STAFF DEVELOPMENT COMPONENT INFORMATION
COMPONENT TITLE:
Middle School After-School Director Certification

IDENTIFIER NUMBER:
6409001

MAXIMUM POINTS:
60

GENERAL OBJECTIVE:
To develop/enhance the knowledge and skills necessary to

direct after-school programs in middle schools.

SPECIFIC OBJECTIVES:
1. Establish a goal setting process for program planning.

2. Demonstrate a thorough understanding of current payroll procedures.

3. Identify budget allocations pertinent to participants= middle school after-

school programs.

4. Serve as liaison to Principal for middle school after-school programs.

5. Demonstrate knowledge of District hiring procedures.

6. Recognize critical employment and personnel issues.

7. Identify and demonstrate an understanding of laws and policies.

8. Define duties and responsibilities of staff and facilitate understanding of roles.

9. Employ effective time management techniques.

10. Identify appropriate staff development resources.

11. Acquire/enhance listening skills for effective communication.

12. Identify school safety and security resources.

13. Identify best practices for program enhancement.

14. Identify and partner with municipalities and other resources.

PROCEDURES:
Participants will:

15. Write a self-directed learning plan to acquire/enhance skills requisite for middle

school after-school programs.

16. Prepare a comprehensive plan for program goals and evaluation.

17. Develop a schedule for payroll data input using current District systems.

18. Identify program, object and function codes to formulate middle school after-

school program budgets.

19. Use District finance system to prepare purchase orders and authorize payment of

goods and services received.

20. Schedule conferences with respective Principals to review middle school after-

school programs as warranted.

21. Examine job descriptions and hiring procedures from Personnel pertinent to

allocated positions in middle school after-school programs.

22. Apply, extend and refine knowledge of critical employment and personnel

issues such as the Employee Assistance Program (EAP), Discharges, Due

Process, Supervision, Performance Evaluation, Anti-Discrimination, Employee

Claims, Complaint Resolution, Grievance Procedures, and other matters 

applicable to employment and personnel issues.

23. Apply, extend and refine knowledge of laws and policies such as school law,

student rights, student discipline, student records, due process, parental/guardian-

ship issues, special education, liability issues, security matters, and other matters

applicable to laws and policies.

24. Disseminate duties and responsibilities of staff members to middle school after-

school employees and volunteers.

25. Use a structured format to schedule accountability reports, tasks and events for

effective time management.

26. Prepare a written staff development plan based on identifies needs.

27. Role play active listening skills using job-specific situations.

28. Design plans for crisis prevention, preparation management and resolution.

29. Share and discuss best practices currently in use and research-based.

FOLLOW-UP:
30. Participants will periodically review self-directed learning plans for refinement,

enhancement and mastery completion.

31. Attend middle school after-school program directors= meeting to network for

communication within the District and with outside agencies.

EVALUATION:
Participants will successfully complete 80% of identified skills in self-directed learning

plans based on stated measurable evaluation criteria.

COMPONENT EVALUATION:
Participants and instructors will assess the degree to which activities addressed the 

specific objectives and make recommendations for revisions through a questionnaire/

survey.

