	YOUTH SERVICES STANDARDS ASSESSMENT

	Teen REACH

	AGENCY
	
	

	ASSESSOR
	
	
	DATE(S)
	

	
	
	
	

	ADMINISTRATION

	DOCUMENTATION

	
Agency Policies



Linkage Agreements

Training Logs


Agency Meeting Agendas and Minutes
Personnel Files

Staff Interviews


eCornerstone Reports


Program Files


Marketing Plan


Expenditure Documentation Form (EDF)

	

	




ADMINISTRATION:  GENERAL

	
	Yes
	No

	1.
	Teen REACH program services are provided for children and youth, ages 6 to 17.
	
	

	2.
	A marketing plan is in place that promotes participation and awareness of Teen REACH in the community.
	
	

	3.
	Does the agency utilize subcontractors?  If no, skip to #4.  If yes, assess the following:
	
	

	
	· All sub-contracts have been signed by both parties and are renewed every year.
	
	

	
	· All sub-contracts have been pre-approved by DHS. 
	
	

	
	· The agency has a monitoring process and procedures in place to ensure compliance by the sub-contractor to all DHS requirements.
	
	

	4.
	Individual participant and staff/volunteer files are kept in a locked file cabinet.
	
	

	

	ADMINISTRATION:  POLICY

	
	Yes
	No

	5.
	All policies are reviewed on an annual basis and refined as needed and additional policies are developed as needed.
	
	

	6.
	All policies are approved by appropriate boards and administrators.
	
	

	7.
	The agency has written policies or protocols for the following activities and situations:
	
	

	
	· Staff communication
	
	

	
	· Communication with families
	
	

	
	· Serving snacks/meals
	
	

	
	· Dispensing medication
	
	

	
	· Treating head lice
	
	

	
	· Treating asthma
	
	

	
	· Resolving conflict
	
	

	
	· Program Attendance
	
	

	
	· Peer Mediation
	
	

	
	· Disciplining participants
	
	

	
	· Terminating participants from the Teen REACH program
	
	

	
	· Emergency procedures
	
	

	
	· Reporting suspected family abuse/neglect
	
	

	
	· Reporting suspected agency abuse/neglect
	
	

	
	· Screening backgrounds of adult staff, interns and volunteers
	
	

	
	· Tracking inventory
	
	

	
	· Supervision of participants during arrival/departure
	
	

	
	· Visitors, including sign-in
	
	

	
	· Internet blocking software for youth-accessible computers
	
	

	
	Yes
	No

	
	· Hand washing
	
	

	
	· Retention of documents for 5 years after the contract period
	
	

	
	· Program evaluation
	
	

	
	· Program improvement
	
	

	
	· Use of sign-in and sign-out logs
	
	

	8.
	Does the agency provide transportation?  If no, skip to #9.  If yes, assess the following:
	
	

	
	· There is a written plan/procedure for transporting youth describing how youth are transported safely to and from the program regardless of distance.
	
	

	
	· Family needs are assessed to determine need for transportation services, and these needs are considered in development of transportation plans.
	
	

	
	· There is a written plan that covers transportation policies during inclement weather.
	
	

	
	· All persons designated as drivers have a valid driver’s license appropriate to the type of vehicle used, and evidence of current licensure is on file.
	
	

	
	· Liability insurance is covered either by the program or the subcontractor, and verification of current coverage is on file at the agency.
	
	

	
	· Liability insurance is not limited to transportation, but is adequate to ensure coverage of all Teen REACH activities and events.
	
	

	9.
	Does the agency charge participant fees?  If no, skip to #10.  If yes, assess the following:
	
	

	
	· The agency has a written policy concerning participant fees. 
	
	

	
	· There is appropriate justification for collecting the fees.
	
	

	
	· There is documentation that the fee is non-discriminatory.
	
	

	
	· Youth who are unable to pay the fee are not excluded from the program.
	
	

	10.
	Educational and/or training requirements are in place for all staff, including group leader/coordinator, site director and volunteers.
	
	

	

	ADMINISTRATION:  eCORNERSTONE SYSTEM USAGE

	DOCUMENTATION

	
Written policies and procedures


Validation in the eCornerstone system (details for how to complete the validation are posted on DHS’ website)

	
	Yes
	No

	1.
	Agency terminates eCornerstone system access for all terminated employees.
	
	

	2.
	System security (roles) is consistent with and appropriate to user duties / functions.
	
	

	3.
	Agency has written policy outlining procedure for non-traditional (outside normal operating hours) usage of the eCornerstone system.
	
	

	

	ADMINISTRATION:  PERSONNEL

	


KEY TO FILE REVIEW




X
=
Present





O
=
Not present



N/A
=
Not applicable

	
	STAFF NAME
	
	
	
	
	
	
	
	
	
	

	11.
	A written training plan exists, listing the types of training to be provided to Teen REACH staff, and includes:
	
	
	
	
	
	
	
	
	
	

	
	· New employee orientation.
	
	
	
	
	
	
	
	
	
	

	
	· Review of Teen REACH program goals.
	
	
	
	
	
	
	
	
	
	

	
	· Written procedures related to recruitment, enrollment and attendance.
	
	
	
	
	
	
	
	
	
	

	
	· Policies and procedures related to Teen REACH program operations.
	
	
	
	
	
	
	
	
	
	

	
	· Specific training on conflict resolution and appropriate discipline techniques.
	
	
	
	
	
	
	
	
	
	

	
	· Ongoing and refresher training on safety procedures.
	
	
	
	
	
	
	
	
	
	

	
	· Other training as needed.
	
	
	
	
	
	
	
	
	
	

	
	· Life-saving techniques such as dealing with choking hazards, CPR, and First Aid.
	
	
	
	
	
	
	
	
	
	

	
	· The training plan is revisited annually and updated as needed based on the assessment of individual training needs.
	
	
	
	
	
	
	
	
	
	

	12.
	Personnel files of staff include: 
	
	
	
	
	
	
	
	
	
	

	
	· The job description
	
	
	
	
	
	
	
	
	
	

	
	· The staff member’s resume/application
	
	
	
	
	
	
	
	
	
	

	
	· Evidence of background check(s),
	
	
	
	
	
	
	
	
	
	

	
	· Documentation of Teen REACH orientation
	
	
	
	
	
	
	
	
	
	

	
	· Documentation of training.
	
	
	
	
	
	
	
	
	
	

	
	· Evidence of annual performance reviews
	
	
	
	
	
	
	
	
	
	

	13.
	The Program Administrator/Director has:
	
	
	
	
	
	
	
	
	
	

	
	· A Bachelor’s degree plus a minimum of one year’s experience with youth in the areas of child development, recreation, education or related fields; OR
	
	
	
	
	
	
	
	
	
	

	
	· An Associate’s degree plus a minimum of 3 years’ experience with youth in the stated areas; OR
	
	
	
	
	
	
	
	
	
	

	
	· A High School diploma or equivalent plus a minimum of 5 years’ experience with youth in the stated areas.
	
	
	
	
	
	
	
	
	
	

	ADMINISTRATION:  PERSONNEL (continued)

	


KEY TO FILE REVIEW



X
=
Present





O
=
Not present




N/A
=
Not applicable

	
	STAFF NAME
	
	
	
	
	
	
	
	
	
	

	11.
	A written training plan exists, listing the types of training to be provided to Teen REACH staff, and includes:
	
	
	
	
	
	
	
	
	
	

	
	· New employee orientation.
	
	
	
	
	
	
	
	
	
	

	
	· Review of Teen REACH program goals.
	
	
	
	
	
	
	
	
	
	

	
	· Written procedures related to recruitment, enrollment and attendance.
	
	
	
	
	
	
	
	
	
	

	
	· Policies and procedures related to Teen REACH program operations.
	
	
	
	
	
	
	
	
	
	

	
	· Specific training on conflict resolution and appropriate discipline techniques.
	
	
	
	
	
	
	
	
	
	

	
	· Ongoing and refresher training on safety procedures.
	
	
	
	
	
	
	
	
	
	

	
	· Other training as needed.
	
	
	
	
	
	
	
	
	
	

	
	· Life-saving techniques such as dealing with choking hazards, CPR, and First Aid.
	
	
	
	
	
	
	
	
	
	

	
	· The training plan is revisited annually and updated as needed based on the assessment of individual training needs.
	
	
	
	
	
	
	
	
	
	

	12.
	Personnel files of staff include: 
	
	
	
	
	
	
	
	
	
	

	
	· The job description
	
	
	
	
	
	
	
	
	
	

	
	· The staff member’s resume/application
	
	
	
	
	
	
	
	
	
	

	
	· Evidence of background check(s),
	
	
	
	
	
	
	
	
	
	

	
	· Documentation of Teen REACH orientation
	
	
	
	
	
	
	
	
	
	

	
	· Documentation of training.
	
	
	
	
	
	
	
	
	
	

	
	· Evidence of annual performance reviews
	
	
	
	
	
	
	
	
	
	

	13.
	The Program Administrator/Director has:
	
	
	
	
	
	
	
	
	
	

	
	· A Bachelor’s degree plus a minimum of one year’s experience with youth in the areas of child development, recreation, education or related fields; OR
	
	
	
	
	
	
	
	
	
	

	
	· An Associate’s degree plus a minimum of 3 years’ experience with youth in the stated areas; OR
	
	
	
	
	
	
	
	
	
	

	
	· A High School diploma or equivalent plus a minimum of 5 years’ experience with youth in the stated areas.
	
	
	
	
	
	
	
	
	
	

	

	ADMINISTRATION COMMENTS/RECOMMENDATIONS:

	

	

	COMMUNITY INVOLVEMENT

	DOCUMENTATION

	

Advisory Council Minutes



Linkage Agreements



Advisory Council Membership List


Staff Interviews



Community Assessment



	
	Yes
	No

	14.
	Teen REACH programming is designed to meet the specific needs of the community/ neighborhood in which it is located.  A comprehensive needs and resources assessment that addresses community-specific risk factors is utilized.  Community-specific risk factors are addressed and include:
	
	

	
	· Rate of violent crime within the community to be served.
	
	

	
	· Percent of youth ages 6 to 17 in working families.
	
	

	
	· Rate of teenage pregnancy within the community to be served.
	
	

	
	· Number of single-parent households in the community to be served.
	
	

	
	· Number of households receiving TANF funds in the community.
	
	

	
	· High-school dropout rate in the community.
	
	

	
	· Chronic truancy rate in the community.
	
	

	15.
	The comprehensive community assessment:
	
	

	
	· Utilizes existing data sources that reflect the target population.
	
	

	
	· Uses multiple data sources and is broad in scope.
	
	

	
	· Is specific to the site locations at which the agency delivers direct services to participants.
	
	

	
	· Is reviewed and updated as needed annually.
	
	

	
	· Is used as the basis for decisions to maintain or change programming. 
	
	

	16.
	An advisory council is in place to provide input into the program.
	
	

	
	· Membership of the council mirrors the makeup of the community in which the program is located.
	
	

	
	· School representatives participate in the council.
	
	

	
	· The council includes at least 2 youth participants.
	
	

	
	· The council includes at least 2 parent representatives.
	
	

	
	· The advisory council meets quarterly.
	
	

	17.
	Linkages between the school and the Teen REACH program are developed and maintained.
	
	

	
	· Linkage agreements with the schools are on file.
	
	

	
	· Linkage agreements are updated annually.
	
	

	
	· Linkage agreements include coordinated use of facilities and resources where necessary.
	
	

	
	Yes
	No

	
	· Linkage agreements include the school’s agreement to furnish grades/academic progress information and absence/suspension/expulsion information for all students enrolled in Teen REACH.
	
	

	

	COMMUNITY INVOLVEMENT COMMENTS/RECOMMENDATIONS:

	

	

	PARTICIPANT

	DOCUMENTATION
KEY TO CHART REVIEW

	

“Hard Copy”
X
=
Present




Observation
O
=
Not present


Participant Charts
N/A
=
Not applicable


Staff Interviews

	
	eCORNERSTONE ID NUMBER
	
	
	
	
	
	
	
	
	
	

	18.
	Every Teen REACH participant has a complete file that includes:
	
	
	
	
	
	
	
	
	
	

	
	· A current (signed within the last 365 days) completed Participant Enrollment form.
	
	
	
	
	
	
	
	
	
	

	
	· Information on specific dietary and/or medical needs of the participant.
	
	
	
	
	
	
	
	
	
	

	
	· Current (signed within the last 365 days) written/signed consent and/or release of information form(s).
	
	
	
	
	
	
	
	
	
	

	
	· Electronic data system consent form.
	
	
	
	
	
	
	
	
	
	

	
	· Academic performance data.
	
	
	
	
	
	
	
	
	
	

	

	PARTICIPANT COMMENTS/RECOMMENDATIONS:

	

	

	PROGRAM SERVICES

	DOCUMENTATION

	

Activity Planner/Schedule/Calendar


Program Plan                    eCornerstone Reports



Curriculum





Staff Interviews

	
	Yes
	No

	19.
	Efforts are made to ensure high levels of program dosage.
	
	

	
	· The program is offered five days per week.
	
	

	
	· The program is available to youth during summer break.
	
	

	
	· The program is available to youth during school breaks
	
	

	
	· Families are oriented to Teen REACH and its expectations concerning attendance, academic progress, transportation, and all other services.  
	
	

	
	· A policy is in place for following up with participants/families for unexpected or chronic absences.
	
	

	
	· Program attendance data is reviewed to identify patterns of attendance and potential issues.
	
	

	

	PROGRAM SERVICES COMMENTS/RECOMMENDATIONS:

	

	

	CORE SERVICES

	DOCUMENTATION

	

Activity Calendar


Observation



Staff Interviews

	
	Yes
	No

	20.
	Improving educational performance
	
	

	
	The daily schedule includes time for:
	
	

	
	· Homework
	
	

	
	· Tutoring in basic skills 
	
	

	
	· Enrichment programs that encourage creativity
	
	

	21.
	Life skills education
	
	

	
	The daily schedule: 
	
	

	
	· Promotes healthy lifestyles 
	
	

	
	· Encourages abstinence from risk-taking behaviors in the areas of 
	
	

	
	º
Alcohol and/or substance use 
	
	

	
	º
Criminal activity
	
	

	
	º
Violence
	
	

	
	º
Sexual activity
	
	

	
	Yes
	No

	22.
	Parental involvement
	
	

	
	The program includes:
	
	

	
	· Opportunities for parents and/or guardians to meet with staff to discuss their children’s activities
	
	

	
	· Opportunities for parents to participate in events that strengthen parent/child bonds and community involvement
	
	

	
	· Opportunities to obtain information from families and participants in decisions related to overall program design and activities
	
	

	23.
	Recreation, sports, cultural and artistic activities
	
	

	
	The daily schedule provides opportunities for youth to:
	
	

	
	· Try new skills
	
	

	
	· Develop new interests
	
	

	
	· Build friendships
	
	

	
	· Find their place in a group
	
	

	
	· Gain developmentally relevant experiences
	
	

	24.
	Positive adult mentors
	
	

	
	The program allows opportunities for youth to:
	
	

	
	· Develop relationships with caring adults
	
	

	
	· Maintain relationships with caring adults 
	
	

	
	· Experience one-on-one interactions
	
	

	25.
	Service Learning activities
	
	

	
	The program designs service learning activities that: 
	
	

	
	· Are youth-driven
	
	

	
	· Meet real definite common needs
	
	

	
	· Allow youth to develop and use skills and knowledge
	
	

	
	· Provide time for reflection thinking, discussion, and/or writing about the experience
	
	

	

	CORE SERVICES COMMENTS/RECOMMENDATIONS:

	

	

	SITE

	DOCUMENTATION
KEY TO SITE REVIEW

	

“Hard Copy”
X
=
Present




Observation
O
=
Not present


Staff Interviews
N/A
=
Not applicable

	
	SITE
	
	
	
	
	
	
	
	
	
	

	26.
	There is documentation that at least one community awareness event is provided annually at each Teen REACH site.
	
	
	
	
	
	
	
	
	
	

	27.
	The Teen REACH program utilizes best or promising practice program models and guidelines.
	
	
	
	
	
	
	
	
	
	

	28.
	The Teen REACH site:
	
	
	
	
	
	
	
	
	
	

	
	· Is safe and secure
	
	
	
	
	
	
	
	
	
	

	
	· Supports the developmental needs of the participants
	
	
	
	
	
	
	
	
	
	

	
	· Supports the activity needs of the participants
	
	
	
	
	
	
	
	
	
	

	
	· Is in good repair
	
	
	
	
	
	
	
	
	
	

	
	· Is ADA compliant
	
	
	
	
	
	
	
	
	
	

	
	· Has adequate lighting
	
	
	
	
	
	
	
	
	
	

	
	· Has outdoor and/or indoor space suitable for a wide variety of gross motor activities suitable for the sizes and abilities of the youth in the program.
	
	
	
	
	
	
	
	
	
	

	
	· Uses daily sign-in and sign-out logs
	
	
	
	
	
	
	
	
	
	

	
	· Maintains individual level participant records
	
	
	
	
	
	
	
	
	
	

	
	· Records attendance daily
	
	
	
	
	
	
	
	
	
	

	29.
	Participants are supervised at all times by program staff when engaged in all activities, indoors and outdoors.
	
	
	
	
	
	
	
	
	
	

	30.
	Food and drinks are served to meet the needs of participants.
	
	
	
	
	
	
	
	
	
	

	
	· The Teen REACH program offers nutritious snacks to the participants in accordance with the USDA/CACFP nutritional guidelines.
	
	
	
	
	
	
	
	
	
	

	
	· Drinking water is available at all times.
	
	
	
	
	
	
	
	
	
	

	
	· The program integrates snacks/food into a nutritional curriculum/educational program.  
	
	
	
	
	
	
	
	
	
	

	31.
	The program’s snacks/food and nutritional education:
	
	
	
	
	
	
	
	
	
	

	
	· Is designed to address childhood obesity
	
	
	
	
	
	
	
	
	
	

	
	· Encourages physical activity
	
	
	
	
	
	
	
	
	
	

	
	SITE
	
	
	
	
	
	
	
	
	
	

	
	· Encourages increasing consumption of fruits and vegetables
	
	
	
	
	
	
	
	
	
	

	
	· Encourages limiting television viewing
	
	
	
	
	
	
	
	
	
	

	
	· Encourages participation in regular family meals
	
	
	
	
	
	
	
	
	
	

	

	SITE COMMENTS/RECOMMENDATIONS:

	

	

	SUMMARY
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