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ExCEL AFTER SCHOOL PROGRAMs
END OF THE YEAR CHECKLIST 
Spring 2011

	(
	Task
	Deadline

	(
	Prepare strategies and methods for 2011-2012 student recruitment 
(Share with School Site principal and ExCEL District Coordinator)
	March 11 


	(
	Prepare Enrollment Packets for 2011-2012

*See examples in English, Spanish and Chinese in the ExCEL Resource Guide at  
http://www.healthiersf.org/ExCELAfterSchool/Resources/forms.html#5

	March 24

	(
	Survey the following parties on their needs and wishes for next year:

· Students 

· Parents/caregivers

· School Staff

· After School staff

*Survey examples can be found in the ExCEL Resource Guide at  
www.healthiersf.org/ExCELAfterSchool/Resources/Technical-Assistance/resourceGuide.html
	April 4

	(
	Through Leadership Team or Collaborative Committee ensure:  

· a safe program space is identified for next year
· draft budget is created for next year – be sure to include benefits and additional money for monthly after school staff meetings, professional development, and trainings

· a hiring plan is in place, including clear job descriptions for all positions

· An MOU identifying any carryover funds is created, signed by principal and CBO, copy provided to ExCEL District Coordinator (if applicable)
	May 9

	(
	Create back up disks of all important records and files, which should be placed in an envelope kept with the school secretary.

	May 16

	(
	Collect all keys from all staff members

	May 27

	(
	Identify and label all boxes (Property of ExCEL After School Program), equipment and/or supplies that were purchased by your site’s after school program grant (ASES and/or 21CCLC), and identify a safe place for storage

*Store as much as possible on shelves and off the floor to avoid water damage or boxes being waxed to the floor during summer cleaning or possible construction.*

	May 27

	(
	Place all keys in clearly labeled envelope (what keys & from who) and leave with school secretary
	May 27

	(
	Complete the ExCEL “After School Program Inventory Form”

	May 27

	(
	Provide ExCEL District Coordinator, School Site Principal, Secretary and CBO Partner (if applicable)
· Copy of :

· “After School Program Inventory Form” 

· back up disks of all important records and files

· Site Coordinator or alternate Contact Information Sheet
	May 27

	(
	Ensure that your CBO submits final invoice with back up financial justification; has signed and returned end of the year contracts to ExCEL Afterschool Program District Coordinator (if applicable)
	June 13




Please note:  Last agency payment is contingent upon completion of all tasks listed above.
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