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EVIDENCE OF IMPLEMENTATION WORKSHEET FOR ACCREDITATION
After School Human Resources (ASP-HR)
This worksheet is a checklist of: (1) pre-site documentation to be submitted with the self-study, and (2) documents to have available on-site during the site visit.  For information about additional evidence needed to demonstrate standards implementation (e.g., interviews, observations), please see the Tables of Evidence and the Program Observation Worksheet.
	DOCUMENTATION/EVIDENCE
	STANDARD
	WE HAVE
	WE NEED
	WHO IS RESPONSIBLE

	PRE-SITE DOCUMENTATION REQUIRED FOR THE SELF-STUDY
	
	
	
	

	Recruitment and selection policies and/or procedures  
	ASP-HR 1
	
	
	

	Table of contents of employee manual
	ASP-HR 1
	
	
	

	Policies and procedures regarding background checks
	ASP-HR 2
	
	
	

	Table of contents for orientation curriculum
	ASP-HR 3
	
	
	

	Table of contents for training curriculum
	ASP-HR 3
	
	
	

	A list of program personnel that includes: a) name; b) job title; c) degree held and/or other credentials; d) professional preparation; e) FTE; f) length of employment at the program; and g) time in current position
	ASP-HR 4
	
	
	

	Discrimination policy
	ASP-HR 5
	
	
	

	Harassment policy
	ASP-HR 5
	
	
	

	Nepotism policy
	ASP-HR 5
	
	
	

	Employee grievance policies and procedures
	ASP-HR 5
	
	
	

	Copies of attorney, administrative agency or court opinions indicating the program’s personnel policies comply with applicable laws and regulations
	ASP-HR 5
	
	
	

	Aggregated personnel satisfaction and retention information
	ASP-HR 5
	
	
	

	Include description of how program provides a positive work environment and promotes high levels of satisfaction and retention, in Narrative
	ASP-HR 5
	
	
	

	Program staffing chart that includes lines of supervision
	ASP-HR 6
	
	
	

	Criteria for assigning supervisory responsibilities
	ASP-HR 6
	
	
	

	Performance review forms/templates or description of ongoing review process
	ASP-HR 6
	
	
	

	Procedures for maintaining personnel records
	ASP-HR 7
	
	
	

	Procedures regarding access to personnel records
	ASP-HR 7
	
	
	

	Policies and/or procedures regarding the use of volunteers
	ASP-HR 8
	
	
	

	Program staffing chart that includes lines of supervision of volunteers
	ASP-HR 8
	
	
	

	OTHER DOCUMENTS REQUIRED TO BE AVAILABLE ON-SITE DURING THE SITE VISIT
	
	
	
	

	Job descriptions
	ASP-HR 1,4
	
	
	

	Employee manual
	ASP-HR 1,5
	
	
	

	Legal permissibility regarding the consideration of protected characteristics in recruitment and selection
	ASP-HR 1
	
	
	


	DOCUMENTATION/EVIDENCE
	STANDARD
	WE HAVE
	WE NEED
	WHO IS RESPONSIBLE

	OTHER DOCUMENTS REQUIRED TO BE AVAILABLE ON-SITE DURING THE SITE VISIT
	
	
	
	

	Personnel records
	ASP-HR 1, 2,3,4,5,6,7
	
	
	

	Annual budget with line for training and professional development
	ASP-HR 3
	
	
	

	Orientation curriculum
	ASP-HR 3
	
	
	

	Training curriculum
	ASP-HR 3
	
	
	

	Training requirements for different positions or job categories
	ASP-HR 3
	
	
	

	Annual training calendar or schedule
	ASP-HR 3
	
	
	

	Documentation that personnel have attended required trainings (e.g., documentation from training files or personnel records)
	ASP-HR 3
	
	
	

	Resumes
	ASP-HR 4
	
	
	

	Meeting schedules, agendas, and/or minutes
	ASP-HR 5
	
	
	

	Methods used to obtain personnel input and provide feedback about their suggestions
	ASP-HR 5
	
	
	

	Grievance reports
	ASP-HR 5
	
	
	

	Reports or meeting minutes related to retention/satisfaction issues and improvement action, if necessary
	ASP-HR 5
	
	
	

	Documentation demonstrating that personnel are provided with paid time to plan, set up, etc.
	ASP-HR 5
	
	
	

	Documentation of benefits provided
	ASP-HR 5
	
	
	

	Job descriptions of supervisors
	ASP-HR 6
	
	
	

	Performance reviews (in personnel records), if the program conducts written reviews
	ASP-HR 6
	
	
	

	Orientation and training materials for volunteers
	ASP-HR 8
	
	
	

	Volunteer files or records
	ASP-HR 8
	
	
	


EVIDENCE OF IMPLEMENTATION WORKSHEET FOR ACCREDITATION
After School Program Administration (ASP-AM)
This worksheet is a checklist of: (1) pre-site documentation to be submitted with the self-study, and (2) documents to have available on-site during the site visit.  For information about additional evidence needed to demonstrate standards implementation (e.g., interviews, observations), please see the Tables of Evidence and the Program Observation Worksheet.

	DOCUMENTATION/EVIDENCE
	STANDARD
	WE HAVE
	WE NEED
	WHO IS RESPONSIBLE

	PRE-SITE DOCUMENTATION REQUIRED FOR THE SELF-STUDY
	
	
	
	

	 A list of licenses applicable to the program, including the oversight bodies that issue and monitor them 
	ASP-AM 1
	
	
	

	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 
	ASP-AM 1
	
	
	

	Include a description of the system used by the program to ensure compliance with applicable licenses, 

laws, regulations, guidelines, and codes, in Narrative
	ASP-AM 1
	
	
	

	Bylaws/charter/articles of incorporation, or other documentation showing the program operates as (or as part of) a legal entity
	ASP-AM 1
	
	
	

	Long term plan
	ASP-AM 2
	
	
	

	Contact information for person (or members of entity) responsible for oversight
	ASP-AM 2
	
	
	

	List of advisory group or governing body members, with contact information 
	ASP-AM 2
	
	
	

	Program brochures/literature
	ASP-AM 3
	
	
	

	Mission statement
	ASP-AM 3
	
	
	

	Annual report or other publicly available documents
	ASP-AM 3
	
	
	

	Policies and procedures for all fundraising practices
	ASP-AM 3
	
	
	

	Conflict of interest policies and procedures
	ASP-AM 3
	
	
	

	Human subject research policy and procedures
	ASP-AM 4
	
	
	

	Program budget for the current  fiscal year
	ASP-AM 5
	
	
	

	Budget planning procedures/process
	ASP-AM 5
	
	
	

	Internal financial control procedures
	ASP-AM 5
	
	
	

	Audit and management letter, if applicable
	ASP-AM 5
	
	
	

	Risk prevention and management plan and/or procedures
	ASP-AM 6
	
	
	

	Procedures for quarterly review of incidents, accidents, and grievances
	ASP-AM 6
	
	
	

	Reports of incidents, accidents, and grievances (for the previous two quarters)
	ASP-AM 6
	
	
	

	List of insurance policies with descriptions, amounts, and dates of coverage
	ASP-AM 6
	
	
	

	Information management procedures and guidelines
	ASP-AM 7
	
	
	

	Procedures for maintaining files
	ASP-AM 8
	
	
	

	Policies and procedures for accessing files
	ASP-AM 8
	
	
	

	Program goals and desired outcomes, along with a plan or description that addresses how the program plans to achieve those goals and promote those outcomes
	ASP-AM 9
	
	
	

	Stakeholder survey instruments
	ASP-AM 9
	
	
	

	Aggregate analyses of results
	ASP-AM 9
	
	
	

	Improvement plans, if applicable
	ASP-AM 9
	
	
	

	Long term plan
	ASP-AM 9
	
	
	

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

	ASP-AM 9
	
	
	

	OTHER DOCUMENTS REQUIRED TO BE AVAILABLE ON-SITE DURING THE SITE VISIT
	
	
	
	

	Relevant licenses or documentation of exemption/non-applicability
	ASP-AM 1
	
	
	

	Certificate of Occupancy
	ASP-AM 1
	
	
	

	Documentation of compliance with applicable laws, regulations, guidelines, and codes
	ASP-AM 1
	
	
	

	Reports from licensing/regulatory review, as applicable
	ASP-AM 1
	
	
	

	Long term planning process
	ASP-AM 2
	
	
	

	Documentation of collaboration with person (or members of entity) responsible for oversight
	ASP-AM 2
	
	
	

	Meeting minutes of advisory group or governing body
	ASP-AM 2
	
	
	

	Policies and procedures governing the confidentiality of donors
	ASP-AM 3
	
	
	

	Financial statements/reports
	ASP-AM 3
	
	
	

	Contracts/agreements, if applicable
	ASP-AM 3
	
	
	

	Informed consent forms for research activities
	ASP-AM 4
	
	
	

	Mechanism to review research proposals
	ASP-AM 4
	
	
	

	Documents and reports that demonstrate budget planning
	ASP-AM 5
	
	
	

	Financial records
	ASP-AM 5
	
	
	

	Analysis of financial performance
	ASP-AM 5
	
	
	

	Documentation of risk reviews, including risk management reports that include analyses and improvement action plans, as applicable
	ASP-AM 6
	
	
	

	Current insurance policies
	ASP-AM 6
	
	
	

	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
	ASP-AM 6
	
	
	

	Files of children and youth
	ASP-AM 8
	
	
	


EVIDENCE OF IMPLEMENTATION WORKSHEET FOR ACCREDITATION
After School Programming and Services (ASP-PS)
This worksheet is a checklist of: (1) pre-site documentation to be submitted with the self-study, and (2) documents to have available on-site during the site visit.  For information about additional evidence needed to demonstrate standards implementation (e.g., interviews, observations), please see the Tables of Evidence and the Program Observation Worksheet.

	DOCUMENTATION/EVIDENCE
	STANDARD
	WE HAVE
	WE NEED
	WHO IS RESPONSIBLE

	PRE-SITE DOCUMENTATION REQUIRED FOR THE SELF-STUDY
	
	
	
	

	Mission statement
	ASP-PS 1
	
	
	

	Include description of philosophy that guides the program in Narrative Part 1: Program Information
	ASP-PS 1
	
	
	

	Registration or admission form (including requests for emergency contact information, authorized pick-up information forms, and photo/video releases)
	ASP-PS 2
	
	
	

	Informational materials
	ASP-PS 2
	
	
	

	Rights and responsibilities information provided to children, youth, and families
	ASP-PS 2,13
	
	
	

	Include description of how personnel support children and youth and promote positive relationships in Narrative Part 1: Program Information
	ASP-PS 3
	
	
	

	Program rules and behavioral expectations
	ASP-PS 4
	
	
	

	Behavior support and management policies and procedures, including policies and procedures regarding children and youth with special behavioral needs or issues
	ASP-PS 4
	
	
	

	Policies for prohibited interventions 
	ASP-PS 4
	
	
	

	Include description of how the program promotes positive behavior and healthy peer relationships in Narrative Part 1: Program Information
	ASP-PS 4
	
	
	

	Program daily schedules for past month for all program components
	ASP-PS 5
	
	
	

	Include description of programming and activities in Narrative Part 1: Program Information
	ASP-PS 5
	
	
	

	Include description of indoor environment in Narrative Part 1: Program Information
	ASP-PS 6
	
	
	

	Include description of outdoor environment in Narrative Part 1: Program Information
	ASP-PS 7
	
	
	

	Menus (for previous month)
	ASP-PS 8
	
	
	

	Hygiene procedures, including expectations for hand washing
	ASP-PS 8
	
	
	

	Procedures for meeting health needs and minimizing risk of exposure to contagious or infectious disease
	ASP-PS 8
	
	
	

	Policies and procedures regarding smoking prohibition
	ASP-PS 8
	
	
	

	Emergency response plan and preparedness procedures

	ASP-PS 9
	
	
	

	Maintenance procedures
	ASP-PS 9
	
	
	

	Medication administration and management procedures or protocols
	ASP-PS 9
	
	
	

	Table of contents for personnel training in medication management
	ASP-PS 9
	
	
	

	Copies of CPR and first aid certifications
	ASP-PS 9
	
	
	

	Table of contents of handbook for families
	ASP-PS 10
	
	
	

	Policies and/or procedures regarding family involvement
	ASP-PS 10
	
	
	

	Include description of family involvement in Narrative Part 1: Program Information
	ASP-PS 10
	
	
	

	List of community partners and resources
	ASP-PS 11
	
	
	

	Include description of collaboration and outreach efforts in Narrative Part 1: Program Information
	ASP-PS 11
	
	
	

	Program ratio
	ASP-PS 12
	
	
	

	Staff coverage schedule (for previous quarter)
	ASP-PS 12
	
	
	

	Procedures or plan for coverage during absences or emergencies
	ASP-PS 12
	
	
	

	Include description of how the program ensures adequate and appropriate supervision at all times, and in all activities, in Narrative Part 1: Program Information
	ASP-PS 12
	
	
	

	Policies and procedures related to the rights of children, youth, and families
	ASP-PS 13
	
	
	

	Stakeholder grievance policies and/or procedures
	ASP-PS 13
	
	
	

	Sample copy of authorization form for release of confidential information
	ASP-PS 13
	
	
	

	Confidentiality policies and procedures
	ASP-PS 13
	
	
	

	Policies and procedures regarding enrolling and serving children and youth with special needs
	ASP-PS 13
	
	
	

	OTHER DOCUMENTS REQUIRED TO BE AVAILABLE ON-SITE DURING THE SITE VISIT
	
	
	
	

	Fee schedule
	ASP-PS 2
	
	
	

	Waiting list
	ASP-PS 2
	
	
	

	Policies and procedures for providing services to children and youth without the consent of parents or legal guardians
	ASP-PS 2
	
	
	

	Files of children and youth
	ASP-PS 2, 4,5,8,9,10, 12,13
	
	
	

	Program curricula and/or lesson plans (for previous quarter)
	ASP-PS 5
	
	
	

	Program planning materials
	ASP-PS 5
	
	
	

	Permission slips or documentation indicating that permission slips have been obtained
	ASP-PS 5
	
	
	

	Attendance records (showing totals for each day and weekly averages)
	ASP-PS 5
	
	
	

	Menus (for previous quarter)
	ASP-PS 8
	
	
	

	Documentation of consultation with applicable health authority

	ASP-PS 8
	
	
	

	Accident, injury, and illness reports
	ASP-PS 8,9
	
	
	

	Record of fire drills held
	ASP PS 9
	
	
	

	Maintenance inspection reports
	ASP PS 9
	
	
	

	Medication logs
	ASP PS 9
	
	
	

	Curricula for personnel training in medication management
	ASP PS 9
	
	
	

	Documentation of medication management training provided to personnel
	ASP PS 9
	
	
	

	Procedures for vehicle use, inspection, maintenance, and operation
	ASP PS 9
	
	
	

	Handbook for families
	ASP-PS 10
	
	
	

	Outreach strategies and informational materials
	ASP-PS 11
	
	
	

	Documentation of collaboration efforts
	ASP-PS 11
	
	
	

	Grievance reports (for the last two quarters)
	ASP-PS 13
	
	
	

	Consent forms (in the files of children and youth)
	ASP-PS 13
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