
CCLC Staff Handbook
2022-2023

This publication/activity is supported in part by 21st Century Community Learning Center federal funds under

Title IV, Part B of the Elementary and Secondary Education Act as amended.



Contents

Preface 3
Purpose 3
Who We Are 3
Vision 3
Mission 3
Goals 3
Expectations 3
Annual Performance Report 6
Tenets 7
Framework 10
Connect 11

Operations 12
Sites 12
Calendar 12
Program Schedules 13
Site Coordinator Schedules 14

Enrollment and Attendance 15
Enrollment 15
Attendance Requirements 15
Pickup & Early Pickup 16
Late Pick Up 16
Inclement Weather 17

Behavior Policy 17
Staff and Volunteers 18
Additional Details 18

Dinner 18
Medications 19
Health and Safety 19
Emergency Policy 20
Field Trip Permission 20
Personal Belongings 20

Personnel 20
Procedures 20
Supervision 21
Communication 21
Attendance 22
Professionalism 24
Purchasing 24
Leadership Development 24
Performance 24
Evaluation 24

Reporting Child Abuse and Sexual Harassment 24
Mandated Reporting 25
Identifying Child Abuse/Neglect/Sexual Harassment or Assault Protocol 25
Mandated Reporters 26

Family Education Rights and Privacy Act (FERPA) 26
Staff Confidentiality and Handbook Agreement 27

2

https://docs.google.com/document/d/1t4KfwwXaqmplq9Ylf2N9VTJwawMVxdfGroK64uqJHfQ/edit#heading=h.9uhzvsv2gfm5
https://docs.google.com/document/d/1t4KfwwXaqmplq9Ylf2N9VTJwawMVxdfGroK64uqJHfQ/edit#heading=h.2jxsxqh
https://docs.google.com/document/d/1t4KfwwXaqmplq9Ylf2N9VTJwawMVxdfGroK64uqJHfQ/edit#heading=h.z337ya
https://docs.google.com/document/d/1t4KfwwXaqmplq9Ylf2N9VTJwawMVxdfGroK64uqJHfQ/edit#heading=h.3j2qqm3
https://docs.google.com/document/d/1t4KfwwXaqmplq9Ylf2N9VTJwawMVxdfGroK64uqJHfQ/edit#heading=h.4i7ojhp
https://docs.google.com/document/d/1t4KfwwXaqmplq9Ylf2N9VTJwawMVxdfGroK64uqJHfQ/edit#heading=h.2xcytpi


CCLC Staff Handbook

Preface

Purpose
This handbook serves as an appendix to the Crete Public Schools Student/Parent Handbook, as the

policies outlined herewith are additional duties and responsibilities of students/families who are

enrolled, or participate in any capacity, in Cardinal Community Learning Centers (CCLC).

Who We Are
CCLC began at Crete Elementary School in the early part of the 21st century and has since expanded to

include all four campuses of Crete Public Schools.

CCLC is grant-funded from the United States Department of Education's 21st Century Community

Learning Center Grant Program authorized under Title IV, Part B of the Elementary and Secondary

Education Act as amended. Serving K-12 students, CCLC’s four site programs provide hands-on,

future-focused learning designed to prepare students for college and career pathways.

CCLC is a non-compulsory Out of School Time (OST) program that strives to be an ‘extension of the

school day’ rather than a ‘continuation of the school day,’ which means CCLC’s rules, policies, and

programming will aim to align, or resemble, the district’s school day as deemed appropriate or feasible

by CCLC and/or district administration. It is likely CCLC’s rules, policies, and programming will diverge

from, or be entirely different, than the district’s school day rules, policies, and programming. These

deviations are typically the result of mandated grant requirements, CCLC’s capabilities, and/or

available resources.

CCLC is free of charge. Registration and enrollment are required for K-5 students. A registration

process results in an enrollment or a waitlist status, which ensures CCLC meets grant mandated

demographics and appropriate staffing resources are available. Furthermore, nonpublic school

participants residing in the district boundaries are invited to register for CCLC as well.

Vision
To contribute to the closing of achievement gaps by facilitating a profound enrichment learning

environment where students are supervised, safe, and fed.

Supervised: A caring staff facilitates recreation and enrichment activities aligned to academic goals.

Safe: Students enjoy a secure and inclusive atmosphere that encourages exploration and teamwork.

Fed: Students are offered a snack following the school day and a dinner each evening.
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Mission
To accelerate student academic success by providing high-quality enrichment learning opportunities,

increased social interactions that model positive behavior, and active and meaningful family and

community engagements.

Goals
Adopted from Nebraska 21st Century Community Learning Centers

● Create an afterschool environment focused on:

○ improving overall student academic success,

○ increasing positive behavior and social interactions, and

○ increasing active and meaningful family and community engagement.

Expectations
Adopted from Nebraska Afterschool Quality & Continuous Improvement System (NAQCIS)

● Programming

○ Evidence of Preparation

■ Activity leader appears to be following a plan.

■ Activity leader adapts plans to meet the needs of diverse learners and/or age

groups.

■ Materials are ready for use.

■ Space is ready for the activity in a minimal amount of time (if not prepared ahead

of time).

■ Size of the group is manageable for activity.

■ Activity leader demonstrates strategy or procedure to gain students’ attention.

■ If there are multiple activity leaders, they appear to have a plan for working

together.

○ Student Response

■ Students interact with the activity leader, materials, and other students.

■ Students respond to activity leader prompts (e.g., questions, directions).

■ Student responses indicate learning (e.g., products, conversations, questions,

skill development/practice).

■ Students demonstrate interest in the activity.

○ Instructional & Engagement Practices

■ Activities are hands-on.

■ Activities facilitate student learning related to the learning objective.

■ Activity leader asks purposeful questions to encourage student thinking.

■ Students decide how to participate in or complete the activity.

■ Activities are designed for student interaction with activity leaders, materials,

and other students.

■ Pacing of the activity maintains student engagement.
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■ Technology (if used) enhances activity.

■ Activity leader addresses disrespectful behavior and/or cues expected behavior

as needed.

■ Activity was suitable for the age group.

■ Accommodations were made for students with disabilities/ELLs.

● Site

○ Space

■ The space is accessible to all students.

■ Students are separated to ensure age appropriate interactions and activities.

■ The spaces are adequate for the activities offered (indoor and/or outdoor).

■ The spaces allow for the staff and activity leaders to be heard and for

conversations to occur.

○ Academic Support

■ There is a designated time and space for academic support.

■ The space(s) for academic support has limited distractions.

■ The academic supports are differentiated based on student needs (e.g., grade,

interests).

■ Adults are actively monitoring and providing assistance as needed during

academic support time.

■ There is evidence of a system for communicating school-day academic support

needs (e.g., spelling lists, math facts).

○ Program Climate

■ Students are greeted when they come to the program.

■ Staff conversations indicate personal connections with some students.

■ Staff actively encourage student engagement.

■ Space is set up to encourage interactions.

■ Program creates an inclusive, welcoming, and respectful community that

embraces diversity.

○ Routines & Transitions

■ Staff implements program elements (e.g., schedule, processes, procedures).

■ Staff demonstrate strategy or procedure to gain students’ attention.

■ Transitions are efficient.

■ Transition strategy is suitable for the size of the group.

■ Behavior management doesn’t distract from transitions.

○ Student Interactions & Behavior

■ Students demonstrate an awareness of program routines (e.g., checking in/out,

getting snack, changing rooms).

■ Students exhibit expected behavior with few re-directs from staff (e.g., students

on IEPs may have different expected behaviors).
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■ Students interact respectfully with other students (regardless of cultural

background).

■ Students interact respectfully with staff (regardless of cultural background).

○ Staff Interaction with Students

■ Staff exhibit a positive attitude for students and activities.

■ Staff are interacting with students the majority of the time.

■ Staff initiate interactions with students.

■ Staff make an effort to involve students who are not engaged.

■ Staff are respectful in their language with students (e.g., culturally sensitive,

word choice, positive tone).

■ There are structured opportunities for student leadership.

■ Staff address disrespectful behavior and/or cue expected behavior as needed.

○ Staff Interaction with Other Staff

■ Staff demonstrate supportive or collaborative behaviors (e.g., helping with

resources, prepping for activity, behavior management).

■ Staff are respectful in their language with each other (e.g., culturally sensitive,

word choice, positive tone).

○ Staff Interaction with Caregivers

■ Staff greet caregivers when they arrive to pick up students.

■ Staff are respectful in their language with caregivers (e.g., culturally sensitive,

word choice, positive tone).

■ There is a designated place for program schedule and information for caregivers.

■ There is a procedure for caregivers to access the program (e.g., at pickup time).

Annual Performance Report
CCLC coordinates activities (clubs, programs and events) uniquely designed for the specific students it

serves. As outlined in the government mandated Annual Performance Report (APR), each activity must

align with one of the following primary goals:

● Academics

● Enrichment

● Character Education

● College and Career Readiness

Each primary goal’s related activities are described below.

● Academics

○ STEM - Activity that contributes to the development of science, technology, engineering,

or mathematics skills.

○ Literacy - Activity that contributes to the development and enjoyment of reading and

writing skills.
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○ Tutoring  - Activity that provides direct support for the core academic subjects.

○ Homework Help - Activity that provides direct support in the completion of homework

assigned during the school day.

○ English Language Learners Support - Activity that provides direct support to students

classified as English language learners.

● Enrichment

○ Entrepreneurship - Activity that contributes to the understanding of small business

practices and business ownership.

○ Arts & Music - Activity that engages students in the creation of art and music and

develops the appreciation of art and music.

○ Physical Activity - Activity that engages students in a physical activity and develops the

appreciation of health and nutrition.

○ Community/Service Learning - Activity that engages the students in an activity that

benefits the community outside the center.

○ Mentoring  - Activity that engages the student with a role model.

● Character Education

○ Drug Prevention - Activity that provides information about alcohol or other drug use

prevention.

○ Counseling Programs - Activity that provides socio-emotional counseling services.

○ Violence Prevention - Activity that promotes peaceful conflict resolution.

○ Truancy Prevention - Activity that promotes school attendance.

○ Youth Leadership - Activity that promotes the active engagement of leadership roles.

● College and Career Readiness

○ College and Career Readiness - Activity that prepares students to enroll and succeed in a

credit bearing course at a postsecondary institution or a high quality certificate program

with a career pathway to future advancement.

Tenets
In addition, CCLC aspires to empower students by reinforcing the following Six Tenets of Accountability

for a Quality Education System, Today and Tomorrow (AQuESTT):

1. Positive Partnerships, Relationships, and Student Success

2. Transitions

3. Educational Opportunities and Access

4. College and Career Ready

5. Assessment

6. Educator Effectiveness
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Framework
CCLC adheres to the Quality Framework set forth by Nebraska 21st Century Community Learning

Centers, as established and adopted by The Nebraska State Board of Education.

10



Connect

Cardinal Community Learning Centers - CCLC

Joel Bramhall, Director

joel.bramhall@creteschools.org

402-826-9836 office

CCLC - High School

Joey Stenson, Site Coordinator

joey.stenson@creteschools.org

402-826-9883 office / 402-381-8624 mobile

CCLC - Middle School

Jennifer Meinke, Site Coordinator

jennifer.meinke@creteschools.org

402-826-9842 office / 402-450-1342 mobile

CCLC - Intermediate

Stacy Shepherd, Site Coordinator

stacy.shepherd@creteschools.org

402-826-7736 office / 402-418-4872 mobile

CCLC - Elementary

Chelsea Sidel, Site Coordinator

chelsea.sidel@creteschools.org

402-826-7870 office / 402-418-8000 mobile

Operations
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Sites
CCLC operates four site programs:

● CCLC - Elementary at Crete Elementary School (K-2)

● CCLC - Intermediate at Crete Intermediate School (3-5)

● CCLC - Middle School at Crete Middle School (6-8)

● CCLC - High School at Crete High School (9-12)

Calendar
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Schedules

CCLC - Elementary Crete Elementary School

3:20 p.m. - 4:05 p.m. Check-in, snack, and recess

4:05 p.m. - 5:00 p.m. Enrichment learning

5:00 p.m. - 5:30 p.m. Dinner and recess

5:30 p.m. - 6:00 p.m. After Dinner Clubs

CCLC - Intermediate Crete Intermediate School

3:25 p.m. - 4:00 p.m. Check-in, snack, and recess

4:00 p.m. - 5:00 p.m. Classroom Time

5:00 p.m. - 5:45 p.m. Dinner

5:15 p.m. - 6:00 p.m. After Dinner Clubs

CCLC - Middle School Crete Middle School

3:30 p.m. - 4:00 p.m. Check-in and snack

4:00 p.m. - 5:00 p.m. Clubs and programs

5:00 p.m. - 5:45 p.m. Dinner

5:15 p.m. - 6:00 p.m. Enrichment and recreational activities

CCLC - High School Crete High School

3:35 p.m. - 4:00 p.m. Check-in and snack

4:00 p.m. - 6:00 p.m. Clubs and programs

5:30 p.m. - 6:30 p.m. Dinner*

6:00 p.m. - 6:35 p.m. Enrichment and recreational activities

*The dinner served at CCLC - High School is open to all school-aged children residing within Crete Public

Schools district boundaries. Students are to only receive one snack and one dinner per day. All snacks

are site-specific.

Additional Notes:

● The Site Coordinator and/or Director may alter any schedule at any time to best serve the needs

of the students, and/or to enhance the operation of the site program.

● The CCLC Summer program operates in alignment with the CPS Summer School calendar.
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Site Coordinator Schedules

CCLC - Elementary Crete Elementary School

10:30 a.m. - 11:30 a.m. Attendance, discipline, snack data entry and reports

11:30 a.m. - 1:30 p.m. Planning, lessons, club and activity prep, staffing and schedules

1:30 p.m. - 2:00 p.m. Prepare daily program data, activity sheets and medical safety alerts

2:00 p.m. - 2:45 p.m. Program set up and attendance update

2:45 p.m. - 3:20 p.m. Staff directives to coordinate operations and provide daily updates

3:20 p.m. - 6:30 p.m. Lead program, supervise students and assist staff; clean up

CCLC - Intermediate Crete Intermediate School

10:30 a.m. - 12:00 p.m. Program planning, coordinate enrichment activities and scheduling

12:30 p.m. - 1:30 p.m. Plan and prep for daily clubs, coordinate and schedule partner visits

1:30 p.m. - 3:00 p.m. Process data for attendance, healthy snack, dinner, and behavior data

3:00 p.m. - 3:25 p.m. Daily staff directives to review activity plan and important information

3:25 p.m. - 6:30 p.m. Lead program, supervise staff and students; clean up

CCLC - Middle School Crete Middle School

10:30 a.m. - 11:00 a.m. Attendance and snack data entry, safe seat reports

11:00 a.m. - 12:30 p.m. Program planning, lesson plan review, staff schedules

1:00 p.m. - 3:00 p.m. Activity set up and organization, prep for daily staff meeting

3:00 p.m. - 3:30 p.m. Daily staff directives and finish program prep

3:30 p.m. - 6:30 p.m. Lead program, supervise staff and students; clean up

CCLC - High School Crete High School

10:45 a.m. - 12:00 p.m. Attendance and snack data entry, discipline reports

12:00 p.m. - 2:00 p.m. Program planning, lesson plan review, staff schedules

2:00 p.m. - 3:15 p.m. Activity set up and organization, prep for daily staff meeting

3:15 p.m. - 3:35 p.m. Daily staff directives and finish program prep, set up for snack

3:35 p.m. - 6:45 p.m. Lead program, supervise staff and students; clean up

Caveat: The Site Coordinator and/or the CCLC director may alter the schedule at any time.
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Enrollment and Attendance

Enrollment
CCLC will seek enrollment from all students in grades K-12 in the Crete, Nebraska area, including
students attending public schools, parochial schools, and homeschools.

Priority enrollment is considered for students/families qualifying in the following categories:
● Free or Reduced Lunch
● English Learner
● Racially/Ethnically Diverse
● Verified for Special Education
● Migrant

CCLC is required by government mandates to meet or exceed priority enrollment compliance for each
category within 5% of the school building’s demographics.

CCLC is not required to adhere to plans for individual students, such as IEP, 504, etc. CCLC consults
regularly with school administration to seek methods to assist students as CCLC resources allow.

A registration form is required for any K-5 student seeking enrollment in CCLC. Upon receipt, CCLC staff
contacts a parent or a guardian regarding acceptance or waitlist status. A student may be placed on
the waitlist due to limited resources.

All students in grades 6-12 are automatically enrolled, which means they can attend immediately,
whenever they would like, for as long as they would like, however they must properly check-in and
checkout of the site program.

Attendance
Attendance is imperative. For students to reap the greatest rewards from CCLC, and for the program to
remain in compliance with grant mandates, students are to attend for at least one (1) hour each day.

As a result, student attendance is monitored and tracked through the implementation of specifically
licensed software, which provides accuracy in reporting and an additional layer of safety and security.
Thus, it is essential for each student to check-in and checkout of CCLC each day. The procedure slightly
varies by site, however the basic procedure features the scanning of the barcode on each students’
district-issued identification badge. CCLC is not responsible for any student who fails to check-in to

15



CCLC following the school day. Parents are to contact the Site Coordinator prior to the start of CCLC if
their student is not attending CCLC that day.

Daily programming schedules at CCLC - Elementary and CCLC - Intermediate require students to
check-in for CCLC at the conclusion of the school day, and remain in programming until a parent or
guardian, or an Authorized Individual, initiates the checkout process.

As for daily programming schedules at CCLC - Middle School and CCLC - High School, students have less
rigidity. Students may choose to attend or leave at any time throughout CCLC’s daily duration.

● For example, a high school student checks-in at 3:40 p.m., and then checks-out at 4:10 p.m. in
order to care for younger siblings until parents arrive home, upon which, the student returns to
CCLC by checking-in again at 5:30 p.m., participating in programming, and then checking out
upon CCLC’s conclusion at 6:35 p.m.

● Another example is a middle school student who completes a school sponsored athletic practice
and check-ins for CCLC at 5:00 p.m. The student may eat the provided dinner, as long as they
participate in programming, and then check out upon CCLC’s conclusion at 6:00 p.m.

CCLC offers homework assistance for students grades 6-12, however CCLC cannot require students to
do their homework, or check-in to CCLC as a result of homework assigned during the school day. CCLC
is to be seen as a privilege, not as a punishment.

Pickup & Early Pickup

K-5 students are to attend for the entire program day. Early pick up is strongly discouraged. Program
staff prepare activities based on the entire program time. Students will not receive the full benefit if
they do not participate in the program’s entirety.

Early pick up may be necessary on rare occasions. Please limit such occurrences, however, if
circumstances arise, contact the Site Coordinator at least 24 hours in advance to confirm
arrangements.

The earliest pickup times are listed below.
● CCLC - Elementary = 4:20 p.m.
● CCLC - Intermediate = 4:25 p.m.

All parents, guardians and Authorized Individuals must be prepared to provide an official photo
identification when picking up their student. All pickups are to occur outside of the front entrance  - no
calls, no yelling, no unacceptable behavior will be tolerated. The Director and/or Site Coordinator
reserves the right to suspend or expel a parent(s), guardian(s) or Authorized Individual(s) from the
program at any time.

Students in grades 3-5 authorized to walk home will be dismissed at 5:00 p.m. This will remain in
effect unless different arrangements have been communicated to, and confirmed by, by the Site
Coordinator.
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Late Pick Up
Local authorities will be contacted if a student is not picked up within 5 minutes upon the program’s
conclusion AND a parent, guardian or emergency contacts cannot be reached. Such incidents will be
documented and a parent meeting initiated upon discretion.
● CCLC - Elementary = Pick up no later than 6:05 p.m.
● CCLC - Intermediate = Pick up no later than 6:05 p.m.
● CCLC - Middle School = Pick up no later than 6:05 p.m.
● CCLC - High School = Pick up no later than 6:40 p.m.

Inclement Weather
● When there is no school due to inclement weather = No CCLC.
● When school is released early due to inclement weather = No CCLC.
● When the school day occurs, but inclement weather cancels evening activities = No CCLC.

Behavior Policy
The behavior policy was established to help students develop self-discipline so they may function
independently in a socially acceptable manner. Self-control and social skills are developed over time by
participating in activities and interacting with others. The main reasons for establishing behavior
expectations are these:
● to prevent possible harm to self or others;
● to prevent infringing on the rights of others; and
● to prevent damage to equipment and property.

To provide a safe and secure environment for everyone, the following expectations will be in effect for
students at all times:
● Follow the rules of Crete Public Schools’ Student/Parent Handbook.
● Follow the rules of each building’s instructional day expectations.
● Follow the directions of staff the first time they are given.
● Show respect and treat others with kindness.
● Ask permission to leave an area.

Students will be taught to be responsible for their own actions; they make the choice to follow the
rules, or assume the consequences for noncompliance. Appropriate behavior will be encouraged.
Whenever possible, natural and logical consequences will be provided for inappropriate behavior.
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Any display of aggressive behavior may result in immediate dismissal from that day’s program, as well
as an automatic two (2) week suspension from CCLC. At any time during the suspension, the Director
and Site Coordinator may review the suspension and determine if the suspension is to be sustained or
amended. Amendments may result in a shortening, or lengthening, of the suspension.

The Director and/or Site Coordinator reserves the right to dismiss, suspend or expel any student(s)
from CCLC at any time.

Staff and Volunteers
CCLC consists of a staff hired specifically for the out-of-school time program. In certain circumstances,
Crete Public Schools’ support staff and/or certified staff may be assigned or requested by
administration to serve in the program for a designated period of time or frequency.

Each activity adheres to a 15 to 1 student-to-staff ratio, which provides several benefits:
● more one-on-one student attention from the staff;
● students build meaningful relationships with each other; and
● staff can tailor instruction to students’ individual needs.

Volunteers are also recruited to assist students in a variety of ways, such as small group tutoring for
academic skill practice, apprenticeship or technical skill instruction, and enrichment projects.

CCLC welcomes family members, as well as community groups and individuals, to volunteer by
donating their time, talent and/or treasure. If interested, please contact Joel Bramhall, CCLC Director,
(402) 826-5855 or joel.bramhall@creteschools.org.

All staff members, paid instructors and volunteers are required to pass a background check.

Additional Details

Dinner
● Dinner must be consumed within the school building upon which it was served.

○ Dinner is only served to students enrolled and attending CCLC at each site program.

● The dinner served at CCLC - High School is open to all Crete area school-aged children.

○ A student enrolled and attending CCLC at another site program, who received a dinner at

their assigned site program, is not eligible to receive a dinner at CCLC - High School.

○ A student enrolled and attending CCLC at another site program, but was not in

attendance that day for CCLC or chose not to eat the provided dinner, may receive

dinner at CCLC - High School after 6:00 p.m., which ensures their assigned CCLC site

program has closed.
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Medications
CCLC staff are not responsible for administering medications to students.

Prior to attending CCLC, students with specific medical needs must contact the School Nurse. The

School Nurse will then inform the Site Coordinator of the students’ specific needs.

Exceptions to this rule include EpiPens for allergic emergencies or inhalers for asthma treatment.

Students should have these supplies on their person. CCLC does not have a supply of EpiPens or

inhalers. CCLC is not responsible for improper or inaccurate administration of these, or the

consequences thereof.

Health and Safety
CCLC strives to provide a safe and healthy environment. Please be sure the student's medical

conditions are listed on all pertinent school forms, as well as outlined in the provided space on the

CCLC registration form.

If a student has a known medical or health condition (such as asthma, diabetes, ADD, autism, seizure

disorder), be sure the Site Coordinator knows what the desired action is to be if the problem should

occur during CCLC, as the School Nurse will not be onsite for the duration of CCLC.

In addition, CCLC encourages families to maintain regular, consistent contact with the School Nurse

regarding a student’s physical and/or health condition.

If a student becomes ill while in CCLC, the parent/guardian or other emergency contacts will be

notified. Depending on the nature of the illness, the adult may be asked to pick up the student. If a

student has any of the following symptoms or behaviors, the parent/guardian will be notified to pick

up the student immediately:

● Any communicable disease

● Chills and/or fever over 100 degrees Fahrenheit

● Nausea, vomiting or diarrhea

● Undiagnosed rash

● Cough

● Head lice

● Ringworm

● Pink eye

● Accident requiring medical attention
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Emergency Policy
In emergencies, emergency medical services will be contacted immediately. The parent(s) or

guardian(s) of the student will be responsible for the cost, if any, of the emergency vehicle and/or

emergency room, etc. In case of an accident or sudden illness, CCLC staff will attempt to contact the

parent or guardian of the student to inform them of the situation.

In regards to natural disasters and other emergencies, CCLC closely adheres to the emergency action

plan procedures outlined by Crete Public Schools.

Field Trip Permission
Field trips traveling within the city limits of Crete, Nebraska are authorized on the registration form.

The parental decision will remain in effect unless different arrangements have been communicated by

the parent/guardian to the Site Coordinator.

A signed parent permission form will be required for any travel beyond the city limits of Crete,

Nebraska. Scheduled destinations and a travel itinerary may be detailed on the permission form.

The standard district and school policies for field trips will apply to the CCLC program. Crete Public

Schools vehicles and associated busing service will be used for transportation as necessary.

Personal Belongings
CCLC assumes no liability for lost/damaged items. Students are to keep personal belongings, including

cell phones and other electronic devices, in their backpacks or lockers at all times. These devices are

not to be used during CCLC unless there is an emergency, or a student has received permission from

CCLC staff. Students are not permitted to return to classrooms or lockers during CCLC.

Personnel

Procedures
CCLC operates according to the following procedures:

● Staff members shall adhere to all policies established by Crete Public Schools.

● The Site Coordinator is responsible for day-to-day program operations at their site.

● Staff should assume responsibility for the care and safety of students and the program.

● It is the responsibility of staff to directly supervise/instruct all students.

● When communicating in any form, it is important to remember that students, parents, and

teachers may be listening. Professionalism and confidentiality are essential.

● Only emergency telephone calls may be made during program hours; no personal calls are

permitted. Personal cell phones should not be used during program hours.
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● Staff must not engage in any activity that is not directly related to the program during

operating hours.

● Staff members must not have personal visitors and should not have non-program children or

other youth present during assigned working hours.

Supervision
The vigilant supervision of all students is paramount. Therefore, adhere to the following:

● Staff is expected to actively engage and monitor students during academic time.

● When there is more than one staff member in a specific area, additional staff members are to

spread out in order to adequately supervise the entire space. This is essential on the

playground, in the gym, and in the cafeteria.

● When students are using technology, staff are to circulate throughout the space and observe.

Students are to adhere to the Crete Public Schools’ technology policies.

● The whole group takes precedence over any individual activities a staff member may be

participating in with students.

● Staff are to be strategically positioned when leading students to a different area. For instance,

one staff member in front of the students and another behind. Monitor students so there is no

running ahead, leaving the group, wandering, or lagging behind.

● Use the two-way radios to ensure only one student is away from the group at a time.

● High school students (who serve as staff or mentors), as well as paid instructors and volunteers,

cannot be alone with students. A CCLC staff, or a certified teacher, must be present with these

individuals at all times.

Communication
While consistent, positive, and friendly verbal communication with families is strongly encouraged and

expected, all written communication must be approved by the Site Coordinator and/or CCLC Director.

Any confrontational or unsettling behavior displayed during a verbal exchange between families and

staff is to result in the staff immediately contacting the Site Coordinator. The family and staff shall not

depart the location until the Site Coordinator speaks with both parties. It is important to remember

that families may have concluded a difficult work day, or are preparing to begin their work day,

nonetheless, it is imperative for CCLC staff to be conscientious and respectful in all interactions with

families and stakeholders.

No staff member is to communicate with members of the media, media outlets, or any media in

regards to CCLC, unless first approved by the CCLC Director. All media productions, publications,

promotional materials, etc., whether designed in-house or by other media, are to align with CCLC’s

branding.

Each site program is to italicized and written with a space on both sides of the dash as follows:
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● CCLC - Elementary

● CCLC - Intermediate

● CCLC - Middle School

● CCLC - High School

On a rare occasion in the written form, this type of italicized name may not be styled in a manner that

conveys a clear meaning. In those rare occasions, the italics may be removed and a single quotation

mark placed on each side of the name. For instance, ‘CCLC - Elementary’.

In addition, CCLC is an acronym for Cardinal Community Learning Centers. It is to be written as

Cardinal Community Learning Centers - CCLC. The equity established over the course of time by the

CCLC acronym is the reason for its inclusion in the written form of the program’s full name.

CCLC is to be referenced in a description to locals and local media (meaning individuals residing in, or

media headquartered within, the city limits of Crete, Nebraska) as an ‘afterschool program’. CCLC is to

be referenced in a description to non-locals and global media (meaning anyone residing outside of, or

any media headquartered beyond, the city limits of Crete, Nebraska) as a ‘multipurpose, Out of School

Time (OST) program’. The distinctions are the same, however the significance to the audience upon

which each is being referenced and described, is essential for conveying an accurate depiction.

There are eight official logos assigned to CCLC, as commissioned by Crete Public Schools. The two most

commonly used are provided below. Please contact the CCLC Director prior to use of any CCLC logo.

Any staffer who does not adhere to the specifics outlined in this ‘Communication’ section, or fails to

properly credit CCLC in any media form, or fails to credit CCLC at all in any media, may face reprimand,

including but not limited to termination.

In addition, CCLC staff are not authorized to negotiate, or enter into, any agreement, contract, grant,

etc. as a part of, or in any way on behalf of, CCLC or Crete Public Schools. Any prospective agreements,

contracts, grants, etc. are to be directed immediately to the CCLC Director, where each is reviewed and

identified opportunities are contacted. Additionally, these typically require a formal written statement

of the terms, as well as formal approval and signature of the CCLC Director and/or district

administration and/or district board of education.

Attendance
CCLC will use the time management system provided by Crete Public Schools. The system will be
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maintained daily and monitored for accuracy. Therefore, staff members must sign in and out every day

by using their issued credentials. Changes can, and will, be made without notice when timeclock

discrepancies are found.

Each CCLC staff member is issued a Crete Public Schools email account, as well as provided access to

the ‘CCLC Staff’ hub on Google Classroom. The ‘CCLC Staff’ hub serves as a digital information center.

It is available 24/7 and provides access to handbooks, time off requests, training tutorials,

announcements, program goals and expectations, etc. The access code for Google Classroom is

bbdlkdz.

Staff members are expected to check their work email frequently, as communication is vital to

operating a program focused on meeting and exceeding the needs of K-12 students and families.

Requests for leave must be submitted via the online form at least two (2) days in advance, and have

the expressed approval of the Site Coordinator.  No more than two (2) staff will be approved for leave

at any one time. Excessive or unapproved absences, (for illness or otherwise) could result in discipline

up to and including termination.

Leave for education/school related activities (i.e. Stop Day, college field trips) will be granted at the

Site Coordinator’s discretion.

When requesting immediate sick leave, staff must contact the Site Coordinator prior to 12:00 p.m. In

emergency sick leave situations occurring after 12:00 p.m., call the Site Coordinator’s cell phone as

soon as possible.

All CCLC part-time staff members, excluding work-study and high school students, may be scheduled

to work beyond 20 hours (up to 40 hours per week) if agreed upon between the staff member and the

Site Coordinator. It is imperative for staff members agreeing to do this understand that ‘retirement’

will be withheld from their paycheck upon reaching 20 work hours per week. ‘Retirement’

withholdings tend to be 10% of overall gross earnings.

School day classified staff cannot volunteer in CCLC, however certified teachers can volunteer.

Certified teachers remain under the terms of the district’s negotiated agreement until 4 p.m. each day,

thus volunteer or paid participation in CCLC must not begin until 4 p.m. unless a waiver has been

obtained from district administration.

To remain in good standing, resignations require a written formal resignation letter to the Site

Coordinator and/or CCLC Director.
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No nuclear, immediate, or extended family members are to be employed as a CCLC part-time staff

member at a site program where a child, step-child, sibling, step-sibling, half-sibling, etc. are enrolled.

Professionalism
It is vital that each staff member keeps in mind at all times that they are a role model to families, as

well as a symbol of CCLC and the school district for which they are employed.

Each staff member will be provided two (2) official CCLC shirts. An opportunity to purchase additional

shirts may occur at designated times throughout the year. Appropriate attire is imperative for

professionalism, as well as for uniform identification by students, families and staff. Thus, the

following is to be adhered to at all times:

● An official CCLC shirt is to be worn each day during program hours

● No hoodies or jackets are to be worn over the official CCLC shirt while indoors

● All clothing should fit appropriately and be free of holes

● Hats are not to be worn in the building

● No visible undergarments

Purchasing
No one is authorized to incur financial obligations as an agent of CCLC without prior written approval

by the Site Coordinator and/or CCLC Director. If this policy is not adhered to, the purchaser will be held

personally responsible for fulfilling any financial obligations. Please keep the following procedures in

mind when making purchases:

● All requests for purchases must be submitted to the Site Coordinator for approval.

● The Site Coordinator will then submit the request to the CCLC Director for approval.

● No personal funds will be reimbursed that do not have prior approval.

● All purchases must clearly align with guidelines of the CCLC grant.

Leadership Development
All staff members are to participate fully, and in all, assigned CCLC meetings, trainings, orientations,

professional developments, learning events and courses.

Performance
Staff members who are insubordinate, uncooperative, refuse to accept and/or fulfill responsibilities,

fail to submit requested assigned duties, such as lesson plans, do not provide adequate supervision, or

are habitually late and/or absent will be considered for termination.

Evaluation
The Site Coordinator and/or CCLC Director will conduct a formal evaluation of each staff member
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during each semester. Site Coordinators will be formally evaluated once per school year. Any staff

member with unsatisfactory performance on an evaluation will work with the Site Coordinator and/or

CCLC Director to create a professional growth plan that addresses deficiencies. All staff evaluation

ratings will be taken into consideration for future CCLC program employment. Individuals with

unsatisfactory evaluations will not be recommended for future employment.

Any Crete Public Schools staff evaluation policies may supplant any aforementioned CCLC staff

evaluation policies. CCLC staff are considered an “at-will” position and may be terminated, with or

without cause, at any time in the sole discretion of the Superintendent or Superintendent’s designee.

Reporting Child Abuse and Sexual Harassment

Mandated Reporting
Title IX of the Education Amendments of 1972 (Title IX) prohibits any person, on the basis of sex, to be

subjected to discrimination in an educational program or activity receiving federal financial assistance.

The law applies to any academic, extracurricular (student organizations and athletics), research,

occupational training, and other educational program from pre-school to graduate school that

receives or benefits from federal funding. All CCLC staff members are required to abide by Crete Public

Schools policy regarding the reporting of sexual harassment, child abuse or child endangerment. If

there are concerns related to sexual harassment, child abuse, or child endangerment, such incidents

should be reported to the Site Coordinator and/or program director and/or district administration as

soon as possible.

Identifying Child Abuse/Neglect/Sexual Harassment or Assault Protocol
Any staff member having reasonable cause to believe that any student, or child under the age of 18,

has had physical injury or injuries inflicted upon him/her, other than by accidental means, by a parent

or caretaker, has been neglected or has been sexually abused or exploited, shall report observations to

the Site Coordinator and program director. An official report will then be made to the appropriate

individuals or state agency.

Steps that must be followed at the program level:

● If abuse/neglect/deprivation is suspected, it must be reported to the Site Coordinator and/or

program director immediately. (No child should be questioned or interviewed regarding the

suspected abuse.) Only the Site Coordinator/program director should be notified.

● Reporting child abuse is mandated, and all information should be kept confidential between

the reporter and investigative personnel.

● Failure to make a required report may lead to discipline up to and including termination of

employment, as well as a professional sanction.
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Mandated Reporters
Certain professionals are required by law to report suspected child abuse or maltreatment to the

appropriate authorities. The law also assigns civil and criminal liability to those professions who do not

comply with the mandated reporter responsibilities. Mandated reporters are required to report

suspected child abuse, sexual harassment or assault, or maltreatment, or cause a report to be made

when, in their professional roles, they are presented with reasonable cause to suspect said activities.

Accordingly, all staff and volunteers of the CCLC program are bound by law as mandated reporters.

Reasonable cause to suspect child abuse or maltreatment means that, based on your observations,

professional training and experience, you feel someone has harmed that child or placed that child in

imminent danger or harm.

Family Education Rights and Privacy Act (FERPA)

Protecting the privacy of students and safeguarding the confidentiality of their records is a

responsibility of every staff member. FERPA, or the Family Education Rights and Privacy Act, was

enacted in 1974 and serves to keep these records safe from public view. FERPA protects the private

educational records of students. Any information that personally identifies the individual must be kept

confidential.

FERPA allows students and parents access to educational records. Educational records include files,

documents and other material maintained by the program that are directly related to the student. All

documents and files with personally identifiable information should be shredded after use. Student

information should only be accessed on program computers with appropriate security measures and

computers should never be left logged on and unattended.

If a staff member, as a representative of the program, does not protect the privacy of a student’s

educational records as outlined in the law, the staff and the program may face serious consequences

such as loss of federal funding, loss of employment or civil liability.

There are instances when a program is allowed to share private student information:

● Educators or officials in the school who have legitimate educational interests in the student;

● When disclosure of information is necessary to protect the safety and health of the student;

● A student is transferring to another school; and

● To comply with a judicial order.

Any disclosure of private student information must be approved by the CCLC Director.
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Staff Confidentiality and Handbook Agreement

[Notice: Please sign virtually through the TalentED staff portal.]

I, _______[print first and last name here]______________, a staff member of the Cardinal Community
Learning Centers (CCLC) at Crete Public Schools, hereby agree that I will not disclose, publish or
disseminate any information in any form (electronic, printed, verbal, written, etc.) that I obtain under
the provisions of the Family Educational Rights and Privacy Act (FERPA) related to the personal
information of the participants of CCLC where I work without the prior written authorization of the
CCLC Director. I also agree that I will not use, publish or disseminate any information or work product
available to me for my personal use, nor will I provide it to a third party for their use, without the
express permission of the CCLC Director.

I further agree to take all reasonable precautions to prevent any unauthorized use, disclosure,
publication or dissemination of any materials as stated above. In addition, I fully understand that
failure to comply with the policies and procedures set forth in this handbook shall result in suspension
or termination from employment and/or access to any and all future activities.

Staff Signature Date
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