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Policies and Procedures

Organizational Structure

The 21st CCLC program operates at six district campuses: Newfound Regional High
School, Newfound Memorial Middle School, Bridgewater-Hebron Village School, Bristol
Elementary School, Danbury Elementary School, and New Hampton Community
School. The administrative team is composed of the following members: one full-time
Director who oversees all programs, one full-time Assistant Director, and six part-time
Site Coordinators.

Communications

Monthly Administrative Meetings: The Program Director, Assistant Director,
and Site Coordinators will meet to discuss enrollment, performance goals,
current issues, and upcoming activities. An agenda will be provided by the
Director to guide the meeting. Minutes will be taken, transcribed, and
disseminated by the Assistant Director. Enrollment and attendance updates will
be provided to Site Coordinators to ensure goals are met.

Advisory Board Committee: The 21st CCLC Advisory Board will meet three
times a year to review progress toward performance goals, review the continuous
improvement plan, community engagement, and work on the sustainability plan.
An agenda will be created for each meeting and notes will be taken transcribed
and disseminated to members. Meetings will be logged on the Meeting Tracking
Form by the Director.

Principal Meetings: Site COordinators will meet with their principals as needed
throughout the school year to ensure core-day connections and implementation
of campus needs assessment. Meeting notes should be taken and the meetings
will be logged on the Meeting Tracking Form. The Meeting Tracking Form should
be turned into the Assistant Director monthly.
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Team Meetings: Site Coordinators will participate in grade-level team meetings
as often as necessary to ensure that students in the program are represented
and core day teachers are supported. Notes will be taken and meetings will be
logged on the Meeting Tracking Form.

Parent Meetings: Parent meetings will be held on an as-needed basis to discuss
individual student needs. These meetings will be tracked on the Meeting Tracking
Form.

Fiscal Management

Annual Budget: The budget year runs from July 1 through June 30. The annual
budget will be developed by the Program Director. Once approved by the State
Department of Education, the budget will be provided to the grants management
department to be set up in the online budget system. The oversight of the budget
will be the responsibility of the Program Director. Amendments will be done as
needed.

Payroll: All Project Promise after school staffing is paid 100 percent from the
21st CCLC.

Purchase Orders: Purchasing is completed by the Program Director. Purchases
must be made from approved vendors list or be approved by the purchasing
department. Once purchase orders have been put into the system they will be
reviewed by the appropriate departments at the SAU and the Program Director
will receive notification of status.

Collaboration Between Partners and 21st CCLC

Memorandum of Understanding: An MOU will be completed for every
contractual partner. These MOUs will be kept in the grant file and in the director’s
file cabinet. MOUs will be reviewed each year and revised as necessary.
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If a partner is being paid, the organization must complete the contractor
certification forms and return them to the human resources office. For in-kind
services, the partner must complete the volunteer paperwork and return the
forms to the human resources office.

Forms can be found with the program director.

Current 21st CCLC Community Partners:

TTCC Les Dion 603-744-2713

Human Resources

Hiring: Applications for all 21st CCLC positions can be downloaded from the
program website. Interviews are set by the Program Director. When the interview
is completed, the paperwork will then be sent to the human resource department.
Human resources will contact the employee to have fingerprinting done.

A copy of application/resume, references, background check and all other
pertinent data will be placed in a file in the human resources department.

Payroll: Timesheets for all hourly employees will be submitted bi-weekly for the
Directors approval. Staff is paid every two weeks following the District’s pay
schedule. Staff who currently work within the school district system will complete
separate timesheets to avoid confusion with their core-day timekeeping.

Certified teachers are paid $20 an hour. All other staff salaries are determined by
the Director based on experience. A salary will be determined after the
recommendation for hire is submitted.

Leave Requests: Leave requests must be submitted in writing at least three
days prior to the date requested.

5



Sick Leave: Staff is required to call in and talk to their supervisor if they are
unable to come to work due to illness. If you are unable to get an answer, leave a
message, and email if necessary. You are responsible for finding coverage when
needed.

Progressive Discipline: Project Promise’s progressive discipline policy will be
followed in all circumstances. Site Coordinators are responsible for verbal
warnings to staff. If a formal write up becomes necessary, the Program Director
and Site Coordinator will meet with the staff member. All verbal and written
documentation will be sent to the administrative office and kept in files in the
Director’s office.

Staff Handbook: The school district handbook and the Project Promise Staff
Handbook will be implemented and followed.

Training: All 21st CCLC staff is required to attend scheduled training. If there is a
scheduling conflict this must be addressed with the Program Director.

Evaluations: Formal evaluations will be completed each spring. Site
Coordinators will be responsible for their staff and the Program Director will be
responsible for the Assistant Director and Site Coordinators. Once the evaluation
is complete, a meeting will be set with the staff member to review their
evaluation. A copy of the evaluation will be kept in the employee’s file and the
original will be returned to the human resources office.

Enrollment

Enrollment Numbers: The number of students to be enrolled at each school is
determined by what was written in the original, approved grant proposal. That
enrollment goal represents the number of “regular attendees” ( attending 30 days
or more throughout the year) the campus must serve to avoid losing funding. The
number of students a school is required to serve cannot be changed.
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Elementary: Students who enroll in the program should meet at least one of
these criteria:

● Income ( based on eligibility for free or reduced-price lunch)
● Academics

○ Failed one or more standardized tests
○ Performed below average on standardized tests

● Attendance ( chronic absences)
● Principal, teacher, counselor referral
● A student with special needs
● English language learner

Once initial enrollment is completed using the above criteria (after 2 weeks),
enrollment will be opened to ensure all eligible students are able to participate.

*** Transportation will be provided at some schools ***

Student Individualized Education Program (IEP) Plans: Site Coordinators will
work with school administration and teachers to implement strategies for
students enrolled in the program. Strategies such as the number of services and
types of services offered to each student will be outlined in the file. The program
will support students by providing guided tutoring and homework assistance in
areas of highest need.

Adults: Families of students enrolled in the program should attend at least two
family activities annually. Families will be provided a calendar of events each
session.
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Implementation

Project Plan: The Project Plan serves as the guide for each year of the grant
and aids in planning for sustainability beyond the grant years. It will be reviewed
quarterly by the Program Planning Team. Adjustments will be made as necessary
and goals will be updated. Annually in August, the plan will be reviewed and
updated for the next year.

Annual Operation Plan: In March each year, work will begin on the annual
operating plan, which outlines program hours and targeted enrollment. This plan
is required to be submitted along with the continuation grant. The document will
also become a component of the project plan. The annual operating plan will be
used to guide the yearly program implementation.

Student Interest: Student interest surveys will be held periodically. These
surveys will help drive programming for the upcoming sessions. This data will be
collected by the assistant director.

Activities: All school sites will offer activities in the categories listed below each
semester (fall, spring, summer)

● Academic Intervention
● STEAM
● Community/Service Learning
● Enrichment/Recreation
● College & Career Readiness
● Family Education (literacy and family involvement)
● Physical/Health Education

The Program Director will be responsible for entering activity categories in the
online reporting system to ensure accurate coding. Site Coordinators will be
responsible for entering sessions into the system.
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Activity Schedule: Each school will post a weekly activity schedule that shows
activities offered each day at their site. The schedule should indicate the staff
member who leads the activity and the location where they will be.

Family Activity Calendar: Family activities will be listed on the website and
disseminated to school leaders and families of enrolled students.

Supplies: Each site has an allotted budget for supplies. Supply lists should be
submitted to the Program Director in a timely manner. If a supply list is submitted
after the deadline there will be no guarantee that it will be delivered in time for
your activity. Do not buy any supplies without permission first from the Program
Director. If it is not approved you will not be reimbursed for those supplies.

Daily Operations

Hours/Days:

Bristol Elementary School
Hours of Operation: 2:30 pm – 5:30 pm, Monday - Thursday
Contact Information: Site Coordinator – Chantelle Fournier

603-744-2761
cfournier@sau4.org

Bridgewater-Hebron Village School
Hours of Operation: 2:45 pm – 5:30 pm, Monday - Thursday
Contact Information: Site Coordinator – Michelle Sharp

603-744-6969
msharp1@sau4.org

Danbury Elementary School
Hours of Operation: 2:00 pm – 5:30 pm, Monday - Thursday
Contact Information: Site Coordinator – Samantha Yeaton

603-768-3434
syeaton@sau4.org
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New Hampton Community School
Hours of Operation: 2:00 pm – 5:30 pm, Monday - Thursday
Contact Information: Site Coordinator – Shelley Doucette

603-744-3221
sdoucette@sau4.org

Newfound Memorial Middle School
Hours of Operation: 2:45 pm – 5:30 pm, Monday - Thursday
Contact Information: Site Coordinator – Maeghan Woodward

603-744-8162
mwoodward@sau4.org

Newfound Regional High School
Hours of Operation: 3:00 pm – 6:00 pm, Monday - Thursday
Contact Information: Site Coordinator – Peter Dumont

603-744-6006
pdumont@sau4.org

Program Director: Susan Seaverns * 603.744.6006 ext.1525 *
sseaverns@sau4.org

Student Discipline: Students are expected to follow the same expectations for
appropriate behavior during Project Promise as they do during the school day.
Those behavioral expectations are outlined in the Parent/Student Handbook
provided by each school.

Minor Infractions: Verbal disruptions, inappropriate behavior, irresponsibility,
and other minor behavioral challenges.

*Minor Infractions are part of a group dynamic and most of these instances can be
resolved with good communication between students, staff, and volunteers. In the case
of repetitive and consistent minor behavioral challenges, we follow a three-strike tier of

discipline.

Strike 1 – Verbal notification to the student of the unacceptable behavior.
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Strike 2 – Verbal notification to the student of the unacceptable behavior for the
second time and discontinuation of the current activity replaced with another
option (reading, journaling, etc.)

Strike 3 – Verbal notification of the third strike, discontinuation of ALL activities,
and parents are notified of the behavior incidents.

*Continuous and consistent Minor Infractions will be treated as Major Infractions,
resulting in possible days suspended from the program and/or necessary parent

meetings and involvement.

Major Infractions: Continuous and consistent minor infractions, physical
altercations, abusive language, bullying, disrespect, or other unacceptable and
serious incidents.

*Major Infractions are not an acceptable piece to positive group interaction and are not
conducive to a healthy and safe learning environment. We strive to work with all youth

and will make every reasonable effort to modify unacceptable behaviors with the
support of the parents.

1 st Offense – Parents notified and immediate dismissal from Project Promise
the following day of their registered program.

2 nd Offense – Parents notified and students suspended from Project Promise
for three consecutive days of programming with a written apology and plan of
behavioral change needed before reentering back into the program.

3 rd Offense – Parents notified and students suspended from the program until
parents and the Program Director meets to decide the appropriate course of
action for the student.

*All disciplinary actions are at the discretion of the Program Director in cases of extreme
behavioral challenges.
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Data Collection

Teacher Surveys: Teacher surveys will be completed in May of each year to
determine if students enrolled in the program are improving. Site Coordinators
will distribute and collect the surveys. Once collected they will be sent to the
Program Director who will use them in the year-end reporting.

Family Surveys: A family survey will be completed at the end of the year to
determine satisfaction with the program and impact on students in school and at
home. Site Coordinators will be responsible for distributing and collecting the
surveys. Once collected the information will be sent to the Program Director who
will use the result in the year-end reporting.

Attendance: Attendance will be entered daily into the online reporting system by
the Site Coordinators.

Program Planning Team/Advisory Board

The program planning team/advisory board will be composed of program leaders,
district leaders, community leaders, families, and as appropriate, students. The team
will meet three times a year to review program plans and work toward program
sustainability. The team members are listed on the member roster and members can be
removed or added as the Director deems appropriate.

An agenda, sign-in sheets, and meeting notes should be completed for each meeting
and copies of each uploaded into the reporting system.

Safety:

Each site coordinator will follow their individual schools safety procedures regarding fire
drills and lockdown procedures.
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NEWFOUND EMERGENCY RESPONSE

| Evacuation is activated when it is necessary
for staff and students to exit the school building. Most likely caused by fire

Secure Campus is activated when it is necessary to protect staff and students from a
threat from outside the school building. Most likely used when there is someone at large
in the area with a potential weapon
When the school Fire Alarm system activates students and staff should:
Exit the school by the nearest and safest exit (do not pick up belongings). Gather at the
designated meeting area in the teachers' parking lot. Staff will take attendance. Staff
will observe the students for signs of heat or cold exposure. Staff who do not have
direct supervision responsibilities should check in designated attendance staff. Await
further instructions.
When indoors, students and staff should:
• Students should immediately return to class/
• Staff should close all windows and curtains, and
secure their classroom door. Staff should take attendance, using the classroom
phone to report missing students.
Check that all exterior doors are closed and locked. . Continue normal indoor academic
functions unless

informed to take another action. When outdoors staff and students should:
Reverse Evacuate
• All outdoor activities should be cancelled.

Shelter in Place is activated when it is necessary to hold students in their classrooms,
not allowing use of the hallways. Most likely used when an ambulance is removing
someone from the school

Exterior Hazard Alert is activated when it is necessary to protect staff and students from
airborne hazardous materials, toxic smoke or nuclear material. Most likely used
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when there is a toxic fire or traffic accident causing spilled materials to be blown
toward the school
• Staff should sweep the hallway, directing students
back to class.
Staff should close their classrooms doors.
• Teachers should carry on with their class.
Students should not enter the hallways. (Not even if the school bell rings for transition)
Continue normal indoor academic functions unless informed to take another action.
Staff should close all windows. Check that all exterior doors are closed and locked. Shut
off air-conditioning equipment and fans Close all vents that can potentially carry outside
air into a building. Vents that cannot be secured may be
covered by utilizing duct tape and plastic.
• Await further information and be prepared to
evacuate.

A.L.I.C.E Protocol are flexible procedures activated when necessary to protected
students and staff from a violent intruder. Because every incident is unique you
must consider real-time information in choosing the appropriate response. Options
include but are not limited to the following:
Scan response action is activated when it is necessary for staff to look around their
area for any item which doesn't belong there. Most likely in the case of a Bomb Threat
Alert- Be aware of your environment, call for help if possible, listen to directions from
school officials and police. If you think there is a concern, take appropriate steps to
protect yourself and students and inform others as best as you can.

Lockdown-First line defense. Direct all students and staff into a classroom. If in a
hallway, go to the nearest room or securable area. Lock the doors, turn off the lights
and move to a secure area. If possible, barricade doors and windows and/or
secure with power cords, belts, or rope. Look for possible alternative routes of
escape. Only open door when told to do so by school officials or clearly identifiable
emergency responder.
• Look around your room for anything you are unable to
identify. Scan: High, Middle and Low
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Do not move, open or touch a suspicious object.
• Do not use radios or cell phones
If something is found, evacuate to a safer area. Notify the Main Office or administration
of all
suspicious items.
• Await further instructions, Inform-Provide specific information to staff, students, and
emergency responders in clear, plain language.

Reverse Evacuation is activated when it is necessary for staff and students to
enter the school quickly in order to avoid a dangerous or potentially dangerous situation
outside the school. Most likely due to lightning
Counter-Used on as a last resort if you come into direct contact with a violent intruder
and cannot otherwise escape. Appropriate counter strategies vary by age and
location.

Evacuate- If you can safely escape to a more secure location, do so. Report to the
Rally Point if possible. Break windows if necessary. Do not approach or hinder police.
Be mindful that objects in your hands could appear as weapons to the police.
Walk quickly into the nearest entrance.
• Notify the Main Office as soon as possible (if action
wasn't initiated by the office). Report to a designated meeting area in the school and
check for injuries. Staff will take attendance. Await further instructions.

Note: if outside, students and staff must make a decision based on available
information to either find a secure location in the building or proceed to the point.
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