements (e.g. not a drop-in program, mandatory attendance, etc.).   
10. Explanation that everyone is welcome to apply, but space is limited.   
11. Explanation of how participants will be selected (e.g. 1. low performing students 2. students in need of a safe 

place to go after school 3. students referred through SST, SAP, and/or school staff). 
  

12. ExCEL After School Enrollment Packets are available in English, Spanish and Cantonese on 
www.healthiersf.org/ExCELafterschool. 

 

 Provide an Orientation for Staff Members That Includes: 3  

1. Program policies (e.g. behavior policy, suspension/expulsion policy, staff attendance, etc.).   
2. District and site-specific calendars.   
3. After School Program schedule, map of the school, and program requirements.   
4. SFUSD policies and procedures. (as applicable)   
5. Security and Emergency procedures (e.g. drills, SFUSD incident/injury forms, etc.)   
6. All program job descriptions, including staff responsibilities. (see Section F)   
7. Staff Emergency Cards, and Confidentiality Forms. (see p. A-14 and Section C, p.C-4)   
8. Invite the school principal and other school staff to attend the orientation.   

8. Meal Eligibility (Free and/or reduced price lunch) applications.  



TASK TO BE DONE ON THE FIRST DAY OF PROGRAM 
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  General 3  

1. Is the After School Program area clearly marked and easy to identify?   
2. Do you have student attendance (sign-in/sign-out) sheets with times in and out?   
3. Do you have a program orientation planned for students and parents/caregivers?   
4. Are staff and student emergency cards easily accessible?   
5. Are parent consent forms completed and on file?   
6. Are field trip permission cards on file?   
7. Do you have the keys you need to access different parts of the school?   
8. Do you have a healthy snack available for each student?   
9. Is there a direct phone line that parents can call during the after school program?   
  Staff 3  

1. Do all staff (including volunteers and sub-contractors) have name badges?   
2. Are staff roles and responsibilities clear?  Do all staff know where to be and when?   
3. Is the staff to student ratio 1:20 or less?   
4. Does each staff member have a list of all the students in their class?   
5. Are all staff fully aware of program schedule, program policies, incident reports, emergency  

procedures, early release students, students with health concerns? 
  

  Students 3  

 1. Are students aware of the program schedule (e.g. where, when, who)?  Is it posted?   
2. Is there a system in place for students who need to use the restroom, water, office and hall passes?   
3. Do students know how to sign-up for a class or activity?   
4. Have students been introduced to all program staff?   
  Physical Safety 3  

1. Have you examined your program space and created clear emergency procedures?   
2. Are First Aid Kits ready and easily accessible?   
3. Do you have walkie-talkies or another form of communication?   
4. Are unused entrances and exits to the school locked and secured during after school hours?   
5. Do you have a visitor sign-in book?  Do you have nametags for visitors?  Procedures should align 

with school day procedures. 
  

  Behavior Safety 3  

1. Is there a plan to have students and staff help create the After School Program agreements?  Once 
they are established, make sure they are clearly posted throughout the program. 

  

  Sign-Out Procedures (program must remain open until at least 6:00PM) 3  

1. Do parents know when, where and how to pick up their child?   
2. Is the sign-out area clearly marked and easy for parents to identify?   
3. Is there a staff member available to monitor the sign-out area?   



 

SUGGESTED OUTREACH PROCEDURES 
All ExCEL After School Programs must consistently meet set attendance numbers in order to  
maintain original grant funding as required by After School Education and Safety, 21st Century  
Community Learning Center, and ASSETS grant requirements.  Moreover, high attendance numbers 
and waiting lists are a testament to the success of the program with families and students. 

 
 

☺ PRIORITY SHOULD BE GIVEN TO: 
1. Students who are eligible for free and/or reduced price lunch; connect with your  

        school secretary for a list of eligible youth 
2. Foster Youth and Homeless Youth; connect with your school site Learning Support   

        Professional, Wellness Coordinator, Attendance Clerk, and/or school secretary for  
        information regarding these youth.  

3. Referrals by the Student Success Team (SST) or Student Assistance Program (SAP)  
         – even if your program is full.  
 

☺  Students who would benefit from additional academic or social support, such as  
  the students below the 50th percentile on the California Standards Test. 
 

☺ Be sure to include students with a variety of behavioral needs – be careful not to  
overwhelm your staff by accepting a majority of students with challenging behaviors. 

 

☺ Ask the Principal and teachers for referrals to the program along with general  
information about the student’s academic and behavioral standing.  It is important that 
students who really need after school supports and services receive them. 

 

☺ Consider the diversity of your school community and ensure that all are represented 
fairly.  

 

☺ Take into account the grade level distribution of your students and how you will group 
them in your program. 

 

☺ Hold student focus groups though out the year to get students’ input and buy in. 
 

☺ Send out letters, post fliers, and communicate with your school community.  
 

☺ Table in the front of the school during drop off/pick up, lunch time, Back to School nights 
to outreach to students. Recruit returning participants to help you, and ensure that you 
translate any documents that will be going home to the families. 
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SAMPLE PROGRAM OUTREACH DESCRIPTION FORM 
 

The ExCEL After School Program is a free after school program located at your school. Programs are 
open Monday-Friday from the end of the school day until 6:00 pm, and are closed when school is not in  
session.  Check with your school’s After School Site Coordinator for exact times and days of operation.  Every 
day, students can get a free snack, receive help with homework, get exercise, and participate in fun enrichment 
activities!  All students are welcomed to sign up, but space is limited so there may be a waiting list. 
 
The ExCEL After School Program’s mission is to create and sustain “safe havens” at public schools where  
students and community members can access expanded learning opportunities and integrated education, 
health, social service, and cultural programs in the out-of-school hours.  There are three components to the 
ExCEL After School Program: 

Academic Support Program:                
Students study subjects such as Reading, Math, Writing, Science, Social Studies, and Computers. We provide a 
quiet space to do homework with other students and get help from trained tutors.  There are typically 10-20 
students in a room with one instructor and some times extra volunteers.   
IMPORTANT: Some students don't finish all of their homework and will still have some to do at home! 
 

Recreational Program:               
Students participate in physical activities including Intramural Sports, Structured Physical Activity, Dance, and 
Aerobics. 
 

Enrichment Program:                
After School programs are a place to have fun, learn, create and meet new friends!  Students participate in 
classes such as Life Skills, Arts and Crafts, Cooking, Music, Gardening, Community Service, Hip-Hop,  
Movie-Making, Board Games, and more. 
 
 
Calendar: 
Start Date:  All ExCEL program begin the first day of school  
 
Closed:  All school holidays and vacations, Winter Break (Dec. 21 - Jan. 1), Spring Break (March 29 - April 2) 
 
End Date:  Programs end on the last day of school 
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REQUIRED DOCUMENTS AND SUBMISSION TIMELINE  
 

Below are the required documents for all ExCEL ASP programs. If you have any questions, or 
are unclear as to the specifics of any of the documents listed below, contact the ExCEL ASP  
District Coordinators at 750-8650. 

Due Date Required 
Documentation 

Send To: 
  

   
5th day of each 

month 
  
  
  

   
Monthly attendance log 

(excel spreadsheet) 

  
TO: Kitty Ou: ouk@sfusd.edu 

   
CC: The assigned ExCEL ASP District Coordinator 

______________@sfusd.edu 
————————————————————— 

CC: ExCEL Afterschool Snacks 
excelasp_snacks@yahoo.com 

 

 
 

August 28, 2009 

 
ASP Staff /Volunteers: 
 

� Emergency Cards 
� Confidentiality Form 

  
*All ORIGINAL FORMS* 

To the assigned ExCEL ASP District Coordinator, CBO 
partner, school staff and after school staff via school mail 

to 20 Cook Street 

 
 

September 9, 2009 

�  Emergency Plan 
 

� All Hours Form 
 

� Program Schedule 

  
*All ORIGINAL FORMS* 

To the assigned ExCEL ASP District Coordinator, CBO 
partner, school staff and after school staff via school mail 

to 20 Cook  Street 

 
September 16, 2009 

  
 

Site Agreement 

  
*All ORIGINAL FORMS* 

Signed by the CBO Executive Director and the school 
principal to the assigned ExCEL ASP District  

Coordinator via school mail to 20 Cook Street 

 
 

September 16, 2009 

  
 

Itemized Program Budget 

  
Submit a copy of the CBO’s itemized  

program budget to the assigned ExCEL ASP District  
Coordinator and to the School Administrator  

  

 
 

August 12, 2009 

 
Site Coordinators: 
 

� Emergency Cards 
� Confidentiality Form 

 
Submit at the August Orientation Document   

Drop Box on the Registration Table 

 
 

August 21, 2009 

 
Site Coordinators: 
 

� Implementation Manual 
� Sign off form 

 
*All ORIGINAL FORMS* 

To the assigned ExCEL ASP District Coordinator  
via school mail to 20 Cook Street 

 
10th of each month 

 
Monitoring Logs  

 
Submit via the Monitoring Log  
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CROSS-LEVEL PROCEDURES FOR REPORTING  
ExCEL ASP MONTHLY ATTENDANCE   

 
The awarding of After School Safety and Education (ASES), 21st Century Community  
Learning Center (21CCLC), and ASSETS grants are contingent upon meeting daily  
attendance requirements set by the California Department of Education.   
 
As a result, each After School Program Site Coordinator is required to submit monthly  
attendance records no later than the 5th day of each month; regardless if your site is  
receiving snack through SFUSD.   

 
 

Attendance Reporting Procedure: 
 

1. Site Coordinators can access the attendance spreadsheet (Microsoft excel document)  
on http://www.healthiersf.org/ExCELafterschool 

 
 2.  Enter the students’ names and H0 (zero) numbers of each of the students  
      enrolled in the After School Program.  They are readily available from the school  
      secretary or attendance liaison. 
 

a. Mark a ‘1’ (one) for each day a student is present, and a ‘0’ (zero) for each day  
a student is absent. 

 
b.  On the 5th day of each month, E-MAIL your monthly  

attendance log: 
 
• TO: Kitty Ou: ouk@sfusd.edu 

 

• CC: excelasp_snacks@yahoo.com 
 

• CC: Assigned ExCEL ASP District Coordinator:  ___________@sfusd.edu 
 

 
 
 

If technical assistance is needed to complete or submit the attendance 
log, please contact Lucy Hong at excelasp_snacks@yahoo.com  
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STUDENTS 
 

• Site Coordinators are strongly encouraged to use the daily sign in and out template  
provided by, or similar to, the ExCEL template.  
(visit www.healthiersf.org/excelafterschool/resources to download the template) 
 

• Sign in and out sheets must:  
• reflect the time the enrolled student arrives and departs from the ExCEL ASP. 

 
• be filed and stored on site for at least 3 years, and readily available for an audit 

from SFUSD or California Department of Education.  
 

*IT IS MANDATORY THAT ALL STUDENTS WHO ARE ENROLLED IN THE  
EXCEL ASP SIGN THEMSELVES IN AND OUT DAILY.* 

 
REQUIREMENTS BY LEVEL 

• ELEMENTARY:  
• Enrolled youth can be signed in by an authorized Program Leader or sign  

themselves in. 
 

• Enrolled youth are NOT allowed to be signed out by a Program Leader, sibling 
under 18 or fellow schoolmate. They can only be signed out by an authorized 
adult (parent/guardian, authorized sibling, care taker). 
 

• A child cannot be released to walk or take the bus alone without written  
authorization. 
 

• Any enrolled student who has to leave the program early for legitimate reasons 
must submit in an ASP Early Release form prior to scheduled appointment.  
(see section A) 

 
*ELEMENTARY STUDENTS CANNOT BE RELEASED TO ANYONE  

WITHOUT PRIOR PARENT PERMISSION. * 
 

• MIDDLE: 
• Enrolled youth must sign themselves in and out on the days they are participat-

ing in the program (minimum 3 days a week). 
 

• Any enrolled youth who has to leave the program early for legitimate reasons 
must submit an ASP Early Release form completed and signed by an authorized 
adult prior to scheduled appointment (see section A). 

 
• HIGH: 

• Enrolled youth should sign themselves in and out on the days they are  
participating in the program (minimum 50 days per year). 
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STAFF 
• Site Coordinators are required to  

• have sign in and out sheet that reflect times in/out, breaks, vacation, sick time and/
or absences of all After School Program staff and volunteers 
(visit www.healthiersf.org/excelafterschool/resources to download  
  the template) 

• connect with the school secretary to identify a location for an ExCEL After School 
Staff sign in and sign out book. 

• sign in and out sheets must be filed and stored on site and readily available for an 
audit 

 
 
 
 
 
 
 

 
ANY AND ALL  

• STAFF MEMBER (Site Coordinator, Program Leader, Certificated Teachers,  
Classified staff, Safety & Support) 

• VOLUNTEER (parent, youth, organization) 
• SERVICE PROVIDER (tutor, instructor)  

 
MUST sign in and sign out at the school’s identified location.  

 
FAILURE TO SIGN IN AND SIGN OUT MAY RESULT IN  

DISCIPLINARY ACTIONS 
 

 
 

ALL PROGRAMS MUST BE OPEN AND HAVE STAFF AVAILABLE  
UNTIL AT LEAST 6:00PM  
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ExCEL ASP MONITORING LOG 
 

The ExCEL Monitoring Log is a web based data collection tool that reflects the contents,  
development and needs of each ExCEL ASP. Each site is required to  
complete the monthly log by the 10th of each month in order to be in Program Policies & 
Procedures with the ExCEL requirements. 
 
Each site must: 

• complete a site profile (see example below) 
• import program schedules 
• complete monthly logs; regardless if there are changes 
• input any data regarding professional trainings or technical supported needed or 

received 
 
The Monitoring Log can be accessed at www.healthiersf.org/ExCELafterschool 
or https://psweb.etr.org/sfusd/login/splash.cfm. 
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Answer all questions in order to 
gather accurate site information. 

Important: Input the staff,  
program schedule, and  
Professional Development data in 
order to ensure appropriate  
support is received.  
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San Francisco Unified School District 
ExCEL After School Programs 

CONFIDENTIALITY FORM 

 
 

Staff, Trainees, Volunteers 
 

I, the undersigned, hereby agree not to divulge any information or records concerning any San 
Francisco Unified School District student, or other youth or family members of the greater San 
Francisco community, without proper authorization in accordance with state and federal law 
and interagency agreement(s).   
 

Welfare and Institutions Codes, Drug/Alcohol Codes, Education Codes, and Penal Codes all 
require that the information shared in the course of my duties be confidential and shall only be 
used for the purpose of developing and implementing services to promote the health and 
development or to reduce health risks and problems of students in our schools.  I recognize 
that any improper discussion of or release of information concerning a participant to any 
unauthorized person is forbidden and may be grounds for legal and/or disciplinary action. 

 

During the performance of my assigned duties, I will have access to confidential information 
required for effective student and family assessments, interventions, and services coordination.  
I agree that all discussions, deliberations, records, and information generated or maintained in 
connection with these activities will not be disclosed to any unauthorized person. 

 
I recognize that the unauthorized release of confidential information constitutes grounds for 
discipline and termination of my work with the program. It may also expose me to civil/criminal 
liability and penalties. 
 
Executed this _________ day of  ________________, 200__ 
 
___________________________________ 
Signature 
 
 
___________________________________ 
Type or Print 
 
 
___________________________________ 
School Site 
 
 
Received by: 
 
___________________________________________________ 
Signature of Authorized Excel Personnel   Date 
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San Francisco Unified School District 
ExCEL After School Programs 

AFTER SCHOOL PROGRAM EARLY RELEASE FORM 
 
The ExCEL After School Program operates Monday through Friday, from the end of the 
school day until 6:00 PM.  Parents/Caregivers must complete an Early Release Form in 
order for a student to be released early from the program.  This completed form must   
remain on file at the ExCEL After School Program. 

 
 

 

EARLY RELEASE FORM 

 
My child, _____________________________, must be released early from the ExCEL After School 

Program on the following days: _____________________________________________________.   

My child cannot attend the program for three (3) hours or until 6:00 PM, because (check one): 

___ My child receives district-sponsored transportation and must leave at a designated time 

___ Our family schedule makes it difficult for my child to leave or be picked up at 6:00pm; 

___ My child has other non-program obligations 

___ Other: (Please List) _________________________________________________________ 

 
What time will your child need to leave the after-school program? __________ 
 
My Child may be picked up by the following adults (list all names) _________________________ 
______________________________________________________________________________ 
 
If your child is in 4th-12th grade, they may leave the program without an adult. 
Do you give permission for your child to leave the program without an adult (circle one):  Yes  No 
 
Parent/Caregiver Name: _______________________________________________ 

Parent/Caregiver Signature: ____________________________________________ 

Daytime Phone #: __________________ Evening Phone #: __________________ 

 

 
Thank you for your continued help, understanding, and support! 
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Notification of Child Abuse Reporting Requirement 
 
Name: ______________________________________________________________ 

School Site: _________________________________________________________ 

Title: _______________________________________________________________ 

Start Date: ____________________  

 
Please read the following information carefully, as it represents a commitment that you make  
by working or volunteering at  ExCEL After School Programs. 
 
Section 11166 of the Penal Code requires any child care custodian, medical practitioner, or  
employee of a child protective agency who has knowledge of or observes a child in his/her  
professional capacity or within the scope of his/her employment and whom he/she knows or  
reasonably suspect has been the victim of child abuse to report the known or suspected  
instance of child abuses to a child protective agency immediately or as soon as practically  
possible by telephone and to prepare and send a written report thereof within 36 hours of  
receiving the information concerning the incident. 
 
I am (please check one): 
 
_____ An employee of ExCEL After School Programs. 
 
_____ A volunteer of ExCEL After School Programs. 
 
Your employee/volunteer position falls within the definition of “child care custodian”.  Therefore, 
you are mandated to comply with the child abuse reporting requirements as stated above when  
at any program or facility of ExCEL After School Programs or when serving in the capacity of a  
ExCEL After School Programs employee, volunteer or subcontractor at a collaborating agency. 
 
 
I, _________________________________, have read and understand the requirements of  
Penal Code Section 11166 as outlined above and will comply with these provisions. 
 
 
 
 
____________________________________       _______________ 
Signature                                                                Date 

CHILD ABUSE REPORTING AGREEMENT 

San Francisco Unified School District 
ExCEL After School Programs 



   A-17  ExCEL ASP Implementation Manual, 2009-2010 
   

ExCEL ASP: IMPLEMENTATION MANUAL - Section A: Program Policies & Procedures  

 
                 MEDIA ACCESS FORM  
 
 
Dear Parent or Guardian,  
 
There are times when our school may be featured in a news story.  Reporters,  
photographers and/or film crews from television or radio stations, newspapers or  
magazines may wish to interview and/or photograph your child in relation to a story  
about our public schools. Your child’s name, grade, and the name of the school may  
be included in the report. Classrooms may also participate in video-conferencing on  
the Internet.  
 
Please sign and return the attached form only if you DO NOT want your child to  
have media contact.  We will make every effort to honor your request, but please be  
aware that there may be circumstances when the press is on campus and your child  
may be inadvertently interviewed, photographed or filmed beyond our control.  
 
Check if you DO NOT want your child to have contact with the media.  
 
------------------------------------------------------------------------------------------------------------------ 
                 
            PLEASE SIGN AND RETURN TO YOUR CHILD’S TEACHER  

___ I DO NOT want my child to have contact with the media at  
 
____________________________to the extent the school can prevent such contact.  
              SCHOOL NAME     
 
              

 
____________________________________________________________________ 
Child’s Name     Grade    Teacher’s Name  
 
 
____________________________________________________________________ 
Signature of Parent/Guardian    Telephone    Date 
 
 
——————————————————————————————————————————————————-- 
Print Name of Parent/Guardian   
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SAN FRANCISCO UNIFIED SCHOOL DISTRICT 
FIELD TRIP PERMISSION FORM AND WAIVER 

(Use this form for standard day trips only)  
 (Overnight, Out of State or Experiential Field Trips must use Overnight/Experiential Field Trip Form) 

 
Your child has received school staff and District approval to participate in a field trip.  Under the Califor-
nia Educational Code and Board Policy, teachers and support staff may take students on field trips to en-
rich and complement their educational experience.  Such trips are always under the supervision of at least 
one teacher and/or school administrator, or certified athletic coach in the case of a same day high school 
athletic events, and all precautions are taken to ensure each student’s welfare. 
 
Student Name: ______________________________________________________________ 
 
Field Trip Location and Address:________________________________________________ 
  
The trip will depart from and return to: (school name) _______________________________  
 
Field Trip Date: ___________  Departure Time: ___________   Return Time: ______________ 
 
Trip Description.  The field trip will involve the following activities: (Teacher: describe trip and activities in 
detail): ________________________________________________________________________ 
 
            

Class or group attending:         Number of Students:_______________ 
 
Items Student Should Bring (if any):         
Names of teacher(s), staff, coach(es), chaperone(s)(Teacher: next to each name, indicate whether 
adult is a teacher, staff, coach or chaperone).  
 
________________________________________________________________________ 
Transportation. (Describe transportation (ie)  walking, MUNI, BART, Caltrain, schoolbus, charter bus, private 
automobiles)  
             

If traveling by automobile, name(s) of approved driver(s):      

           

(Note: Volunteer drivers must complete the Volunteer Driver Form prior to Field Trip) 

 
WAIVER OF CLAIM:  I understand that Education Code Section 35330 provides that all persons  
making a field trip or excursion shall be deemed to have waived all claims against the District or the State 
of California for injury, illness or death occurring during or by reason of the field trip or excursion. I 
therefore acknowledge that as a condition of my son/daughter/ward participating in said  
activity, I hold harmless and waive any and all claims against the State of California or the San Francisco 
Unified School District (and its officers, employees, agents), including, but not limited to, claims arising out 
of any negligence of any officers or  employees of the District, for any injury, accident, illness, or death, or 
any loss or damage to personal property occurring during or by reason of the participation in said  
activity. 
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AUTHORIZATION TO TREAT MINOR: In the event that I, or other parent/guardian,  
cannot be reached in an emergency, I hereby give permission to the school staff to secure 
proper treatment for my child.  I do hereby consent to whatever x-ray, examination, anesthetic, 
medical, surgical or dental diagnosis or treatment and hospital care are considered necessary in 
the best judgment of the attending physician, surgeon or dentist and performed by or under the 
supervision of the medical staff of the hospital or facility furnishing medical or dental services. 
 
 
PARENT/GUARDIAN SECTION:  MUST BE COMPLETED 
 

Print Name(s) of Parent/Guardian:        
Parent/Guardian Work Phone:          
Parent/Guardian Work Phone:          
Emergency Contact Person:           
Emergency Phone Number:          
Pagers, cell phones, e-mail:         
Physician/Health Insurance Name:         
Policy Number:           
Phone:             
Student's Critical Medical Needs/Allergies/Conditions:      
 
 
I acknowledge that I have carefully read this document and understand the  
information therein.  I agree to each of the terms and acknowledgments above, and 
agree to permit my child to participate in the trip described above.   
 
 
 
 
 
Date: ___________  Parent /Guardian Signature:       
 

 
 
 
CHAPERONES: If agreement has been reached with the supervising teacher, and I chaperone students on this 
trip, I will comply with all District requirements pertaining to the chaperoning of students.  
 
Print Name _____________________________ 
 
Signature________________________________ 
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AGREEMENT FOR VOLUNTEER DRIVERS 
 

As required by the San Francisco Unified School District Administrative Regulation No. 5125 
any driver who volunteers to transport students must comply with the following prior to any 
instance of transportation:  
(Check the box if requirement has been met) 
 
____Agreement has been reached with the supervising teacher 
 
____A copy of a Valid California Driver’s License has been provided 
 
CDL #: _____________________________   Exp: ___________ 

 
A valid Proof of Insurance card with applicable limits has been provided: 
 
____ A copy of valid vehicle registration has been provided naming the prospective driver as 
the vehicle’s registered owner. 
 
____ Driver has satisfied the TB test requirement 
 
Driver certifies that the vehicle to be used for transportation is in proper working 
order and meets all applicable safety standards and is not designed to carry seven or more 
passengers plus the driver. 
 
Driver will be providing transportation for the following: 
School:  _____________________________________________ 
Activity: _____________________________________________ 
Date(s): _____________________________________________ 
 
If more than one date is noted above, Driver has been fingerprinted and cleared 
 
The undersigned, affirms that the above information has been provided and the statements 
made are true and correct and he/she shall indemnify and save harmless the San Francisco 
Unified School District from any and claims or causes of action by whomever or wherever 
made or presented including but not limited to personal injuries, property damage or death 
resulting from voluntary transportation activities. 
 
The undersigned additionally acknowledges that San Francisco Unified School District does 
not carry insurance for damage or liability on private vehicles. 
 
Print Name ________________________Signature______________________________ 
  
Type and Year of Vehicle____________________ Vehicle License No. _____________ 
 
__________________________________                                __________________   
School Administrator        Date 
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For High Schools Only.  With the teacher’s approval, a high school student may wish to 
meet at and/or leave from the destination on his/her own. If this choice applies to your child 
and you approve, please sign below.  Otherwise, he/she will leave and arrive with the super-
vising teacher.  Under this option, SFUSD and the school will not be liable for any incidents 
that may occur.  Additionally, your child may not transport any other students. 
 
“I certify that my son/daughter has a valid driver’s license and that the vehicle is properly reg-
istered and has full liability insurance coverage. My high school student has my permission to 
drive to and from the destination for field trip referenced in this document on his/her own 
and I accept full responsibility.” 
 
 
 
 
Parent/Guardian Signature: ______________________ Date: _________________  
 

1°   5°   

  
  

2° 

(Subject and Signature)   
  

6° 

(Subject and Signature) 

  
  

3° 

(Subject and Signature)   
  

7° 

(Subject and Signature) 

  
  

4° 

(Subject and Signature)   (Subject and Signature) 

  (Subject and Signature)     

  Administrator’s Approval   Counselor’s Approval 

FOR MIDDLE AND HIGH SCHOOLS ONLY 
TEACHERS’ APPROVAL OF STUDENT'S PARTICIPATION IN  

FIELD TRIP 
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ASES & 21st Century Grant Spending Guidelines 
 

Please note that all ExCEL ASP funds must be used for direct student services ONLY! 
Site Administrators are responsible for monitoring after school budgets for appropriate           

expenditures and to ensure site staff are hired at appropriate salary ranges. 
 
Required Expenditures:  
Ensure culturally appropriate staffing to sustain a program for 180 days with a minimum of 1:20 ratio. 
• Site Coordinator - up to 35 hours per week, not included in staff to student ratio (SFUSD recommended hourly 

wage = $20.50 - $24.92).  Please remember that health and retirement benefits must come from the CBO 
partner as in-kind. 

• Lead Teacher(s) - hire a lead teacher through SFUSD ($3000 [secondary] and $5,000 [elementary] + benefits 
from site allocation (see Section F for job descriptions). 

• Program Leaders - hire program leaders in a 1:20 ratio (SFUSD recommended hourly wage = $13.59 - $16.51) 
• Extended hours for staff professional development - programs are able to suspend program 3 times per year for 

staff professional development.  Budget a minimum of 10 hours for staff professional development per year, per 
staff member. 

 
Approved Expenditures: 
• Extended hours for staff professional development 
• SFUSD teacher stipends to be paid through SFUSD for direct services (e.g. tutoring, enrichment classes, etc.) 
• Materials and supplies to support program implementation (e.g. office supplies, arts materials, curricular 

resources) 
• Subcontractors for enrichment services 
• Supplemental snack or food (juice and crackers). Please note: all foods must fall within SFUSD Wellness 

Policy Guidelines 
• All capital equipment (over $500) must be purchased through and catalogued by SFUSD.  This includes 

computers and cameras (see page B-3) 
• SF Health ordinance 
• Staff time for chaperoning field trips in and out of San Francisco 
 
Funds May Not Be Used For:  
• Youth stipends —  Students must be hired as paid employees via the agency 
• Lunch or dinner events— grant funds can only be used to purchase snacks such as juice and  

crackers 
• Equipment lease or rental (e.g. copiers, computers, etc) 
• Cell phones and phone lines - ExCEL ASP will provide a direct phone line for all programs  
• Weekly/Monthly Pizza Parties - special occasions may be allowed 
• Rent (office, portables, etc.) 
• Staff bonuses 
• Staff meetings or retreats 
• Mileage 
• Insurance 
• Parking fees (*must be pre-approved) 
• Parking tickets  
• Registration fees (*must be pre-approved) 
• Non-field trip related transportation  
• Fieldtrips, transportation and entrance fees for field trips out of San Francisco 
• Personal expenses (meals, incidentals, etc) 

* Pre-approved items must be approved by ExCEL ASP Administration 
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BEFORE YOU MAKE A PURCHASE!!! 
 
 
Sites with money in SFUSD accounts must complete an After School Programs   
Expenditure Request Form (see sample on B-3) and submit to ExCEL ASP, fax: 750-
8653, before purchasing materials. 
 
1. The following must be completed before submission:  

• Expenditure Type 
• School Site 
• Date 
• Name of the contact person completing the Expenditure Request Form 
• Phone # of the contact person completing the form 
• Description of the expenses (please be as specific as possible) 
• Line Items 
• Payable to: 
• Cost (Estimate/Actual) 
• Site Administrator’s signature approval & date 

 
2. After completion and submission, ExCEL will do the following: 
 

• Assign a requisition number for the expenditure request and call the contact person at 
the site to give the requisition number. 

 
3.   The site can begin purchasing once they receive a requisition number from ExCEL.   

• Please keep in mind a site can only use a requisition number ONCE.   

• A new requisition number must be assigned for each new request. 
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ExCEL  
AFTER SCHOOL  
PROGRAMS 

 
 
 

 
 
 

  School Site:   Ocean Beach MS                             Date:           August 13, 2009 
 
 
  Name:       Joe Surfer                                          Phone Number:     415-555-5555 
 
 
 
  List Items:  biodegradable garbage bags, latex gloves, t-shirts, snacks, grab-it claws, 
sunscreen    

 
             
 
            

 
 
 
 

 
Site Approval____________________________________________________  

Site Administrator’s Signature 
 

FAX Expenditure Request (415) 750-8650, Attn:ExCEL Fiscal Management 
For ExCEL ASP Use Only 
 
 
Requisition Number___________________________ Object Code_____________________________ 
 
ExCEL Approval_______________________________________________________________________ 

ExCEL Administrator’s Signature                                     Date 

Object Code(s) 
 
           
X 4300 Educational Supplies 

 5811 Field Trip 
 4490 Equipment 
  5810        Transportation 

San Francisco Unified School District 
Student Support Services 

EXPENDITURE REQUEST FORM 

Expenditure Type
 Cash Reimbursement ($1-$500) 

X ExCEL ASP Purchase ($1-$500)  
 

 Purchase ($501-$1499) 
 Purchase ($1500- Above) 
 Field Trip 

Payable To:
                  Surfrider Foundation        
                              Name/Vendor 
 
Cost:                $350.00         

                Including taxes and freight 
 
 X Estimate 

 Actual 

 20 Cook Street, San Francisco, CA 94118 Tel 415-750-8650 Fax 415-750-8653 
7/2009 

Attention: 
ExCEL After School Programs 
20 Cook Street, SF, CA, 94118 
Fax: 415-750-8653 
 
__________________________________ 
ExCEL Team Member Name 
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Expenditure Procedure for Purchases less than $1500  

 
 
     After submitting an After School Expenditure Request form and receiving a 

requisition number from ExCEL, sites must complete and type a General 
Requisition accompanied by the vendor invoice (see General Requisition Form 
sample p. B-5 for completion).    

 
      The following must be completed before submission: 
 

• Type requisition # given by ExCEL on upper right hand side of the 
requisition 

• Fill out Site’s name, address, contact person, phone #, room # 
• Use format on sample GENERAL REQUISITION  
• Put total cost 
• Fill out vendor information  
• Have the Site Administrator review & sign  
• Leave the SAC Code blank 
 

• Send complete paperwork via District mail to ExCEL After School at 20 Cook St. with the 
ORIGINAL ITEMIZED RECEIPTS (Accounting will not process without original 
itemized receipts). 

 
• ExCEL will complete the SAC code section and other required signatures for final 

processing. 
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   San Francisco Unified School District – GENERAL REQUISITION  **SAMPLE** 

Revolving Fund  Equipment & Furniture-issue,  
moving, maintenance  Other 

(Specify 
REQUISITION NUMBER 

Stores Requisition  
(For Items In Catalog)  

Encumbrance Request  Field Trip  
Below) X 

SCHOOL TO INDICATE TYPE OF REQUISITION BY AN (X), IN ONE OF THE ABOVE SQUARES  

SCH./DEPT. 
NO. 

MONTH 
NO. 

REQN. 
NO. 

  153 03 248
PAGE  1  OF  1

DELIVER TO 
SCHOOL/DEPT. 

 
ABC Middle School 

  PHONE    SEE REVERSE 
ADDRESS 123 Number Drive NO. 415-123-4567  FOR MORE 
   

          John Doe ROOM 
 
 School Office 

 INFORMATION 

ATTENTION:  NO.    
_____________________________________________________________________________________________________________________________
______ 

SCHOOL TO SHOW EXACT CATALOG STOCK NO., QUANTITY, STANDARD UNIT AND DESCRIPTION 
Stock 
No. Qty Stan- 

Unit DESCRIPTION WC Amount  

   REQUEST FOR PAYMENT    

   Please issue a check to the Vendor below (see attached invoice)    

       

   Vendor Name:  Classroom Direct    

   Address:  PO Box 13036, Birmingham, AL 35202-3036    

   Phone Number:  800-444-9062    

   Customer P.O. Number:  153-03-248    

       

   Amount:  $1,395.88    

   Order Number:  P200001230001    

   What Purchased:  Program Supplies    

   Site:  ABC Middle School    

Estimated Total Cost:  $1,395.88    

   *FEDERAL/STATE FUNDING ONLY: 

 VENDOR INFORMATION   

   I CERTIFY THAT THIS EXPENDITURE FOR MATERIAL/SERVICES IS IN 

Name: SEE ABOVE  ACCORDANCE WITH________________________________ LAW AND 

Address:   REGULATIONS AND WILL BE USED ONLY FOR IDENTIFIED PARTICI- 

   PANTS.  SEE PAGE (S)________________________ IN THE SITE PLAN. 

    
Use addendum, Form #13-2981 When Additional  
Space is needed PRINCIPAL’S SIGNATAURE                              DATE 

         ALL STORE REQUISITIONS MUST BE ROUTED THRU 
          GENERAL ACCOUNTING FOR FISCAL APPROVAL. 
          DO NOT MAIL DIRECTLY TO WAREHOUSE. 

 

 
 
Principal or    

Administrator  Date 
 
Instructional (Name)  

      ACCOUNT CODE (SACS)  Approval Date 
FUND RESOURCE YEAR GOAL FUNCTION OBJECT ORG AMOUNT  

Procurement           Approval Purchasing Dept. Date 
  

Budget (Name)          Approval Date 
      
     Filled by   
      Storeroom Date   
 CODED  RESO. NO.   
     Received by   
      
        
      Date 

B-5 
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SFUSD Expenditures Procedure for Purchases Over $1500  
 
Follow procedures outlined on p. B-2, Expenditure Request for less than $1500. ExCEL will 
call to give the requisition number you must use (One time use only).  
 
1. Site will type their own Requisition Purchase Order Form with the following 

(see sample for competition): 
• Leave REQUISITION NUMBER blank 
• Cost Estimate (including tax & freight) 
• Requested Delivery Date 
• Leave Purchase order number blank 
• Deliver to:  School site address only 
• Leave APPROPRIATION NUMBER blank 
• Put Amount 
• Leave Buyer blank 
• Type Item Number 
• Type Description & Price 
• Leave Vendor use only blank 
• Type Quantity/Unit 
• Leave Unit Price blank 
• Leave Vendor use only extension blank 
• Put contact person and phone no. from school site for questions regarding this 

requisition 
• Leave Accounting Dept. Coding/Reso Number blank 
• Type vendor information, phone number, or special instructions 
• Leave #16 & #17 blank 
• Leave #18 blank for an ExCEL Administrator to sign 
• School Site Administrator must sign on #19 
 

3. Mail completed Purchase Order form to ExCEL ASP at 20 Cook St., with the print out of 
the specifications “specs” you want to order (e.g. computer/printer, etc.) 

4. An ExCEL Administrator will sign the Purchase Order form 
5. ExCEL will mail to Purchasing Office @135 Van Ness Avenue #123, San Francisco, CA 
6. Purchasing Office will order the items and will deliver to school site 
7. MRR stands for Material Received Report, which is a form that will be mailed to school 

site 
8. Site must sign the MRR form after receiving all the materials and check for any damage 

or incompletion  
9. Site must fax MRR to Accounts Payable Section @241-6694 OR 
10. Mail MRR to Accounts Payable @135 Van Ness Avenue #300, San Francisco, CA   
11. Site must attach any bills, if any, to MRR and forward to Accounts Payable              
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Sample SFUSD Requisition Purchase Order Form 
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SFUSD Procedure for Bus Transportation/Field Trips 
 

School site must submit completed After School Programs 
Expenditure Request Form  (fax to ExCEL ASP @750-8653) before 
booking fieldtrip (see B-2). 
 

• Check Expenditure Type (Field Trip) 
• School Site 
• Date 
• Name of the contact person completing the Expenditure Request 

Form 
• Phone number of the contact person completing the form 
• List Items:  Provide a separate paper with detailed 

information of the field trip 
• Object Code (5810 Transportation) 
• Payable to 
• Cost (Estimate/Actual) 
• Site administrator’s signature approval  
• Date 
 

1. ExCEL will call the site and advise of the requisition # 
2. Site calls Transportation Dept. @ 695-5505 to reserve the bus using the 

requisition # 
 
3. Site will type  general  requisition form & submit to ExCEL ASP with 

the following: 
• Requisition # given by ExCEL on upper right hand side of the 

requisition form 
• Site’s name, address, contact person, phone number and room 

number 
• Description of the field trip (i.e. date, time, number of students, 

start & ending place) 
• Total cost 
• Vendor information (Individual or Company) 
• SFUSD ExCEL Administrator’s Signature (NOT SCHOOL SITE 

ADMINISTRATOR) 
• Leave the SAC Code blank 
• Mail it to ExCEL ASP at 20 Cook St., attaching any document 

relating to field trip 
 
ExCEL Responsibilities: 

4. Will type the SAC Code 
5. ExCEL Administrator will sign the requisition. 
6. Will mail requisition to Transportation Dept. 
7. Transportation will forward an invoice to Accounting Dept. 

ExCEL ASP: IMPLEMENTATION MANUAL - Section B: SFUSD Fiscal Procedures  
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The K Resolution Process 
 

Consultants can be: 
• Community Based Organizations (CBO) and/or 
• Independent Consultant not associated with a lead/fiscal agency  

 
All consultants must be approved by the Board of Education through a K Resolution.  A K 
Resolution is a document that provides specific information to SFUSD’s Board members regarding 
the services that a consultant will provide and the funding source(s) used to pay consultant.  
Information included on all K Resolutions includes: 

• Consultant’s Name  
• Specific Service 
• Dates of Service 
• Total Cost 
• Funding Source 
• Program Description 
• Selection Process 

 
What Are The K Resolution Procedures For ExCEL After School Programs?  

 
***ALL K Resolutions related to ExCEL After School programs will be written by SFUSD 
personnel***   
 
When you want to contract with a consultant you must do the following: 

• Consult with ExCEL ASP to ensure that there are funds available to hire the consultant 
• Complete & submit the Consultant Contract Request Form (See Template, B-11) to  

ExCEL After School 
• Let your Consultant(s) know that they cannot have student contact without 

Fingerprint & Criminal Background Clearance by the Department of Justice 
(DOJ) and Federal Bureau of Investigations (FBI). 

 
Chronological Steps… 

 
1. Based on the information that you have submitted, ExCEL will prepare the K Resolution 

document and a SFUSD Contract/Agreement.  
2. ExCEL ASP will then send you and the consultant the SFUSD Contract/Agreement to be signed 

by the consultant and your school Site Administrator in blue ink. Two (2) original signed 
contracts. 

3. The contract must be returned within assigned due date 
4. ExCEL will then submit the K Resolution with the two (2) original signed copies of the District 

Contract/Agreement to the appropriate District offices downtown.  
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 Once Completely Approved… 
 

5.  Once K Resolutions and contracts are approved, the District’s Purchasing Department 
assigns an Encumbrance Request (ER) number to the contract.  The ER number is the 
final step in the approval process.   

6. ExCEL ASP will inform you when the K Resolution, contract, and ER number have been 
approved and when you can begin submitting a District  Consultant Invoice (See pp. 
B-12 & B-13 for guidelines and sample invoice).   

7. REMEMBER that you cannot pay a consultant until services have been 
performed.   

 

 
 

8. You can view all Board Approved Resolutions by visiting the San Francisco Unified 
School District website at www.sfusd.edu.  Approved resolutions will be posted two 
days after the Board Meeting date. REMEMBER: The approved K Resolution is only the 
first step in the approval process. 

 
What Is The Expected Timeline for Complete Approval?  
 
The expected timeline for complete approval of a contract is approximately 6 - 8 weeks 
from the K Resolution approval date.  The consultant may begin work in the 
program while in the approval process, BUT only if you have Fingerprint and    
Background clearance from the Dept. of Justice (DOJ) and FBI.   
 
Helpful Tips … 
 

  
• Submitting complete and legible paperwork on time will help expedite the process.  
  
• The ExCEL ASP Team are your liaisons to the District.  It is the responsibility of  

ExCEL ASP to navigate required paper work through the District process. 
 
•  If you have a question about a contract’s timeline, check-in with any                       

ExCEL ASP District Coordinator to determine where it is in the approval process.      

Approval Process Steps 
K Resolution Approval by Board of Education 

Contract Approval by appropriate District and City Officers 

Assigned ER Number from the District’s Purchasing Department 
       (ER is needed for more than two payments) 
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SFUSD: ExCEL AFTER SCHOOL PROGRAM 
CONSULTANT CONTRACT REQUEST FORM 

 
To enter a contract with a consultant using After School Education & Safety (ASESP) or 21st 
Century funding, you must submit this form via fax, 415-750-8653, to ExCEL ASP.  ExCEL 
ASP will be responsible for preparing the contract based on this information and will forward the 
contract to you for completion.   The site is responsible for submitting the two (2) original 
Agreement/Contract, Criminal Background Form, Form W-9 (Request for Taxpayer ID 
Number), and Certificate of Insurance (including Addendum) to ExCEL at the absolute latest 
two (2) Mondays before a board deadline.  
 
Background Information 
School:              

Name of Consultant:            

Consultant Address/City/State/Zip:______        

Phone #:  (      )                                          Work #:(       )_________________________   

Social Security Number or Tax ID Number:         
 
Description of Services for Individual Contractor (Attach Site Agreement & Budget for 
Lead/Fiscal Agency Contracts in lieu of description) 
 
Dates of Services:             

Services (Be specific and include types of services, frequency, and staffing): 

Example: To provide art classes 4 hours/week at $20/hour for 20 students. 
___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 

Calculation of Costs 
Funding (circle applicable funding source and input amount):   

After School Education & Safety (ASES): $____________      

21st Century: $____________ 

 
Total Contract Amount: $       

 

For ExCEL Use Only 
 
Org: 
 
Resource 1: 
 
Resource 2: 



Note:  Refer to K Resolution Procedures for submitting required paperwork to set up 
payment for consultants (p. B-9). 

 
 

Consultant Invoices: Guidelines 
 
All Invoices are due each month by the 5th of the month to be processed. Invoices 
received after the 5th of the month will be processed the following month.  
 
Individual Consultants may only be paid for services rendered.  You cannot 
pay a consultant the full amount of their stipend up front and you cannot pay 
them until services have been provided. 
 
All district-contracted consultants must submit a District Invoice monthly to 
ExCEL and have the school Site Administrator’s signature in blue ink (See enclosed 
sample p. B-13 for proper completion). 

 
ALL District Invoices must include an official monthly expense summary/
report (e.g. payroll time sheets, CBO Business Expense Reports, copies of receipts, 
copies of timecards). . 
 
Attach one copy of the invoice to the backup documents and submit to ExCEL ASP at 
20 Cook St., San Francisco, CA 94118. 
 
Please include a cover sheet with an itemized list of expenses. 
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**SAMPLE** 
 

SAN FRANCISCO UNIFIED SCHOOL DISTRICT 
INVOICE FOR PAYING CONSULTANTS 

 
 
MAIL CHECK TO: 
 
  Stonestown Family YMCA Do Not Complete 
NAME OF CONSULTANT     BOARD RESOLUTION NUMBER 
 
  333 Eucalyptus Drive                                           Do Not Complete 
ADDRESS       DATE OF BOARD APPROVAL 
 
   San Francisco, CA 94132            Do Not Complete 
CITY/STATE/ZIP      TOTAL 
   XX-XXXXXXX  
 
SOCIAL SECURITY NUMBER  (TAX ID NUMBER) 
 
 
TITLE OF INSERVICE OR CONSULTANCY: 
Stonestown Family YMCA 
 
Services rendered by the consultant(s): 

• Coordination and implementation of the After School Learning Center at Sheridan Elementary School. 
 
 
 
 
HOURS AND/OR DATES OF SERVICES PERFORMED: 

• See contract for daily rate 
 
 8/11/09 – 9/30/09  $11,472.40 (Based on 29 school days x $395.60 per school day) for After School Education and 
Safety Program (ASESP)  
 
 
 
TOTAL FEE:  $   11,472.40 
 
 
 
 
 

      Site Administrator                                      _________Consultant                             
SIGNATURE OF FACILITATOR     SIGNATURE OF CONSULTANT 
 
(Verifing Performance of Service and Consultant Rate  
– refer to Policy P3700) 
 
 
 
***  THE ORIGINAL AND ONE COPY MUST BE ATTACHED TO THE GENERAL REQUISITION*** 
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Certificated Extended Calendar Service 
 

 
× Unlike the K Resolution, Certificated Extended hours will be approved by the appropriate 

cabinet level administrator. 
 

All certificated SFUSD teachers working in the ExCEL After School Program must be paid extende
hours by the District and CANNOT work until approved by the Certificated Extended Calendar 
Service process. 
 
If you want SFUSD teachers to teach in the ExCEL After School Program you must: 
 
1. Ensure that enough funds are reflected in the SFUSD budget set-up line item 1105 (confer with the school 

Site Administrator) 
2. Completely fill out the Certificated Extended Calendar Spreadsheet (See enclosed blank form           

p. B-17).  The Certificated Extended Hours Spreadsheet is the request form you must submit to ExCEL ASP. 
3. ExCEL will process your certificated teacher request.  The complete process takes about two weeks. No 

teacher can work until you receive notice of final approval. 
4. For proper payment procedures please read below, Extended Hours Procedures for Certificated 

District Teachers: “Greens”  
 
 

Extended Hours Procedures for Certificated District Teachers:  “Greens” 
 

Certificated Extended Hours (budget line item 1105) 
Upon approval of the Certificated Extended Calendar process– teachers may begin work.  You will pay these 
teachers using a district green Certificated Teacher time sheet (p. B-19).  Below are guidelines for teachers 
completing the “greens”. 

• Teachers must sign in & sign out everyday (see CERTIFICATED TIME REPORT on page      
B-18).  Keep all sign-in sheets on file. 

• List the hours and the month in the “Time Served” column of the green time sheet. 
• Do NOT calculate or write the extended hour payment amount on the green  
• ExCEL will be responsible for calculating the total amount on the green time sheet. Site Administrator 

must sign the green time sheet. 
REMINDER: 

• Do not fill out the upper right side except for the school site. 
• Ensure that the person’s name is exactly the same as it is listed on the Certificated Extended 

Calendar request (any change in the name could result in delayed payment). 
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Tracking Certificated Teacher Hours  
 

Tracking hours of certificated teachers working in the after school program is 
critical to effective fiscal management of the program budget.  ExCEL has 
created a spreadsheet to help calculate and track the hours that certificated 
teachers are working in the after school program.  
 
“Green” Timesheet Submission Checklist: 
The following must be completed by the 10th of each month: 
 

• Completed green timesheets (see p. B-19 for a blank copy) filled out in ink with 
original signatures of the teacher and Site Administrator.  NO WHITE OUT or 
CROSSOUTS PLEASE!  

• A copy of the completed Certificated Time Report reflecting the dates recorded in 
the “green” timesheet (see p. B-18). 

• A copy of the Certificated Teacher Hour Tracker (see p. B-16). 
 
Electronic versions of the Certificated Time Report and Certificated Teacher 
Hour Tracker can found on the website at 
www.healthiersf.org/excelafterschool or ask an ExCEL ASP District 
Coordinator to email you a copy. 

 
*Remember to submit ALL 3 documents to ExCEL After School Programs at 
20 Cook St. by the 10th of each month.  If you have any questions or 
suggestions please feel free to contact an ExCEL ASP District Coordinator at 
(415) 750-8650. 
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San Francisco Unified School District: 
CERTIFICATED TIME REPORT (teachers must sign-in & sign-out daily) 

 
Employee:   Work Assignment:  
 
Pay 
Period: 

  
To 

  

Submit this completed form with “GREEN” 
 

15min=.25, 30min=.5, 45min=.75, 1hour =1 
Date  

Sign-In Time 
 

Sign-Out Time 
 
Total After School Hours 

21    
22    
23    
24    
25    
26    
27    
28    
29    
30    
31    
1    
2    
3    
4    
5    
6    
7    
8    
9    
10    
11    
12    
13    
14    
15    
16    
17    
18    
19    
20    

 
Employee Signature:______________________________    Date:_______________ 
 
Site Administrator Signature:___________________________       Date:_______________ 
 
Site Coordinator Signature:_____________________________   Date:________________ 
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Regulation No. 4160 
Page 3 or 6 
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SAN FRANCISCO UNIFIED SCHOOL DISTRICT 

CERTIFICATED STAFF ONLY 
 

EXTENDED DAY/HOUR TIME REPORT 
 
  

                                
NAME EMPLOYEE ID SITE/LOCATION OF SERVICES 
 
                                           
ADDRESS  APPROVED EARNINGS CODE (6 DIGITS) 
 
                                   
CITY/STATE/ZIP  RESOLUTION/AUTHORIZATION NUMBER 
 
                         
EMPLOYEE SIGNATURE DATE EMPLOYEE WORK LOCATION 

 
  
 Stipend Amount:  $  
 
 
 APPROVED BY: 
 
   
  ADMINISTRATOR 
 
 
                       
  DATE SUBMITTED 
 

Submit completed forms to the Payroll Office by the 18th of 
the month to insure prompt payment. 
All fields must be completed in order to process for payment. 

 
 

After the “J” Resolution has been approved by the 
Board of Education, department or site administrators 
must submit approved Extended/Hours Time Report 
forms to the Payroll department within 30 calendar 
days of the completion of the extended days/hours ser-
vice.  However, the department of site administrators 
must submit all Extended Days/Hours Time Report 
forms for services performed during the month of June 
no later than July 15th of each calendar year. 

 

 

DATE OF SERVICE TIME SERVED 

        

MONTH DAY DAY HOURS 
        

  21     
  22     
  23     
  24     
  25     

  26     
  27     
  28     
  29     
  30     
  31     

  1     
  2     
  3     
  4     
  5     
  6     
  7     
  8     
  9     
  10     
  11     
  12     
  13     
  14     
  15     
  16     
  17     
  18     
  19     
  20     
        

TOTAL     
    DAYS HOURS 

 
FOR OFFICE USE ONLY 

 
PAYPERIOD END DATE:    
 
INITIALS:    
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San Francisco Unified School District: 
CLASSIFIED TIME REPORT (staff must sign-in & sign-out daily) 

 
Employee:   Work Assignment:  
 
Pay 
Period: 

  
To 

  

 
15min=.25, 30min=.5, 45min=.75, 1hour =1 

Date  
Sign-In Time 

 
Sign-Out Time 

 
Total After School Hours 

21    
22    
23    
24    
25    
26    
27    
28    
29    
30    
31    
1    
2    
3    
4    
5    
6    
7    
8    
9    
10    
11    
12    
13    
14    
15    
16    
17    
18    
19    
20    

 
 
Employee Signature:______________________________    Date:_______________ 
 
 
Site Administrator Signature:___________________________       Date:_______________ 
 
 
Site Coordinator Signature:_____________________________   Date:________________ 



 NEW RPF/SRPA GUIDELINES FOR SFUSD STAFF WANTING TO 
WORK IN ExCEL AFTER SCHOOL PROGRAMS 

 
Before an SFUSD classified staff can work in the after school program ,the school Site               
Administrator must: 
   
• Contact ExCEL ASP to ensure that the budget set up is completed; and  
 
• An RFP/SRPA has been processed for the SFUSD staff who want to work hours in the after 

school program.  
 
• Receive notice from ExCEL ASP that the employee can start working. 
 
EMPLOYEE MUST BE INFORMED: 
• Total working hours may not exceed an 8 hour work day (keep in mind the district 7 hour 

rule!); 
 
• District employees must sign-out from their regular day employment and sign-in to start their 

after school employment (regular day and after school hours cannot overlap); 
 
• After school hours do not guarantee a district employee 1.0 FTE status even if the employee is 

working 8 hours a day; 
 
• After school positions are school term only. All after school program leaders will be 

terminated on the last day of school. Positions are NOT guaranteed from year to year. 
 
REMINDER:  
 
• It is the school site’s responsibility to ensure ALL budgets are set-up correctly and that the 

RFP/SRPA forms completed and submitted to ExCEL ASP at 20 Cook St.   
 
• Staff may only work the hours approved on the SRPA/RPF. 
 
• STAFF CAN NOT START WORK UNTIL INFORMED BY ExCEL AFTER 

SCHOOL. 
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Request for Position Funding /Site Request for Personnel Action 
(RPF/SRPA) Hiring Process 

 
ONLY the school Site Administrator can hire through this process.     
Completed RPF/SRPAs with the Site Administrator's signature, must be          
forwarded to ExCEL for final processing at FAX 750-8653.  ExCEL is 
responsible for entering all RPF/SRPA information into People Soft for final 
District approval.  ExCEL will then contact the Site  Administrator once 
the employee is approved to work in the program.   

 
The following positions qualify for the after school RPF/SRPA hiring process: 
 
• Certificated teachers who are being paid a FTE (Full-Time Equivalency) salary with after      

school funds 
• .5 FTE or less (4 hours or less) SFUSD paraprofessionals who qualify to work in the after   

school hours 
• Site Coordinators and Tutors who are being hired by the school site (not paid though CBO) as 

FTE salaried employees for the after school program 
 
Request for Position Funding (RPF) is used to: 

• Establish Position(s) 
• Change Funding/Full-Time Equivalent (FTE)s/Job Code(s) 
• Delete Position(s) 

 
The following information must be included in section 2 of the RPF form: 

• Candidate’s job ID number 
• Hourly rate 
• Exact hours working a week and # of weeks working 
• Total salary amount 
• Total benefits amount 

 
Site Request for Personnel Action (SRPA) is used to process certificated and classified 
personnel actions.  Site Administrators complete these areas on the SRPA form before submitting 
to ExCEL ASP for processing: 

• Location 
• Candidate information (name, home telephone #, and social security number) 
• Assignment 
• Action type 
• Position type 
• Position description 
• Action requested by 
• Recommended candidate’s signature 
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A properly completed RPF form authorizes the Budget and Position Management Office 
to complete the following funding transactions: 
 
ESTABLISH A POSITION 
Check the “Establish Position” box in Section 3,  then enter the FTE and the Standardized 
Account Code Structure (SACS) string in columns 1 through 8 of Section 4 for each new 
position. Enter the job code in column 9.  Forward the form to Position Management.  Once 
Position Management establishes a new position, the site must complete any applicable Human 
Resources paperwork. Always use position numbers when filling out Human Resources forms 
and when inquiring about positions. 
 
Please note that positions must be established and assigned position numbers 
PRIOR to any Human Resource hiring action. 
 
ESTABLISH AN “APPROVED EARNINGS CODE” Overtime for Classified staff 
Only  
Check the “Establish Approved Earnings Code” for Overtime box in Section 3 and enter the 
Standardized Account Code Structure (SACS) string in columns 1 through 8 of Section 4.  
Forward the form to Position Management. 
 
ESTABLISH AN “APPROVED EARNINGS CODE” Extra Hours for Classified staff 
Only 
Check the “Establish Approved Earnings Code” for Extra Hours box in Section 3 and enter the 
Standardized Account Code Structure (SACS) string in columns 1 through 8 of Section 4.  
Forward the form to Position Management. 
 
CHANGE OF FUNDING/FTE OF AN EXISTING POSITION 
Check the “Change of Funding” box in Section 3,  then fill in the name of the incumbent and 
position number. Enter the FTE and Standardized Account Code Structure (SACS) string in 
columns 1 through 8 of Section 4. Enter the job code in column 9 and the Position Number in 
column 10. Forward the form to Position Management. 
 
Please forward completed RPF to ExCEL at FAX 750-8653. 

 
 
 
                                                                                             Continue on next page 

INSTRUCTIONS FOR COMPLETING THE 
REQUEST FOR POSITION FUNDING  (RPF) 

Note:  All requestors must fully complete Sections 1 & 2, including an authorized signature and a 
brief narrative description of the requested transaction. Include Start and End Date for all       
transactions.  Please include the FAX number. The Contact Person will be notified of Position  
Management action. 
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CHANGE OF JOB CODE OF AN EXISTING POSITION 
Check the Change of Job Code box in Section 3 and fill in the name of the incumbent and 
the position number.  Forward the form to Position Management. 
 
DELETING A POSITION 
Check the “Delete Position” box in Section 3.  Include the position number and the name of 
the incumbent.  Enter the FTE and Standardized Account Code Structure (SACS) string in 
columns 1 through 8 and forward the form to Position Management. 
 

A position cannot be deleted if the system shows it is filled; therefore, prior to 
submitting this form to ExCEL, the site must first submit the applicable 
paperwork to ExCEL requesting the incumbent be removed from the position 
number. 
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REQUEST for POSITION FUNDING (RPF) 

Contact Person:  Date:  
Department / Division:  

Work Location:                                                                                      LOCATION # 5 digits)________ 
Phone:                                                                                     FAX:  

This request has been approved  
by all responsible parties: 

I certify that this request complies with 
all applicable S.F. Board of Education policies and procedures. 

Name of Authorizing Signature:  
Signature:  Date:  

 
THIS IS MANDATORY.  In narrative form, what changes are you requesting and why? 
 
 
 
 
 
 
CHECK BOXES AND PROVIDE COMPLETE INFORMATION, AS APPLICABLE.  
 

 CERTIFICATED    CLASSIFIED    FTE: _____ 
 

 ESTABLISH POSITION  AS A RESULT OF BUDGET TRANSFER OR ADDITIONAL FUNDING 
 ESTABLISH  “APPROVED EARNINGS CODE” Overtime for CLASSIFIED ONLY 
 ESTABLISH  “APPROVED EARNINGS CODE” Extra Hours for CLASSIFIED ONLY  

 
 CHANGE OF FUNDING / CHANGE OF FTE/CHANGE OF JOB CODE FOR A POSITION 

   
                      POSITION NUMBER: ______________NAME OF INCUMBENT: _____________________________ 
 

         DELETE POSITION:  POSITION NUMBER:___________NAME OF 
INCUMBENT:___________________   

 
Start Date: __________  End Date: __________  

 
1 

FTE 
2 

Fund  
 

3 
 Resource 

4 
Year 

5 
Goal 

6 
Function 

7 
Object 

8 
Org 

9 
Job Code 

10 
Position 
Number 

11 
Approved 

Earnings code 
          

          

          

Total 
FTE 

 
__________________________________________            ___________ 
Approved: Position Management/Budget                               Date 
Send completed form to: ExCEL After School Programs at, 20 Cook Street, PH: 750-8650  FAX: 750-8653 
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Instructions for Site Request for Personnel Action (SRPA) 
 

The SRPA is used to process both certificated and classified personnel actions. Use one form each employee 
transaction. Submit the completed form to the Human Resources Department for final approval. 
 
Box 1:  Indicate whether the position is Certificated or Classified (includes Paraprofessionals). Enter the Position 

number (PN). The SRPA cannot be processed without a PN. If the PN head count allows multiple slots, 
indicate slot #, i.e. PN1234 slot 5. These are found on your site roster – one for each allocated position. 
New PNs must be obtained from the Budget Office using the Request for Position Funding (RPF) form. 

 
Box 2:   Funding Source: Indicate if the employee will be paid from the general fund or form categorical funds. If 

the latter, give the categorical FTE. Give the appropriation number(s). This information is available on 
you site roster.  

 
Box 3:  Location: Provide the name of the site and the work location code where the employee will be working, 

and indicate at which level. 
 
Box 4:   Candidate Information: Provide the person’s name, SS#, and home telephone #, and work telephone #. 
 
Box 5:  Assignment: 

5a. For Certificated Staff: 
*Indicate if it is an open position (no time limit) or a limited assignment; if a limited assignment, give the 
beginning and ending dates. 

  *Indicate the FTE (Full‐Time Equivalency, e.g. 1.00 FTE is full‐time, 0.50 FTE is half‐time).  

*A teacher workday is 7 hours plus a lunch (6 periods and 1 prep period); a classified employee’s is 8 
hours plus lunch. 

*Indicate the Job Code (e.g. 700 for classroom teacher) and effective dates. 

Box 6:  Action Type: Indicate if this is a new position, a transfer, or a replacement. If a transfer from another 
site, give the name of the site. If a replacement, give the name and Employee ID# of the employee who is 
leaving, and the reason why. 

 
Box 7:  Position Title: Check the appropriate position title. 
 
Box 8:  Position Description: Indicate the grade(s) and subject to be taught. If Special Education, Indicate the 

type (e.g. hearing impaired); if bilingual, indicate the language. IMPORTANT: For certificated give the 
types(s) of credential, expiration date, and CLAD/BCLAD status.  

 
Box 9:  Action Requested By: Indicated the name and title of the requester. Check the box if the requester is 

other than the lead administrator at the program/site. Sign the form. Completion of this item indicates a 
commitment by the site to the candidate for the position/assignment indicated and a commitment of 
the teacher to accept that assignment (see below box 10). 

 
Box 10: Recommended Candidate’s Signature: Signature of the candidate affirms a commitment to the  

assignment, and will accept the position if approve by Humans Resources. 
 
Box 11:  State/Federal Accounting: Submit SRPA to Federal/State Accounting for signature before submitting to 

Human Resources. 
 
Box 12:  SFUSD Human Resources approval: To be completed by Human Resources Staff. 
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COORDINATED SERVICES AND AFTER SCHOOL’S 
PARTICIPATION 

 
Do not work in a silo!  In order to ensure that you are providing coordinated services for the 
students in your after school program, it is important that you work together with all of the staff at 
your school site.  As a member of the school’s faculty, you are required to participate on school 
site teams.  These may include: 
 

SCHOOL SITE COUNCIL 
A School Site Council must be established at all San Francisco schools.  The elected members of 
the SSC represent parents, students, community members, and school staff in school governance.  
By state law, the SSC must oversee the site-based budgeting of categorical funds.  In SFUSD, the 
SSC plays a broader role in developing the Balance Score Card goals and overall school site budget.   
 
The SSC is expected to: 

• Review and analyze student data. 
• Solicit community input. 
• Assist the principal in developing the Balance Score Card goals and school site budget. 
• Monitor the implementation and effectiveness of the Balanced Score Card on an ongoing 

basis. 
 

Approve the Balanced Score Card and school site budget before it is submitted to the District for 
final review and approval. (Excerpted from www.sfusd.edu) 
 

STUDENT SUCCESS TEAM (SST)  
The Student Success Team is a partnership between the school and home that utilizes a  
problem-solving approach to help students to be more successful in school, at home, and in the 
community. 
 

STUDENT ASSISTANCE PROGRAM (SAP)  
The Student Assistance Program (SAP) is a “learning support” umbrella structure  
that brings together all support service providers at a school site. The SAP focuses  
on referred students, and coordinates respective programs and services to promote  
their academic success.  

 

For more information about the groups above, and how to 
access them at your site, refer to  

“How to Create a Successful After School Program:   
A Resource Guide” pages 65-68. 
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AFTER SCHOOL PROGRAM LEADERSHIP TEAMS 
 
The ExCEL After School Program leadership is a shared responsibility.  It is expected 
that all ExCEL After School Programs have a Leadership Team.  The Leadership Team 
is responsible for providing guidance, decision-making, and planning for the ExCEL ASP. 
 
A Leadership Team should, at minimum, consist of: 

 
1. School Site Administrator (Principal or Assistant Principal) 
2. CBO Partner Representative 
3. Site Coordinator 
4. Lead Teacher 
5. After School program registered students 
6. Parents/Caregivers, Parent Liaison, PTA member 
7. Other after school program stakeholders 

 
 
 
 
 
 
 
 
 
 
 

After School Program Coordination Guidelines 
 

It is the responsibility of the ExCEL After School Program Site Coordinator to 
coordinate, communicate and collaborate (where applicable) with  ALL after school 
programs taking place on a school site.   
 
These may include: 
• Child Development Centers 
• Licensed Child Care  
• Fee for service activities (e.g. music lessons) 
• Sports programs (e.g. SCORES, Sports 4 Kids, leagues, etc.) 
• Supplemental Educational Services (SES) tutoring programs 
 
 

For more tips on how to create and maintain a 
successful After School Leadership Team, refer to the 
“How to Create a Successful After School Program:   

A Resource Guide” page 10. 
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Service Provider, Subcontractor, and Volunteer Requirements 
 
In addition to your Lead or Fiscal CBO Partner, you may bring in service providers or 
subcontract with agencies for additional services after school, such , arts enrichment, 
violence prevention, SAT prep classes, etc. 
 
All Service Providers and Subcontractors MUST go through the SFUSD CBO 
Orientation process, regardless of whether they are directly contracting with SFUSD.   
 
In addition, anyone working or volunteering within an ExCEL After School Program 
must pass FBI Fingerprint Clearance and show proof of a negative TB test 
prior to working with students.    
 
For more information on these requirements, please refer to the CBO Orientation 
Manual, which can be found at www.healthiersf.org.  
 
 
 
WELCOME PACKETS 
When starting to work with new after school program service provider, subcontractors or 
volunteers, it is important to provide them with information that explains how your 
program functions. Below is a sample list of what a “Welcome Packet” could include. 
 
Welcome Packet materials: 

� School Site Program Policies  
� Staff Contact List 
� District and School Calendars 
� After School Program Schedule 
� School Map 
� After School Program Vision, Work Plan and/or Goals 
� SFUSD Policies, as applicable 
� Security Issues and Emergency Procedures 
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ExCEL ASP has made a “Volunteer Handbook” available in Microsoft Word format, 

so that you can tailor it to meet the needs of your site.  The handbook can be 
downloaded at www.healthiersf.org/ExCELafterschool. 
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Section E.  

Implementation Manual    
 

Snack Procedures 

E-1 SFUSD ExCEL After School Program Snack (FAQs) 
E-2 Meal Production Worksheet (MPW) 
E-3 Attendance Log 
E-4 Monthly Meal Count (MMC) 
E-6 Number Sheet 
E-7 Concerns and Adjustments 
E-8 Student Nutrition Guidelines 
E-10   Wellness and Nutrition Policy 
 
 
 
 
 
 
 
 
 

*Template forms can be found on the website at: www.healthiersf.org/excelafterschool 
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SFUSD ExCEL After School Program Snack 
FAQS  

What is a snack? 
A snack is one 1 oz. CRACKER and one 6oz. JUICE. 
 
Students must take ONE - 1 oz. CRACKER + ONE - 6oz. JUICE to 

count as a reimbursable snack. 
 
What are the requirements to receive snack? 
Submit a roster of ASP participants (Students Full name and H0#s)  
Post “And Justice For All” poster at location of snack distribution 
 
When are the snack documents due? 
Meal Production Worksheet (MPW) & any Snack Adjustments – Mondays @12:00 

pm 

Attendance and Monthly Meal Count (MMC) Logs - 5th of each month 

Who do I send paperwork to? 
MPW - submit via email to: 

to: excelasp_snacks@yahoo.com 

cc: your ExCEL District Coordinator 

Attendance and MMC Logs - submit via email to: 
to: excelasp_snacks@yahoo.com 

cc: ouK@sfusd.edu 

cc: the assigned ExCEL District Coordinator 

  

If you have any questions please email                          
excelasp_snacks@yahoo.com  

   E-1 
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Meal Production Worksheet (MPW) 

Amount Sent– The amount delivered for that day. The 
amount of juice should equal the amount of crackers 

sent. Please send an email to exce-
lasp_snacks@yahoo.com if there is a difference. 

Amount Left Over– # of 
snacks that were not 

distributed; indicate if food 
will be discarded or reused. 

Amount Served— Number of snacks 
distributed to students.  Each student must be 

served one juice and one cracker.  

Amount on hand– 
Any snacks left 
over from the 

previous day/week. 

Leftover snacks 
should be stored 

properly or 
discarded the same 
day of distribution. 
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Attendance Log 

Reminder: 
Attendance 

Logs are due 
on the 5th of 
each month!! 

Daily total attendance 
inputted in the 

attendance log is 
automatically reflect on 

the MMC column of 
Total Attendance Each 

Day. 

The following information should be reflected on each site log: 

• Name of the school site 

• Each participant’s full name and H0# should be listed in the left side of 
the spreadsheet  

• Attendance must be reflected using –1: Present, 0 or Blank: Absent or no 
school 

 Jolie, Ange-
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Monthly Meal Count (MMC) 

Incorrect 

Total Snacks Served CANNOT 
exceed program attendance. 

Ex: If 50 students attended pro-
gram today, total snacks served 

would equal 50 or less.  
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Correct 
Number of snacks 

served per day should 
be automatically 
recorded in Total 

Snacks Served 
Column. (Must Match 

Total Snacks Served on 
Number Sheet & 

MPW). 

Attendance for each 
day should be 
automatically 

recorded in the Total 
Attendance Column. 
(Attendance listed on 

MMC must match 
Attendance Grid) 

Monthly Meal Count (MMC) 
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Number Sheet 

⇒ To get accurate count/ tally 
of daily snack distribution 
School Site must fill out a 
Number’s Sheet. 

⇒ File at School Site 
⇒ Staple with your School 

Site’s Sign in/ Sign Out 
Sheets 
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