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NARRATIVE: AFTER SCHOOL PROGRAM ADMINISTRATION (ASP-AM)

The After School Program Administration Narrative should provide an overview of key practices that contribute to the administration and management of your program.  It is intended to support, but not duplicate, evidence provided elsewhere in your self-study (i.e., documentation requested in the Table of Evidence).  
Purpose Standard:  After School Program Administration (ASP-AM)
Sound administration and management increase program quality and sustainability; promote financial accountability and viability; support transparency and openness; and reduce risk, loss, and liability exposure.
Please provide responses to the following questions in the boxes provided.  Highlight applicable obstacles and innovations, if any, in each of your responses.  
1. Describe how the program assures that it remains abreast of changing legal and regulatory requirements.

Program’s Response: 

2. Identify a part of your long term plan that has been:

a. the most difficult to advance, and indicate the reason(s) why; and

b. the least difficult to advance, and indicate the reason(s) why.
Program’s Response: 

3. Describe how your program works with the person or entity responsible for providing oversight to strengthen the program and its capacity to meet its mission.

Program’s Response: 

4. Describe activities that create an open and transparent system of accountability in your program.  Provide specific examples of how you provide access to information about the program and its finances to your stakeholders and the public.
Program’s Response: 

5. Cite two examples of activities or decisions that your program has made that demonstrate implementation of the conflict of interest policy.
Program’s Response: 

6. Describe the overall health of your program's finances.  Include a description of significant factors that may have impacted your program's finances (e.g., enhanced or reduced program-specific funding streams, successful fundraising activities, new foundation support, state budget cuts, etc.), and any actions taken to enhance financial viability.
Program’s Response: 

7. How does your program assure that its financial management systems are in accordance with Generally Accepted Accounting Principles?
Program’s Response: 

8. Describe your program's overall approach to risk prevention and management.  How are risks identified?  How are identified risks brought to the attention of management?  Which types of risks are brought to the attention of the person or entity responsible for providing oversight?  

Program’s Response: 

9. Describe 2-3 examples of your program’s response to identified risks.  Please describe the steps, the decision-making process, and actions taken to bring the issue to resolution.
Program’s Response: 

10. Describe how regular safety inspections and maintenance reports are incorporated into your program’s risk prevention and management reviews and how the results of these reports are integrated into quality improvement activities.

Program’s Response: 

11. Describe your program’s systems for maintaining information.  Which systems, if any, are computerized and which are not (e.g., the financial management system, human resources)?
Program’s Response: 

12. Explain how your program creates a culture that promotes excellence and continual improvement, and focuses on promoting satisfaction and positive outcomes. 
Program’s Response: 

13. Who is involved in deciding what goals and outcomes will be measured, and what the indicators will be?  How would your program describe its progress/status with implementing outcomes measures?  

Program’s Response: 

14. How does the program know if the information it collects – the basis for data that is analyzed – is valid, reliable and relevant?  Cite an example of data the program knows is valid and reliable for at least two of the following:

a. program operations;

b. the quality of programming and services provided;

c. program results; and/or

d. satisfaction and outcomes of children, youth, and families.

Program’s Response: 

15. Cite 2-3 examples of improvement efforts that have occurred in response to data/information generated by your continuous quality improvement efforts. 

Program’s Response: 

16. Provide any additional information that would increase the Endorsers’ understanding of how your program operates relative to these standards.

Program’s Response: 

Attachments:

a. All COA-approved NA Requests.

b. A list of all NAs applicable to your program provided within the standards.
Note:  Please provide information for the last year.          

TABLE OF EVIDENCE: AFTER SCHOOL PROGRAM ADMINISTRATION (ASP-AM)
Note:  When programs operate as part of a larger organization, it may be appropriate to obtain some documentation from another office or department.
	
	Self-Study Documents
	On-Site Documents
	On-Site Activities

	ASP-AM 1

Legal and Regulatory Authorization and Compliance 

	· A list of licenses applicable to the program, including the oversight bodies that issue and monitor them
· A letter signed by Program Administrator and the person or entity responsible for oversight, certifying that the program is in compliance with license requirements and meets applicable laws, regulations, guidelines, and codes

· Include a description of the system used by the program to ensure compliance with applicable licenses, laws, regulations, guidelines, and codes, in Narrative

· Bylaws/charter/articles of incorporation, or other documentation showing the program operates as (or as part of) a legal entity

	· Relevant licenses or documentation of exemption/non-applicability
· Certificate of Occupancy

· Documentation of compliance with applicable laws, regulations, guidelines, and codes

· Reports from licensing/regulatory review, as applicable


	· Interview:

a. Program Administrator
b. Site Director

	ASP-AM 2

Program Planning, Guidance, and Oversight 

	· Long term plan
· Contact information for person (or members of entity) responsible for oversight

· List of advisory group or governing body members, with contact information


	· Long term planning process

· Documentation of collaboration with person (or members of entity) responsible for oversight

· Meeting minutes of advisory group or governing body


	· Interview:

a. Program Administrator
b. Site Director

c. Program Personnel

d. Person (or representative of entity) responsible for oversight
e. Member of advisory group or governing body


	ASP-AM 3

Ethical Practices 


	· Program brochures/literature

· Mission statement
· Annual report or other publicly available documents

· Policies and procedures for all fundraising practices
· Conflict of interest policies and procedures

	· Policies and procedures governing the confidentiality of donors

· Financial statements/reports

· Contracts/agreements, if applicable
	· Interview:

a. Program Administrator
b. Site Director
c. Program Personnel

	ASP-AM 4

Research Protections
	· Human subject research policy and procedures

	· Informed consent forms for research activities

· Mechanism to review research proposals

	· Interview:

a. Program Administrator
b. Site Director


	ASP-AM 5

Financial Planning and Management


	· Program budget for the current fiscal year
· Budget planning procedures/process
· Internal financial control procedures
· Audit and management letter, if applicable


	· Documents and reports that demonstrate budget planning
· Financial records
· Analysis of financial performance

	· Interview:

a. Program Administrator
b. Site Director



	ASP-AM 6

Risk Management and Review 


	· Risk prevention and management plan and/or procedures
· Procedures for quarterly review of incidents, accidents, and grievances

· Reports of incidents, accidents, and grievances (for the previous two quarters)

· List of insurance policies with descriptions, amounts, and dates of coverage


	· Documentation of risk reviews, including risk management reports that include analyses and improvement action plans, as applicable
· Current insurance policies

· Documentation that the program: (1) provides a written description to personnel regarding its insurance types and coverage amounts, and (2) assumes legal assistance costs if applicable

	· Interview:

a. Program Administrator
b. Site Director

	ASP-AM 7

Security of Information
	· Information management procedures and guidelines

	
	· Interview:
a. Program Administrator

b. Site Director

· Review system for maintaining and storing files and records


	ASP-AM 8

Files of Children and Youth
	· Procedures for maintaining files
· Policies and procedures for accessing files

	
	· Interview:
a. Program Administrator

b. Site Director

c. Program Personnel

· Review files of children and youth
17. 

	ASP-AM 9

Continuous Quality Improvement 

	· Program goals and desired outcomes, along with a plan or description that addresses how the program plans to achieve these goals and promote these outcomes
· Stakeholder survey  instruments

· Aggregate analyses of results

· Improvement plans, if applicable
· Long term plan

· Detailed description or plan that outlines the program’s CQI system/process

	
	· Interview:
a. Program Administrator
b. Site Director
c. Program Personnel
d. Children, youth, families, and other stakeholders


FUNDAMENTAL PRACTICE STANDARDS:

	Essential Life and Safety
	Health and Welfare
	Client Rights

	ASP-AM 1.01, ASP-AM 1.02, ASP-AM 1.03, ASP-AM 6.02
	ASP-AM 6.01, ASP-AM 6.03, ASP-AM 8.02
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