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Memorandum

To:
Yokasta Morales, Executive Director, CASW
cc:
Wilson Cano, Deputy Director; Kristia Alcala, Site Supervisor; 
Rusmayris Guillermo, Site Coordinator (CASW)

Charissa Fernandez, Lucy Friedman, Patricia Waters, Chris Whipple (TASC)

From:
Jennifer Cowan, AIDP Program Director
Re:
AIDP Site Visit (October 24, 2006)
Date:
August 10, 2007
Recently, I made a visit to your Attendance Improvement/Dropout Prevention (AIDP) after-school program at MS 44 on October 24, 2006.  In an effort to formalize the feedback and response process, I am providing you with the following program review.  Please note that where program concerns are cited we have done our best to provide you with recommendations and problem solving strategies.  If you have any questions or would like to discuss, please contact me at (212) 547-6941.

Thank you for your cooperation.

Attendance Profile

	Total enrollment:
	145
	Current total enrollment:
	161



	AIDP enrollment:
	145
	Current AIDP enrollment:
	95

	Average daily attendance:
	68
	Today’s estimated attendance:
	85

	Total staff members:
	20
	Staff present today:
	18




Funding Sources

	21st CCLC

(via TASC)
	21st CCLC

(direct to CBO)
	City 

Council
	OST
	AIDP
	OSI
	AmeriCorps
	WIA
	SES
	Other

	
	
	
	X
	X
	
	
	
	
	


Missing Documentation


 FORMCHECKBOX 
Insurance (specify)
 FORMCHECKBOX 
IRS Determination
 FORMCHECKBOX 
Narrative Report (specify)

 FORMCHECKBOX 
Workers' Comp
 FORMCHECKBOX 
Audit
 FORMCHECKBOX 
Expense Report (1st Q)

 FORMCHECKBOX 
Site Coordinator Resume
 FORMCHECKBOX 
AIDP Bank Account
 FORMCHECKBOX 
Criteria Letter
Current spending rate: Unknown
Positive Observations
· CASW has addressed many of the staffing and programming concerns raised by TASC in FY 06.

· The principal has designated CASW the lead agency in the building.  All other agencies (The Leadership Team, Working Playgrounds, Creative Connections, Harlem School of the Arts, and Kaplan) are scheduled through CASW and fully integrated into the CASW after-school program.  Students are unaware that they are working with multiple providers; to them, it is one comprehensive after-school program.
· CASW now requires students to enroll in a particular club for the duration of a 3 month cycle.  (Last year, students could select a different club each day.)  This strategy helps CASW achieve more consistent after-school attendance and allows students to build knowledge and skills in a particular interest area.
· Attendance Outreach is fully integrated with the school’s attendance services.  CASW Attendance Monitor Anthony Feliciano communicates daily with the school to ensure there is no duplication of efforts.

· Dance instruction provided through Harlem School of the Arts was exceptional.  The instructor requires students to wear appropriate dance clothing or they are not permitted to participate.  He teaches the class as if it was in a professional dance school and has high expectations for all students.  The students are disciplined, focused and engaged.
Comments & Recommendations

· Security Clearance Module (SCM) is not up to date.  New CASW staff, including Family Worker Xenia Rodriguez, have not been entered and cleared in SCM.  All staff having contact with students at MS 44 must be entered and cleared in SCM prior to working in the school.  Updating SCM was also an issue in FY 06.

· Principal Ortiz instructed CASW to delay the program start date until 9/28/06.  In addition, Ms. Ortiz will only allow CASW programming on Tuesday, Thursday and Friday until SES begins on 11/1/06. Once SES begins, CASW will operate five days per week.
· Principal Ortiz has arranged for CASW staff to assist Kaplan instructors on Mondays and Wednesdays to deliver SES.  After the SES activity ends, CASW students will transition students to CASW for homework help until the program ends at 6pm.  This arrangement raises concerns which TASC will discuss with Ms. Ortiz.

· Students will not have the opportunity to participate in any enrichment activities on Mondays and Wednesdays.  Typically, enrichment activities serve as an incentive for students to participate in after-school academics.  In this scenario, students may decide to skip after-school on Mondays and Wednesdays.

· Although collaboration with SES providers is critical, I feel that placing all of the CASW direct staff into SES classrooms is an inefficient use of funds.  TASC recommends that the number of CASW staff in SES is limited to afford CASW the opportunity to serve more students.  Since participating in SES is voluntary, CASW should explore the option of providing activities for non-SES students while Kaplan is taking place.
· Site Coordinator Rusmayris Guillermo will be on maternity leave in the near future.  In her absence, Xenia Rodriguez, CASW Family Worker, will become the interim Site Coordinator.  I am concerned that there will not be enough staff to maintain the current level of attendance services and program oversight.  If Ms. Rodriguez is to serve as both Site Coordinator and Family Worker, her hours should be increased to full-time and another staff member should be added to assist with administrative duties.
Program Checklist

	Programming
	Yes
	No
	Comments

	Has a phase-in plan for staff, students and activities
	X
	
	Principal only allows after-school programming on Tues, Thurs and Fri. until SES begins 11/1.

	Plans to wrap-around other after-school providers
	X
	
	All after-school programming coordinated with CASW

	Has a clear arrival and dismissal procedures to and from the TASC program
	X
	
	Each counselor has a post; students escorted to cafeteria

	Has an activity schedule that includes days, times, locations and staff
	
	X
	Rusmayris to create and post on CASW bulletin board

	Posts activity schedule in public place
	
	X
	

	Performs attendance outreach to support day school attendance 
	X
	
	CASW has Attendance Monitor and Case Worker

	Provides activities to support academics
	X
	
	HW Help and SES

	Offers engaging age-appropriate after-school activities
	X
	
	

	Has incentive plan to recognize and reward students 
	X
	
	Incentives for attendance; maintains Incentive Log

	Hosted parent orientation
	X
	
	Issued parent manual

	Performs parent outreach and/or programming
	X
	
	Event on 9/13 in partnership with The Leadership Program and Parent Coordinator

	Health & Safety 
	Yes
	No
	Comments

	Displays valid DOH certificate on site
	
	X
	Pending 2nd inspection

	Submitted snack/supper application (and is receiving snack/supper)
	X
	
	Snack

	Completed online security request form
	X
	
	School submitted

	Security is on site until program ends (specify time)
	X
	
	6:30pm or later

	Established incident reporting procedures
	X
	
	CASW form

	Received principal approval on all after-school safety and evacuation plans
	X
	
	Follow school plan

	Shared safety and evacuation plan with all staff and parents
	X
	
	In parent manual

	Contacted fire departments and police precincts about TASC program’s existence in building and its schedule 
	X
	
	

	Conducts monthly fire drills using the school’s bell system
	X
	
	

	Attendance
	Yes
	No
	Comments

	Records after-school attendance using Youth Services rosters
	X
	
	

	Enters attendance data in Youth Services on a weekly basis 
	X
	
	

	Enters after-school attendance in Youth Services by activity
	X
	
	

	Enters outreach efforts in Youth Services by outreach category
	X
	
	

	Identifies AIDP students in Youth Services by cohort criteria
	X
	
	

	Maintains Recruitment and Outreach Logs
	X
	
	

	Maintains Student Files with required documentation
	X
	
	Need to update with Progress Reports and RISA

	Staffing
	Yes
	No
	Comments

	Held staff orientation and/or training
	X
	
	Week long orientation

	Distributed staff handbook/resource manual and AIDP Cohort Selection Criteria
	X
	
	

	Holds regular staff meetings
	X
	
	Monthly (Fridays)

	Has plan to provide ongoing staff development
	X
	
	

	Site Coordinator
	Yes
	No
	Comments

	Contact information is accurate for Site Coordinator, CBO and school
	X
	
	

	Has an adequate office or shared workspace
	X
	
	Huge space with multiple offices for CASW

	Has working telephone, computer, Internet access, fax machine and copier
	X
	
	

	Is reachable by telephone after 3pm
	X
	
	

	Has regular meetings with principal and/or liaison (specify name and title)
	X
	
	

	Is a member of the school’s attendance committee and/or PPS committee
	X
	
	Anthony attends all relevant meetings

	Has a copy of the school’s Attendance Plan
	X
	
	CASW will request


	Facilities
	Yes
	No
	Comments

	Submitted space permit
	X
	
	

	Custodial staff is aware of classrooms and space used by TASC program
	X
	
	

	Plans are in place for sharing of cafeteria, auditorium and gym with other after school programs in building
	X
	
	

	Has safe storage space for program materials and equipment
	X
	
	

	Has regular communication with custodial staff
	X
	
	

	Arranges fire drills in conjunction with custodial staff
	X
	
	

	Training & Enhancements
	Yes
	No
	Comments

	Site Coordinator is using NYSAN tool
	
	X
	

	Staff has attended Core Training 
	X
	
	

	Site Coordinator attends Peer Conferences
	X
	
	

	Site has contracted and receives Site-Based Training
	
	X
	CASW will attend fair and request training

	Site has requested and receives Program Enhancements
	X
	
	KidzMath; CollegeEd

	Site receives Cultural Partners (21stCCLC only)
	
	X
	NA

	City Scholars 
	Yes
	No
	Comments

	Site has high school students as paid staff and/or volunteers
	
	X
	

	High school staff/volunteers participate in City Scholars
	
	X
	

	Site is interested in training for high school students
	
	X
	HS too close in age

	Site is interested in hiring high school staff
	
	X
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