21st CCLC Reporting Guide 2008-2009   
Please read, save and use this document to assist you in completing accurate and timely reporting.
General Information
1.  Mark your calendars now for the following reporting requirements and deadlines.

· All reports include SurveyMaine information, Work Report,   Information and the Sustainability Plan. The July report contains additional information.
· November 21st (changed from Nov. 15th to give you a little extra time) –Some SurveyMaine information and some Work Report Information
(see which questions on SurveyMaine and which items on the Work Report listed below)

· January 15th –  SurveyMaine information, Work Report on all 5 goals

· January 15th – Program Quality Improvement Plan due 

· June 30th – Teacher Surveys entered on SurveyMaine for every regular attendee

· July 15th – Year End Reporting information due which includes SurveyMaine, Cover Sheet, Completed Work Report, 12 month Budget Information, Year End Learnings, Debarment Form, Payment Schedule

· August 15th – All reporting revisions completed

2.  All Grantees:  
· Always complete SurveyMaine first and then do the Work Report  so you will already have the #’s from SurveyMaine as you complete the data chart for Goal 1 Outcomes. 
· SurveyMaine Center/Site Characteristic information for each grant site must be filled in when submitting your regular Work Reports.  Information on the Work Report and on the Center Characteristic pages must be the same on key questions.  

3.  Sending in Reporting Information

· SurveyMaine summer information (for Year 5 and past grantees), Work Report, and Sustainability Plan, need to be mailed to your consultant:  Joan Martay, 49 Wellington Rd., Portland , Me 04103 or Linda Huber, 20 Hoxie Hill Road, Orrington, Maine 04474 by the due date.

· Always keep a copy of all the reporting information for yourself.

SURVEYMAINE 
1.  Read ALL HELP buttons on SurveyMaine that are offered on the right of certain questions for additional   

     information

2.  ALWAYS save by hitting the POST/UPDATE button at the end of the page BEFORE returning to the menu or hitting      

     the back button.

3.  All Grantees-must check to see that the correct grant information (grant name, contact information, site/enter name, etc.   

     has been entered on SurveyMaine. In order to do that follow these steps:

· Login in to  SurveyMaine at www.surveymaine.com use your login and password.
· Go to black bar at top and click on Site Set Up. Make certain your correct Grant Name has been entered, address, Site Coordinator is actually you, the Director, Email, Phone, Fax. 
· Scroll down to part that says Add Center and check to see that each of your centers/sites is there with a yes. If there are some there that are not centers/sites type no. Put all the information about who is the Site Coordinator if there is one for the site and if it is you then say so. Put phone, etc. for the site. Check if it is a priority school, the code, etc.

· Please Note:  If this information changes at any time please go back and make corrections on SurveyMaine.

4.  Year 5 Grantees and Past Grantees – must make certain that all your summer 2008 information is entered on

      SurveyMaine using the 2009 tab. 

· Past Grantees –make certain to enter the 08 summer information using your old SurveyMaine login and password. It does not get entered with your new grant. Enter it on the 2009 tab.

· Year 5 and Past Grantees as you enter summer information please check to see that the following questions are answered:2a, 3abcde, 4 all questions, 5abcde, 6 summer abcd, 7b & d, 8a3, 8d, 9abc, 10, 13, 14, 15 summer, 16 summer, 17abc

5.  All Grantees:  Go to SurveyMaine and print out a blank copy of the entire survey so you can refer to it and see what you 
     will need to be collecting. You want to get this set up before the reporting is due and if you will be getting the information    

     from someone else you want to let them know now what will be needed. www.surveymaine.com
6.  For All Grantees- Please Note:The following is a list of some of the key information that you or a designee must track: 
· 3a, b, c, d, e (Previous Out –of-School Time Services), 4 Other Source of Funding, 5bTotal # of Days Host School Open During Acad. Yr, 6a, b, c, d staffing-both paid and volunteers  8b and 8c, 9a, 9b. 9c, 10. 11 and 12 a b c d. - information from the school or school department  

· 5a, b, c, d, e  - site hours and weeks of operation 
· 7a and f, 8d  - accurate attendance records for the afterschool program 

· 7b and e, 8d (For 5th year grantees)  -  accurate attendance records for summer  .
· 14,  -15-all parts -  what services partners provide activities by category for summer and for afterschool 

· 16-all parts - activities by subject

· 17 a, b, c - Keep track of how many parents of LP students attend events. -  accurate attendance records for parent events. 

7.  For All Grantees:  Please check to see that your answers for the following questions are the same:
· 7d and 8a total 
· 8a-box 3 total must be same as 8d total all student attendees
· 8a-box 2 total must be same as 8d total regular students
· 10 total student attendees must be the same as 8a box 3
· 10 total regular student attendees must be the same as 8d total regular students

8.  For the November report complete only the following  SurveyMaine questions:

· *2a, 2b, 2c, 3a, 3b, 3c, 3d, 3e, and 4
· *Year 5 and Others who had an old grant with a summer program –On 2009 of your old grant -Enter summer data only for questions 5c, 5d, 5e, 6a, 7b, 8a, 8b, 8c, 8d 13, 14, 15, 16, 17 a, b, c, 
9.  For January’s report complete all parts of questions 2, 3, 4, 5, 6, 7, 8, 9, 10, 13, 14, 15, and 16.
10. For July’s report complete all parts of all questions.

11, Note: The information is cumulative for the January and July reports. 

· For Year 5 grantees January’s reporting period is July 1, 2008 through December 31, 2008.
· For new grantees the reporting period is Sept. 1, 2008 through June 30, 2009.

· For Year 5 grantees July’s reporting period is July 1, 2008 through June 30, 2009.
· For new grantees July’s reporting period is September 1, 2008 through June 30, 2009. 

12. Specific Questions:

· Question 2:  

2a.  The grade levels of school(s) attended by the students enrolled in your program are:

   
( Pre-K    ( K    ( 1    ( 2    ( 3    ( 4    ( 5    ( 6    ( 7    ( 8    ( 9    (10    ( 11    ( 12

(Please check the appropriate box for students who are in your program from that school.  If the school is K through 6 but you are only serving grades 4, 5, and 6 check only boxes 4, 5, and 6.  The corresponding box is before each grade level.)
2b.  What is the total school grade-level population from which your 21st students come?

(E.g. 150    students in grades 3-5)
Work Report & Sustainability Plan
November 21st Report:
1.  Work Report - all grantees complete the following information:

· Type in your grant name and town, person completing the report
· Check the date of the report.

· If you are adding any additional Goals please do that now.

· Enter the Indicators that will be used for the year. Indicators are what you will be using to measure outcomes. They need to be statistical, measurable and you must be able to have the information by the reporting deadlines particularly July 15th. Once listed, these Indicators stay the same for the grant year. 

· In the Indicator column under Goal 1 enter the following information:

· Site Code Names – List Abbreviation and then the full site name for each site.

· List Days and Hours of Operation for each site.

· In the Trimester Outcomes column under Nov. 15th Outcomes fill in the chart under #1 which will have your sites listed on the left and the # -All students in Program at that site, # of Low Performing students in the program, # Regular (30 day or more students) in the program, and # Regular Low Performing in the program. After you do this for each site put a grand total for each of those. 
· Note:  Year 5 Grantees must also:

1. Enter summer information in the Trimester Outcomes column for each of the goals. 
2.  Sustainability Plan for all grantees  

· This information gets entered on the Sustainability Plan form which is attached. Please keep a copy of this on your computer so you will have a blank one for the Jan. and July reports. 
· Enter the number of members on your Advisory Board and provide a listing of their names and what his/her role is in the community  (ie. Parent, teacher, principal, head of Chamber of Commerce, minister, youth/student, business owner, etc.)

· If you can also complete any other information on the form for this report that would be fine. 

January 15th Report

1.  Work Report - all grantees complete the following information:

· Type in your grant name and town, person completing the report

· Check the date of the report.

· In the Trimester Outcomes column under Jan. 15th Outcomes fill in the chart under #1 which will have your sites listed on the left and the # -All students in Program at that site, # of Low Performing students in the program, # Regular (30 day or more students) in the program, and # Regular Low Performing in the program. After you do this for each site put a grand total for each of those. 
· In the Trimester Outcomes - If the hours and/or days of operation have changed for any site complete  the Days and Hours of Operation for each site.

· In the Trimester Outcomes for each goal (1-4) list the name of the site in bold and underline it and list the outcomes.

2.  Sustainability Plan for all grantees  

· This information gets entered on the Sustainability Plan form.

· Enter the number of members on your Advisory Board and provide a listing of their names and what his/her role is in the community (i.e.. Parent, teacher, principal, head of Chamber of Commerce, minister, youth/student, business owner, etc.)

· Complete the other 7 areas of this plan. (strategy, financial goals, details for fees, fundraising, grants, partnerships and school support, other partnerships, program promotion/advocacy/marketing, other.    

3.  Sending in Reporting Information
· SurveyMaine summer information (for Year 5 and past grantees), Work Report, and Sustainability Plan, need to be mailed to your consultant:  Joan Martay, 49 Wellingon Rd., Portland , Me 04103 or

· Linda Huber, 20 Hoxie Hill Road, Orrington, Maine 04474 by the due date.

· Always keep a copy of all the reporting information for yourself
July 15th  Report
1.  Work Report - all grantees complete the following information:

· Type in your grant name and town, person completing the report

· Check the date of the report.
· Fill out the Final Year End Outcomes for every goal including the data chart under Final Year End Outcomes for Goal 1. Also list each site name and put the final year end outcomes for each of the indicators listed in column 2. 
· For Year 5 Grantees – complete End of Grant Questions.

· For New Grantees complete:
· Year End Questions.
· Proposed 09-10 Budget Pages checking for accuracy and correct details. 

· Add  grant name at the top of each page.

· Form 004 line 1A needs to equal the Total Expense amount on Form 005.

· Complete Form 005-Budget Expense Summary making certain to fill in the items under the 3 key areas;  Personnel Expenses, Equipment, and All Other.

· Complete Form 011-Other Expense Justification and take any expense listed on Form 005 on lines 3, 4, and 7-19 and explain what this expense if for, line by line.

· All grant funded personnel must be listed on Form 007. Do not list them under “Other Expenses.”

·  Debarment Form – must fill in Vendor Name, PO# if there is one. Date it and have it signed with the name and title of the authorized person.
· Payment Schedule – must be filled in, signed and dated.
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