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COA After School Program Standards

Policies and Procedures Checklist for Accreditation
The following checklist includes all of the policy and procedure requirements from the Tables of Evidence in COA’s After School Program Standards.
After School Human Resources (ASP-HR)
	Implemented?

Yes / No
	Policy/Procedure
	Standard

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

Recruitment and Selection

	
	Policies and procedures regarding background checks
	ASP-HR 2
Background Checks

	
	Discrimination policy
	ASP-HR 5

Positive Work Environment

	
	Harassment policy
	ASP-HR 5

Positive Work Environment

	
	Nepotism policy
	ASP-HR 5

Positive Work Environment

	
	Employee grievance policies and procedures
	ASP-HR 5

Positive Work Environment

	
	Procedures for maintaining personnel records
	ASP-HR 7
Personnel Records

	
	Procedures regarding access to personnel records
	ASP-HR 7
Personnel Records

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

Volunteers


After School Program Administration (ASP-AM)  

	Implemented?

Yes / No
	Policy/Procedure
	Standard

	
	Policies and procedures for all fundraising practices
	ASP-AM 3
Ethical Practices

	
	Conflict of interest policies and procedures 
	ASP-AM 3
Ethical Practices

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

	
	Human subject research policies and procedures
	ASP-AM 4

Research Protections

	
	Budget planning procedures 
	ASP-AM 5
Financial Planning and Management

	
	Internal financial control procedures
	ASP-AM 5
Financial Planning and Management

	
	Risk prevention and management procedures (or plan)
	ASP-AM 6

Risk Management and Review

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

Risk Management and Review

	
	Information management procedures
	ASP-AM 7
Security of Information

	
	Procedures for maintaining files
	ASP-AM 8
Files of Children and Youth

	
	Policies and procedures for accessing files
	ASP-AM 8
Files of Children and Youth


After School Programming and Services (ASP-PS)
	Implemented?

Yes / No
	Policy/Procedure
	Standard

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

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

	
	Policies for prohibited interventions
	ASP-PS 4
Promoting Positive Behavior and Healthy Peer Relationships

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

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

	
	Policies and procedures regarding smoking prohibition
	ASP-PS 8
Health and Nutrition

	
	Emergency response preparedness procedures
	ASP-PS 9
Safety

	
	Maintenance procedures
	ASP-PS 9
Safety

	
	Medication administration and management procedures
	ASP-PS 9
Safety

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

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

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

	
	Policies and procedures related to the rights of children, youth, and families
	ASP-PS 13
Protecting the Rights of Children and Youth and their Families

	
	Grievance policies and/or procedures
	ASP-PS 13
Protecting the Rights of Children and Youth and their Families

	
	Confidentiality policies and procedures
	ASP-PS 13
Protecting the Rights of Children and Youth and their Families

	
	Policies and procedures regarding enrolling and serving children and youth with special needs
	ASP-PS 13
Protecting the Rights of Children and Youth and their Families
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