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Exhibit A – Description of Services 
 

REDWOOD CITY SCHOOL DISTRICT EXPANDED DAY LEARNING PROGRAMS 
(AFTER SCHOOL EDUCATION AND SAFETY-ASES & EXPANDED LEARNING 

OPPORTUNITIES PROGRAM-ELO-P) 
 POLICIES, PROCEDURES, AND EXPECTATIONS 

 
PROGRAM DESCRIPTION 
Casa Circulo Cultural Inc.  hereafter “Provider,” will provide the services and programming detailed in the 
attached proposal or program description.  
 
GENERAL EXPECTATIONS 
Provider will: 

● Provide expanded day academic intervention and enrichment services 5 days a week (Monday through 
Friday), for a minimum of 3 hours each day; 

o Academic intervention means instruction, tutoring or homework completion assistance, provided 
in small groups and in classrooms/small rooms; 

o Enrichment activities are structured and allow students to develop social-emotional, physical, 
academic and other skills that enrich classroom learning and overall student success; 

● Provide academic intervention and enrichment services to identified students regardless of families’ 
ability to pay for the program; 

● Support homework completion to its utmost abilities by creating a conducive, supportive learning 
environment, in a way that helps students improve their learning; 

● Implement a parent/caregiver involvement component that minimally includes providing regular 
communications with parents/caregivers about program news/events and individual student challenges 
and successes; 

● Operate daily, pursuant to academic calendar, except that the Provider may close programs for up to 
three days per year for the purpose of providing professional development to program staff. Provider 
must notify school, parents/caregivers, and families of the planned professional development 30 days in 
advance to allow ample time for them to make alternative arrangements for their child/children for the 
after school hours on these designated days. 

● Participate in meetings at the District office twice a month to discuss program development and program 
strengths and needs to align practices. 

● Maintain the assigned classrooms in a clean, functional manner to a similar standard as the rest of the 
campus. 

● Request prior approval from the District for field trips. 
 
Provider will work with school site principal or Community School Coordinator as follows: 

● Provider will check-in weekly, with formal meetings twice monthly. Formal meetings should include: 
o An agenda and meeting notes; 
o Updates on enrollment, attendance, waitlists, calendar of events and emergency drills; 
o Student updates:  discipline referrals, behaviors, support, mental health, etc.  
o Discussion of program celebrations and challenges; 
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o School-program alignment: logistics, space, minimum days, site meeting attendance, (if 

applicable-transportation) 
● Provider will provide a monthly updated participant list; 
● Provider will work with school site to develop, implement and evaluate the program, and co-develop an 

action plan for improvement or to remedy concerns and problems; 
● Communicate about homework assignments; 
● Align positive behavior supports and interventions; 
● Use an agreed upon structured system to share information about specific students and their needs, 

challenges and accomplishments; 
● Prioritize unduplicated students for enrollment; 
● Develop plans to modify programming as needed based on weekly check in meetings and bi- annual 

evaluation data; 
● Share all data collected by either party on program quality, including surveys; 

 
School sites will: 

● Make time available at appropriate meetings (staff, School Site Council, ELAC, Cafecitos, etc.) to 
inform the school community of the program and facilitate communication. 

● Make adequate space available for a full time (a minimum of 30 hours) site supervisor, classroom space 
for instruction/homework assistance, playground/field and multi-purpose room for recreation and 
enrichment activities. 

● Principal/CS Coordinator meet regularly with Provider site supervisor to discuss program needs and 
development and program strengths and needs to align practices. 

● Facilitate knowledge sharing of academic resources, curriculum foci, school-wide learning opportunities 
(i.e., health fair, etc.) and district and site calendars, which include minimum days/super minimum days, 
school events and emergency drills.  The calendar is to be shared in August of each year. 

● Make available the site newsletter for Provider to include their information. 
● Share information regarding students, when pertinent, to facilitate team approach to student’s social, 

emotional and academic success with a signed MOU for data sharing. 
● Work in partnership with Provider to develop plans to modify programming as needed based on annual 

evaluation data. 
 
District will: 

● Co-develop (district, site and Provider partners) referral process into the program, criteria for removing 
students and communication process to share information with teachers and families. 

● Administer and ensure compliance with all state and federal requirements and local MOUs and 
agreements. 

● Project manage evaluation, including hiring of outside evaluator, if needed. 
● Develop expectations. 
● Facilitate space acquisition, referral process and other program needs at school sites. 
● Facilitate district/state requirements for hiring of partner staff. 
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● Leverage district resources to facilitate integration between the school day and extended day 

experiences. 
● Support resource sharing among providers. 
● Problem-solve with Provider as challenges arise. 
● Facilitate and support collaborative oversight body. 
● Collect and disseminate necessary data to partners as expressed in and limited to the data sharing MOU. 
● Schedule and facilitate Provider meetings every other week. 

 
 
ATTENDANCE 
Grant funding is dependent on adequate attendance and attendance reporting. Attendance policy is dictated by 
the California Department of Education.  If programs are funded by ASES, they must maintain a minimum 
eighty-five percent attendance rate for each of the funding streams. Each calendar year contains two 
“Attendance Periods” (January 1 through June 30 and July 1 through December 31). If program attendance 
drops below 85% during two calendar years, (four Attendance Periods), the grant will be recalculated and 
reduced. If program attendance drops below 75% during any Attendance Period, the grant will be recalculated 
and reduced. Dual funded sites need to achieve 85-100% attendance in ASES. Failure to meet attendance 
requirements will result in a proportional reduction in payment and/or contract termination.  
 
Provider programs funded by ELO-P grant are required to keep attendance records but are not held to the 85% 
daily attendance requirement.  
 
 
ATTENDANCE REPORTING 
 
ASES & ELO-P grant programs require program attendance to be reported to the State twice a year – on 
January 31 and July 31. Provider must submit hard copies of attendance sheets to the District Office on a 
monthly basis no later than the 10th of each month. The District Office will conduct monthly audits and provide 
programs with action items that need to be resolved within 2 weeks of notification.  
 
Provider must keep accurate and detailed attendance records that support the attendance reported to the District, 
the state and federal government. Provider should keep copies of attendance records for at least 5 years. These 
records shall be made available to the District at the District’s request. It is Provider’s responsibility to make 
sure all attendance information is submitted to the District accurately and is identical to attendance information 
reported in the CitySpan system. Provider must track attendances daily using the District system (CitySpan) and 
keep parent/caregivers’ sign in and out sheets (hard copies). Sign in and sign out sheets must have 
parent/caregiver signature, and the Site Supervisor must date and tally the sheets.  
 
Attendance (total students served) is calculated by adding together the number of students who participated 
each day of the program during the Attendance Period.    
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STAFFING 
California law (Ed. Code §§ 8483.4(a), 46120(b) dictates many staffing requirements, including: 

● Provider must employ a Site Supervisor for each site. 
● The selection of the Site Supervisor must be approved by the Provider, District Extended Learning 

Opportunities Program Coordinator, Community School Coordinator, and site Principal. 
● ASES programs must maintain an adult-student ratio of 1:20, ELO-P must maintain an adult-student 

ration of 1:10 for TK & K and 1:20 for 1st-6th grades. 
● All staff used in the above ratio must meet the District’s minimum qualifications for an instructional 

aide: 
Redwood City School District Instructional Aide requirements: 

● 2 years of college – 48 units 
OR 

● High School Diploma/GED AND pass District Instructional Aide Exam (75% is passing grade) 
 

● All staff must successfully pass Department of Justice and FBI background checks as set forth in 
Education Code section 45125.1 et seq., and the tuberculosis certification requirements of Education 
Code section 49406, prior coming into contact with students. 

● All staff must take the mandated reporter training before they can have contact with students.  Staff can 
take the training online or in person.  Staff must take the mandated reporter training once a year. 

  
The Redwood City School District also requires that: 

● Site Supervisors are not included in the adult-student ratio (unless there is a staff shortage or other need) 
and must work a minimum of 30 hours per week at the school site.  

● At the Community School sites (Adelante Selby, Clifford, Garfield, Hoover, Kennedy, MIT, Roosevelt 
& Taft) the Community School Coordinator will be the contact person for the Provider. At all other 
schools the principal will fulfill this role.  

● Program staff will have the following skill set:  
o classroom management skills;  
o ability to help students with homework in a way that helps students improve their learning;  
o cultural competency and sensitivity to the unique needs of the school population;  
o ability to successfully work with all students including unduplicated students and special 

education students; 
● Program staff will carry walkie-talkies or other means of communicating timely and efficiently in case 

of an emergency. 
● All programs are equipped with emergency procedures (maps, routes, protocols) and equipment.  
● Program staff sign District internet use agreement. 

 
By September 30, Provider shall provide the District with a list of staff and their qualifications meeting the 
Instructional Aide requirements. Staff who need to take the exam have up to three months thereafter to pass the 
exam.  The Redwood City School District will facilitate necessary Instructional Aide examinations. Staff are 
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allowed to take the Instructional Aide exam three times.  If the staff person does not pass the examination after 
three attempts, the staff person either needs to be taken out of the adult-student ratio or removed from the 
program.  Providers shall provide the District with a second list of staff that is updated with exam results as 
relevant.  This list will be provided no later than December 1.  If staff is added throughout the school year an 
updated list shall be provided to the District at the end of the school year. 
  
 Staff lists should include: 

1. Name of staff person 
2. Date of negative TB risk assessment or examination in full compliance with the requirements of 

Education Code section 49406 
3. Date of fingerprint and criminal background check clearance, satisfying the requirements of Education 

Code section 45125.1 
4. Number of years and name of college 
5. If #4 is less than 2 years, date passed Instructional Aide exam (can mark in progress if it is still within 3 

months of start date and exam has not been taken or passed) 
6. Date of completion of mandated reporter training 

  
Fingerprinting and TB testing must be completed prior to the staff person working at the school.  There can be 
no exceptions to this policy. 
 
Provider shall also submit a volunteer policy and a list of approved volunteers to the District and school site 
before volunteers can work on-site. Any volunteer who will have frequent or prolonged contact with students 
must submit evidence of an examination within the past 60 days to determine that the volunteer is free of active 
tuberculosis. Volunteers who will have frequent or prolonged contact with students must also complete a 
criminal background check. Volunteers should never be alone with students.   
 
EARLY RELEASE POLICY (DOES NOT APPLY TO ELO-P FUNDED PROGRAMS) 
The early release policy for ASES funded programs, as required by Ed. Code § 8483(a)(1)(B) is as follows: A 
child may be released early from the extended day program, prior to the end of program time, for the following 
reasons: 

1. Attending a parallel program (programs in the school or community centers such as outdoor education, 
soccer, basketball, etc.) as long as an agreement or partnership with the program exists thus making this 
parallel program the child’s enrichment component. 

2. Family Emergencies (such as death in the family, catastrophic incidents, etc.). 
3. Medical appointments. 
4. Weather conditions especially if the child walks home. 
5. Child accidents that occur during program time (program staff should call parents or guardians). 
6. Other conditions especially on safety as prescribed by the school. 
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Whatever the case may be, program staff should record the date and time of the early release departure of the 
child.  Parent, guardian, or program staff should sign the child out and it is recommended that the child’s 
signature or initial be recorded as well. 
  
Providers are required to notify parents of the early release policy at enrollment as part of a written program 
handbook or handouts. 
 
EVALUATION 
Providers are required to adhere to the evaluation and quality standards initiatives led by the District. 
Minimally, Providers must implement the California After School Network Program Quality Assessment tool 
two times per year and involve at least:  Extended Learning Opportunities Program Coordinator, Director of 
Community Schools and Partnerships, Project Administrator of Extended Learning Equity and Staff 
Development, Community School Coordinators, site Administration and additional stakeholders to be 
determined. Providers will lead the Program Quality Assessment process and share goals and action steps with 
RCSD. 
 
In addition, RCSD will conduct their own evaluation of Providers to ensure compliance and review program 
quality. As part of the evaluation, RCSD will request data and submission of artifacts from providers as well as 
program visits. Based on evaluation results, RCSD will provide programmatic feedback and guidance on next 
steps to improve program quality.  If challenges persist, RCSD may request a formal program improvement 
plan. RCSD will share a timeline for evaluations, data collection, and program visits  
  
Extended Learning Program partner directors are expected to participate in meetings at the District office twice 
a month to discuss program development and program strengths and needs to align practices.  
 
PRODUCTS AND MATERIALS 
To the extent that any of Consultant’s pre-existing work product or materials are incorporated in or combined 
with, or otherwise necessary for the use or exploitation of any work product under this Agreement, Consultant 
retains ownership of the same but hereby grants to District an irrevocable, worldwide, perpetual, royalty-free, 
non-exclusive license to use, publish, reproduce, perform, display, distribute, modify, prepare derivative works 
based upon, and otherwise explain, such preexisting work product, materials, and derivative works thereof.  
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REDWOOD CITY SCHOOL DISTRICT EXPANDED DAY LEARNING PROGRAMS 
AFTER SCHOOL EDUCATION AND SAFETY (ASES) & EXPANDED LEARNING 

OPPORTUNITIES PROGRAM (ELO-P) 
 

BILLING RATES 
  

In consideration of the services rendered in accordance with all terms, conditions, and specifications set forth 
herein and any Exhibit(s) or attachment(s) attached hereto, the District shall make payment to Provider in the 
manner specified herein. 
 
 
Compensation: District agrees to pay Consultant for Services satisfactorily rendered pursuant to this agreement a 
total fee not to exceed $ 412,500.00  
 

BASE + SUPPLEMENTAL COMPENSATION CHART 
 
 
Site(s) 

 
Program Grant 

 
Funding Totals 

Off Site - 3090 
Middlefield Road, 
Redwood City, 
CA 94063 

ELOP 
 

 
 
 
 

 
Totals 

 
 

 

 
TOTAL GRANT AMOUNT: $412,500 
 

 
 
GENERAL 
Each provider shall submit invoices to the District for payment.  Invoices should be submitted at least 
bi-annually to the Director of Community Schools and Partnerships. 
 
ASESProviders administering programs funded by ASES 1 will receive funding equal to 85% of the total grant 
awarded to the District, unless otherwise agreed to in writing by the District and Provider and as permitted 
under Education Code §§ 8426(c) and 8483.9(c). These funds must be used for direct services to pupils. The 
District will retain 15% of the total grant award for administrative costs. Failure to meet attendance 
requirements will result in a proportional reduction in payment and/or contract termination. 
 
Any supplemental funds the District receives from the State will be awarded in the same proportional amount. 
Providers approved to provide 9 hours of programming on non-school days will receive reimbursement for 
those days according to established rates. 
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ELOP 
Programs funded through the Expanded Learning Program Opportunity grant, will receive annual funding based 
on the number of unduplicated students and non-unduplicated students, based on rates set by the State.   
 
INVOICES 
 

Bi-annual invoices are due January 15 (for period July 1 – December 31) and July 15 (for period January 1 – 
June 30). District and Provider may agree to a more frequent invoice schedule.  
  
Invoices should reflect services provided during the billing period and include the purchase order number.  The 
amount of each invoice should reflect the earned attendance/enrollment reimbursement for that period. 
  
Providers are required to keep accurate fiscal records of grant expenditures and required matching funds.  These 
records shall be made available to the District at the District’s request. 
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