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Redwood City PAL
Business Office Ivan Martinez

3399 Bay Rd.
Redwood City, CA 94063

Ivan@redwoodcitypal.org
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Fall After School Program for FY25 - 26



410 Total Students Attending CCE After-School Program

390 Unduplicated Students at $2500 = $975,000
+ 20 Non-unduplicated Students at $500 = $10,000
+ Admin Fee 10% = $98,500

Grand Contract Total Request to RCSD for FY 2025- 26 = $1,083,500.00
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EXHIBIT B – Billing Rates 
 

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 $1,083, 500.00 
 

BASE + SUPPLEMENTAL COMPENSATION CHART 
 

 
Site(s) 

 
Program Grant 

 
Funding Totals 

Clifford, 
Hoover & 
PAL at Taft  

ELOP 
 

 
 
 
 

 
Totals 

 
 

 

 
TOTAL GRANT AMOUNT: 
 $1,083, 500.00 
 

 
 
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. 
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EXHIBIT B – Billing Rates 
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. 
 
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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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 
Redwood City, PAL 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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Exhibit A – Description of Services 

 
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.  

 
Page 6 of 6 



6/13/2025 
 
To: Redwood City School District 
750 Bradford St. 
Redwood City, CA 94063 
 
Re: 2025-2026 Pal Center CCE Program Proposal 
  

Dear Redwood City School District, 

It has been a pleasure to reflect on another year of meaningful partnership, demonstrating 
our shared commitment to supporting and inspiring youth. At Pal Center, we take great 
pride in the success of this year’s CCE after-school program, which stands out as a key 
highlight of our efforts in youth development. With a wide range of engaging activities, the 
program has made a strong and measurable impact, enhancing participants’ academic 
skills, social connections, and emotional well-being. We’ve also seen a notable rise in 
student and family participation, a testament to the program’s relevance and value in the 
community. 

Enclosed is a summary of final enrollment data by school site for FY 2024–25, followed by 
a proposal shaped by these outcomes and learnings. 

 
FY 2024-25 DATA 

 
Total Enrollment: 
Roosevelt: 73 
Hoover:114 
Clifford: 133 
Pal Center (Various Schools): 126 
  
Grand Total: 
Students Enrolled: 446 
Active Participants: 402 
  
First Year Participants: 178 Students 
English Learners: 226 Students 
  
 
 



2025-26 PROPOSAL 
 
PROJECTED STUDENT MEMBERSHIP  

 
Taft Hoover Clifford Total 

K - 8th K -8th TK - 8th  

7 classes 5 classes 9 classes 21 Classrooms 

140 Total 
Students  

100 Total 
Students 

170 Total 
Students 

410 
Students 

137 Priority 
Students 

98 Priority 
Students 

155 Priority  390 

3 Non- Priority  2 Non-Priority  15 Non-Priority 20 

 
 
 

PROGRAM OVERVIEW 
 

PAL ‘s Community Care and Enrichment (CCE) is about challenging creativity, building 
character, and encouraging our members to feel safe and excited about learning, playing, 
and making new friends. CCE  lays the foundation by introducing children (K-8th grade) to 
activities that nurture social, emotional, and academic development through hands-on 
classes and workshops, tutoring, counseling, and mentorship.  

 Our After-School Themes 

Our after-school program uses intentional themes like Brain Boosters, Creative Corner, Fit 
& Fun, Future Leaders, Community Kindness, Shine Time, Rest & Recharge, and Move & 
Play to create a well-rounded experience where students grow academically, socially, 
emotionally, and physically. These themes help us create a safe, joyful, and purpose-driven 
space where students don’t just spend time, they grow. Whether it’s solving problems in 
Brain Boosters, taking a deep breath in Rest & Recharge, or shining in front of their peers 
during Student Spotlights, our program is designed to nurture the whole child. 

 



 Semester 1 Themes (Fall) 

Focus: Identity, expression, emotional safety, and foundational skills 

 

 Student 
Spotlights 
 

Each student gets the opportunity to be celebrated—whether through 
sharing a talent, story, or proud moment. Why it matters: Builds self-esteem 
and helps students feel seen, valued, and supported by peers and staff. 

 Brain Boosters 
 

Supports academic confidence through fun games, reading time, puzzles, 
and activities that make learning exciting.Why it matters: Students practice 
critical thinking, boosting curiosity, and celebrate their smarts in a low-pressure 
setting. 

 Fit & Fun Time Stretching, yoga, fitness circuits, and fun physical challenges to build 
strength and coordination. Why it matters: Helps kids build healthy habits, body 
awareness, and confidence in their movement. 

 Creative Corner 
 

Provides space for imagination through art, music, storytelling, and 
hands-on projects. Why it matters: Creativity builds confidence, self-expression, 
and joy—all of which are vital for emotional well-being. 

 
 

 Semester 2 Themes (Spring) 

Focus: Leadership, connection, action, and continued skill building 

 
 Future 

Leaders 
Kids take on leadership roles, make group decisions, and practice teamwork 
and life skills. Why it matters: This theme helps students see themselves as 
capable leaders with unique strengths and voices. 

 

 Community 
Kindness 

Students work on small service projects and kindness missions that help 
them think beyond themselves. Why it matters: Promotes empathy, belonging, 
and the understanding that even small actions can make a big difference. 

 



 Move & Play Fun sports, games, and team challenges that get kids moving and working 
together. Why it matters: Supports physical health, teamwork, and energy release 
in positive ways. 

 

 Rest & 
Recharge 

A quiet space to calm minds and bodies with breathing, mindfulness, 
coloring, or cozy activities. Why it matters: Teaches emotional regulation and 
gives kids the tools they need to reset after a full school day. 

 

 

 New Student Advisor Group Sessions 

Purpose: 
To center youth voice and leadership in our program design, we are creating space for 
students to share their experiences, ideas, and needs directly with staff. This ensures that 
our programming remains responsive, inclusive, and empowering. 

What It Looks Like: 

We will host regular Student Advisor Group sessions, where students can reflect on their 
after-school experience, offer direct feedback, and help shape activities and community 
expectations. These sessions will be facilitated by staff and designed to elevate student 
leadership and engagement. 

 

 Community Partner-Led Enrichment Cohorts 

Purpose: 
To expose students to real-world skills, mentorship, and diverse areas of interest, we are 
partnering with local organizations and leaders to offer specialized enrichment experiences. 
This supports the development of social, emotional, and life skills beyond the classroom. 

What It Looks Like: 
Students will rotate through cohorts led by trusted community partners, with offerings that 
include financial literacy, Girl Scouts, One Life Social Emotional Learning, Friends for Youth 
group mentorship, nutrition education, music, and more. These sessions bring fresh energy 
and expertise into the program, while also connecting students to role models from their 
own communities. 



 
FUNDING REQUEST 
 
410 Total Students Attending CCE After-School Program 

 
390 Unduplicated Students at $2500 = $975,000 
+ 20 Non-unduplicated Students at $500 = $10,000 
+ Admin Fee 10% = $98,500 

  
Grand Contract Total Request to RCSD for FY 2025- 26 = $1,083,500.00 
 
To support the sustainability of our current program infrastructure and respond to growing 
after-school needs among RCSD families, the Pal Center will expand its outreach efforts to 
families from RCSD schools that do not currently host on-campus Pal programs. 
 
The objective is to increase enrollment at existing program sites—particularly the Pal 
Community Center in Friendly Acres—by engaging families who are able to access 
services through their own transportation or potential support provided. 
 
This strategy does not include launching or delivering programming at additional school 
campuses. Instead, it is a targeted approach to extend access to students who may benefit 
from Pal Center services while maintaining our strong partnerships with school sites and 
ensuring alignment with district priorities. 
  
Our partnership with the Redwood City School District has brought immense value to the 
community, providing vital opportunities for youth development and engagement. Our 
programs continue to support academic progress but also foster social and emotional 
growth among students. Thank you for your ongoing collaboration and support. 

  
In Collaborative Spirit, 
 

 
Ivan Martinez 
Pal Center, Executive Director 

 



Pal Center After School Program Employee List 

First Name Last Name Pal Email: 

Adela Maldonado amaldnado@redwoodcitypal.org Youth Mentor

Alan De La Rosa adelarosa@redwoodcitypal.org Site Lead

Alejandro Vilchez avilchez@redwoodcitypal.org Youth Mentor

Alexa Vargas avargas@redwoodcitypal.org On Call Youth Mentor

Andrea Pedrazas apedrazas@redwoodcitypal.org Youth Mentor

Ashlin Macias amacias@redwoodcitypal.org Youth Mentor

Betzy Palafox bpalafox@redwoodcitypal.org Youth Mentor

Brenda Landaverde blandaverde@redwoodcitypal.org On Call Youth Mentor

Carlos Palencia carlos@redwoodcitypal.org Youth Mentor

Corina Patino corina@redwoodcitypal.org Youth Mentor

Daniel Llamas daniel@redwoodcitypal.org Youth Mentor

Elizabeth Villagomez evillagomez@redwoodcitypal.org Youth Mentor

Elmer Abran Ontiveros eontiveros@redwoodcitypal.org Youth Mentor

Heder Bolio Gutierrez hgutierre@redwoodcitypal.org Youth Mentor

Isabel Esquivel iesquivel@redwoodcitypal.org Youth Mentor

Jessica Ramos jramos@redwoodcitypal.org Youth Mentor

Juventino Flores jflores@redwoodcitypal.org Youth Mentor

Khayla Pedroso Kpedroso@redwoodcitypal.org Site Lead

Lalo Saaverda Lalo@redwoodcitypal.org Site Lead

Linda Mendez lmendez@redwoodcitypal.org Youth Mentor

Makariotera Pina mpina@redwoodcitypal.org Youth Mentor

Malcolm Leggett mleggett@redwoodcitypal.org Youth Mentor

Maria Alejandre malejandre@redwoodcitypal.org Site Lead

Maria Medrano mmedrano@redwoodcitypal.org Youth Mentor

Martin Gonzalez martin@redwoodcitypal.org Youth Mentor

Monse Perez mperez@redwoodcitypal.org Youth Mentor

Nancy Garcia ngarcia@redwoodcitypal.org Front Desk Administrator

Samantha Virrueta Bravo abravo@redwoodcitypal.org Youth Mentor


