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Increased Learning Time: Beyond the Regular School Day: 
Comprehensive Planning Template for Community-Based and Nonprofit Organizations
Community-based organizations (CBOs) and other nonprofit organizations operating academic out-of-school programs can use these planning templates to asses their level of implementation in key areas of responsibility. Technical assistance providers can be helpful in supporting this review. This template can help CBOs translate the recommendations of the IES Practice Guide Structuring Out-of-School Time to Improve Academic Achievement into action, encourage systematic identification of existing strategies or gaps, and establish a coordinated and coherent approach to refine out-of-school programs including before- and after-school programs, summer schools, and weekend programs. This template provides guidelines that users might want to adapt for their particular context.
	Area of Community-Based Organization Responsibility
	Current Status

	Next Steps

	
	Already in Place
	Not Feasible/ Inappropriate
	Potential Areas to Develop
	

	A.  Leadership

1. The executive director or leadership team conduct a needs assessment of the community to explore the out-of-school academic services in place and additional services needed by families in the community.

2. The executive director meets with local school principals to explain their organization’s mission and vision and how the program can support the school in meeting schoolwide goals.

3. The executive director and leadership team design and implement a communications plan to recruit students through neighborhood venues and local schools.

4. The executive director seeks support and resources from local businesses to broaden the scope of an existing program or to provide additional resources to students (e.g., finding field trip locations, inviting community leaders to be guest speakers, and recruiting volunteers to assist with the program). 
	
	
	
	

	B. Setting Standards and Expectations for Improvement
1. The executive director clearly communicates the standards and expectations for the out-of-school program’s academic activities with staff and all stakeholders, including the local school principals, teachers, counselors, other school-day personnel, neighborhood familes, and other partners.
2. Program instructors collaborate with the local school principal and teachers to learn about the local standards, school curricula and programs, and needs of students (both academic and social) enrolled in the program.

3. Program instructors clearly explain the standards and expectations to youth to ensure they know what is expected of them.
	
	
	
	

	C. Ensuring the High Quality of Staff
1. The executive director hires instructors who meet the qualifications set by the organization and can interact well with youth.

2. Program instructors represent a balanced variety of vocations, from certified teachers to paraprofessionals to youth development workers.

3. Program instructors reflect the ethnic backgrounds of the students served. 
4. The organization provides professional development resources for staff working with youth.  
5. The organization has clear expectations and a clear plan for reviewing and improving staff performance.
	
	
	
	

	D. Communicating with the School

1. The program instructors collaborate with school-day teachers to encourage student enrollment and regular attendance.

2. The program instructors have representation in school groups, such as the Leadership Team, PTA, and other school councils.
3. Program instructors are well-known to teachers and participate in school staff meetings.

4. The out-of-school program invites school-day teachers to participate in staff meetings.

5. The program provider partners with the school on events such as the school open house, student performances, and family nights. 

6. Program instructors use surveys, focus groups, and informal conversations to solicit feedback from school-day teachers about how to better support what students learn during the day.
6. Program instructors can clearly articulate how the academic portion of the out-of-school program aligns with what students learn during the day and how the enrichment and recreational portions of the day help students build other essential skills.

7. The program provider invites school day staff to participate on the program advisory committee.
	
	
	
	

	E. Encouraging Use of Research-Based Practices
1. The program provider offers professional development opportunities about research-based instructional strategies.

2. Program instructors collaborate with school staff to align the program with the school day to facilitate school improvement efforts and meet students’ needs. 

3. Program instructors collect feedback from parents/legal guardians to ensure the program meets families’ needs.

4. Program instructors work with the school to track students’ attendance during the regular school day and to promote regular school-day and out-of-school program attendance.
5. Program instructors regularly assess students’ ability level and identify targeted academic interventions tailored to their needs.

6. Program instructors work with school day staff  to identify individualized instruction strategies (e.g., tutoring, small-group activities, computer-assisted instruction) to use in academic interventions.

7. Program instructors incorporate innovative and engaging instructional strategies to spark students’ interest and promote their educational aspirations. 
8. Program instructors create and implement an evaluation plan to assess program impact on students enrolled.
	
	
	
	

	F. Tracking Implementation and Progress

1. Experienced coaches routinely observe program implementation and review student data to identify progress and areas for improvement, which is then discussed with all staff.

2. Program instructors share student assessment data the out-of-school program has collected with classroom teachers, and the school reciprocates. The information is used to help individualize student instruction and needs.
3. The program provider allocates resources for designing and conducting program evaluations.

4. The program provider  allocates resources for the analysis, interpretation, and dissemination of the program evaluation results.
	
	
	
	

	G. Engaging Families and the Community
1. The program provider works with school staff to identify students who may benefit from the program’s targeted academic support and social programming and to inform their parents.
2. Program instructors participate in school fairs, family nights, and other events to introduce families to the out-of- school program. 
3. School teachers are well informed about the program and can address parents’ questions.
4. The program hosts family nights (e.g., literacy nights, game nights) to help familiarize families with the program and to encourage their children to attend.
5. The program facilitates campaigns to increase community support (e.g., to raise awareness and recruit volunteers). 
6. Family and community members are invited to participate on the program advisory board.
	
	
	
	

	H. Facilities, Materials, and Resources
1. If the program occurs off-site, the building meets safety standards. 

2. If the program occurs at a school, program and  school-day staff have identified all school facilities and equipment that may be shared with the program.

3. The program collaborates with the school to gain access to tools that facilitate tracking and analyzing student data.

4. Program instructors are invited to attend school meetings to discuss supporting students during the out-of-school program hours. 
	
	
	
	

	I. Sustainability
1. The executive director creates a sustainability team to apply for additional funding, leverage existing funding, and create community partnerships to support the out-of-school program. 
2. The sustainability team creates a long-term plan that analyzes current resources and gaps so they can target specific funding streams.
3. The sustainability team invites stakeholders, community members, and leaders to visit the program to engage with the youth and develop support for the program.
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