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Professional Development Plan

Directions: This form can be used to develop professional goals and professional
development strategies to help staff members achieve identified goals. Use it in
multiple ways. Perhaps encourage staff members to reflect on possible
performance and development goals and complete this form together, or have
program leadership complete this form for staff members and then review and
revise it together. Staff members should be given the opportunity to update their
professional development plan at the end of each program cycle or about every
six months, and their plans should be included in performance reviews to monitor
and develop staff members’ capacity in their role.
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Employee Name:

Employee Position Title and Group/Area:

Supervisor Name:

Supervisor Title:

Date Completed/Date of Next Review:

What? Why? How? When?

Developmental Goal Reasons for Goal Strategies/Resources to Achieve Goal | Target Date
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Examples of strategies to achieve goals:

Attend an afterschool and expanded learning conference

Take a class at a university or accredited institution

Attend a training course or a course in a specific academic content area
Meet regularly with colleagues to discuss teaching and learning

Visit other afterschool and expanded learning programs

Subscribe to a journal or newsletter to stay current on research and activities
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Sample Policies and Procedures Table of Contents

Directions: Use this sample table of contents to guide the development of your

pevelop

policies and procedures manual or handbook. You may decide to use all or some
of the policies and procedures listed here, and you may decide to add policies
and procedures specific to your program. Make sure your handbook is available
in multiple formats (online and in print), at all of your locations, and in the
languages spoken in your program.

Facilities Policy: To ensure a safe and secure environment that adheres to local
building codes and licensure requirements
FaCIlitieS ProCEAUIES ......cceuiieeeiiiiiitieireeireeereenettnneerennerenserensessnssrasserasserensssensesenssssnssssnssesanssssnsesensssnnn pg XX
Safety/Security
Indoor/Outdoor Maintenance
Emergency
Licensure
Weather Conditions
Special Facilities Procedures (e.g., pools, computer labs, gymnasiums)

Fire Escape Procedures

Development Policy: To secure diversified funds and goods for programming, to convene and respond to
stakeholder groups, and to disseminate information broadly
DEVelOPMENT PrOCEAUIES....cccuiiiiieeiiirieetireeettteneesttsnesestesnsssstesnsssssesnsssssesnsssssesnsssssesnsssssennssssssnnsnsnes pg XX
Board Stewardship
Fundraising
Communications
Reporting

Conflict of Interest
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Accounting Policy: To uphold accounting practices to the highest standard and within the specifications of the

designated business model/tax code

ACCOUNTING PrOCEAUIES ....ccuuiireienieiriiueerreneeesteneseereenasesrenssssseensssssesasssssennsssssennsssssennsssssensssssnensssssnennnes

Internal Controls

Financial Planning

Reporting, Revenue/Accounts Receivable
Expense/Accounts Payable

In-Kind Contributions

Asset Management

Staff/Personnel Policy: To hire and retain staff members without bias and in the interest of their professional

development

Staff /P ErSONNEl PrOCEAUIES.....ccuuuiriieeriirieneeierereneiereressieressssisresssssssesssssssenssssssenssssssenssssssensssssssnsssssssnsnes

Recruitment/Hiring
Background Checks
Supervision

Promotion
Salaries/Benefits
Leave/Vacation

Staff Member Dismissal

Substitute Procedures

Program and Participant Policy: To be equitable in the recruitment, enrollment, and retention of participants;
to promote the strengths of each participant and to offer high-quality programs where youth can learn and

develop

Program and Participant ProCeAUIES .........cciueeiiiiieiiiiiieieiiiinieiiisneesiesnesestisnssestennssessennsssssennssssssnnsnssns

Enrollment/Wait Lists
Participant Inclusion
Attendance
Activity Planning and Implementation
Medical History and Intervention
Behavior Supports and Management
Discipline
Mandated Reporting
Transportation

Pick-Up and Dismissal

Bus Policies

Field Trips
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Data and Evaluation Policy: To use evaluation studies and participant data ethically in program improvement
efforts and for research

Data and Evaluation ProCeAUIES........cccveeeiiieeeiiiieeieitreeerreneenesteenssessennssessennssessennssessennsssssennsssseennnssnns pg XX
Data Use
Data Storage, Security, and Sharing
Privacy and Guardianship
FERPA
Family Consent/Youth Assent for Surveys and Other Data Collection
Reporting
External Relations/Liability Policy: To protect the organization/program, staff members, and participants
from potential harm or exposure

External Relations/Liability PrOCEAUIES ......cccciveieeeueeiiiieiiieieeeeerreiereeeeenenssesssesseeeesassssssseseseesssnssssssssenanes pg XX
Social Media
News Media
Advocacy
Consent (e.g., photo, information)
Other Employment
Conflict of Interest

Intellectual Property
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Sample Interview Questions

Directions: The lists below contain examples of questions you may use when

pevelop

interviewing candidates. This is a comprehensive list, so select the questions that
best fit your needs. An interview should include about 10 good questions with
some prompts and opportunities to elaborate.

Tips for a Good Interview

e Start by introducing yourself and the program. Explain the job in greater
detail.

e Ask a couple of general questions about why the candidate is interested in
the job and his or her background and experience with youth.

e Include several questions that allow the candidate to reflect on his or her strengths and what he or she
can bring to the program.

e Make sure your questions are open-ended and that they allow room for elaboration.
e Be sure to leave time for the applicant to ask questions, too.

e If you are interviewing more than one person for a position, be sure to ask all candidates the same
questions.

e End the interview by providing information about your process (e.g., how many people you are
interviewing, how many rounds of interviews there will be, and when you expect to make a decision).
Questions About Background and Experience
1. Why are you applying for this job?
2. Tell us about your experience working with young people.
3. What previous experience have you had working in afterschool and expanded learning programs?

4. What do you think are some of the most important qualities of a youth development staff member in
an afterschool and expanded learning program?

5. What are your short- and long-term career goals?
6. What do you like about working with youth?

7. Canyou describe a challenging work situation and how you handled it?

Questions About Personal Qualities
1. What do you consider to be your greatest strengths? Weaknesses?
2. What motivates you to put forth your greatest effort?
3. What two or three accomplishments have given you the most satisfaction? Why?

4. What kind of work environment are you most comfortable in?
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How do you work under pressure?
What two or three things are most important to you in your job?
What contributions do you see yourself making to this job?

Can you describe a time when you have had to work in a team? How did you make that a successful
experience?

Describe your working style.

Questions for Candidates for Leadership Positions

1.

2.

How would you describe your management style?

Tell us about your experience:

a. Supervising staff

b. Coordinating program schedules
c. Planning programs

How would you go about building relationships or partnerships with the community? Local
businesses? Local government? Other programs? Schools?

Give us some examples of things you would do to make families feel welcome at the program.
How would you go about planning programming for the school year? For the summer?

What two or three things are most important to a successful afterschool and expanded learning
program?

What qualities would you look for in staff?

Questions for School-Based Programs

1.
2.

3.

How would you go about building a relationship with your principal? With school faculty?
What do you see as the role of an afterschool and expanded learning program in a school setting?

How can an afterschool and expanded learning program support what goes on during the school day?

Questions for Potential Activity Leaders

Many programs look for staff members to offer classes or activities. These people may be volunteers, teachers
at the school, or employees of other agencies. You can use the following questions for these interviews:

1.
2.

Describe the class or activity you can offer.

What do you hope participants will gain from your class or activity? What skills do you try to help
youth develop?

How do you incorporate opportunities for youth to have leadership in your program?

How do you build a sense of community in your program? What do you find works best to promote a
positive environment in your program?

Tell us about a challenging experience in your program and how you handled it.

Why do you like working with youth? With adults?
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