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Introduction 
 

 
This document serves as the Standard Operating Procedures for school based Out-of-School Time (OST) 
Programs. School based OST Programs are those that take place in a Community School, School District of 
Philadelphia Managed School, Charter School, or Parochial School. 

 
School based OST programs will serve students in Kindergarten through 12th grade in the City of Philadelphia. 
In alignment with the School District of Philadelphia’s Goals and Guardrails, programs will focus on: 
 

o Social Emotional Learning 
o Literacy 
o College and Career Preparation 
o Athletics 
o Creative and Performing Arts  

 
During the 2021-2022 School Year OST programs will:  
 

o Deliver a comprehensive program that creates a welcoming environment for all in alignment with 
School District of Philadelphia’s Guardrail 1: Welcoming and Supportive Schools; 

o Provide academic enrichment in the areas of arts and athletics in alignment with School District of 
Philadelphia’s Guardrail 2: Enriching and Well-Rounded School Environments; 

o Provide the support services necessary to equitably accommodate all students;  
 
The procedures outlined in this document were constructed using standards and information from the 
Philadelphia Department of Public Health, the Office of Children and Families, and the School District of 
Philadelphia. This document is meant to serve as a comprehensive and comprehendible guide for hosting 
school-based OST programs. Its standards are designed to be consistent across all locations. It is each 
individual program and provider’s responsibility to understand and enforce the SOP and related public health 
guidelines with fidelity. As public health guidelines are updated and evolve, OCF OST providers are expected to 
keep themselves updated and maintain compliance. 
 
The contents of this document are subject to change at any time. Changes may include, but not be limited to: 
programming requirements, reimbursement rates, data entry, and compliance activities. Providers will receive 
notices of change to the SOP via email from ost@phmc.org. 
 
A copy of this most current version of this document should be kept accessible on-site at all times 
 
 
 
 
 
 
  

mailto:ost@phmc.org
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School Year Program Overview 

 
Calendar, Hours and Models 

Providers are expected to operate in-person for SY22 as follows: 
 

Program Dates:  
Start date – September 8th, 2021 
End date –  June 14th, 2022 
Providers should follow the calendar of their host school for open/closed days 
 

Program Hours:  
Five days per week starting at school dismissal with programs completely dismissed by 6:00 PM 

If the school in which the program is based has a daily dismissal time that present a challenge to the 
implementation of the OST program hours, providers must submit a request for approval of an 
alternative schedule to PHMC.  

Program Models: 
Elementary School Model – Kindergarten through 5th graders 
Middle School Model – 6th through 8th grade youth 
High School Model – 9th through 12th grade youth 

 
Enrollment and Registration Process 
 
OST Providers will manage the enrollment of students. All school-based OST participants must be students 
enrolled at the school where the program is contracted to occur. Restrictions to enrollment are in support of 
public health measures to mitigate the spread of communicable diseases. Providers will not be able to bill for 
students who do not attend the contracted school. A principal may give a non-Community School provider 
written permission to use up to 10% of their slots to serve students who to do not attend the school. Written 
permission must be sent to PHMC and OCF. Enrollments must align with the approved grade ranges for each 
program model listed above, unless a Model Adherence Waiver is approved (see relevant section under 
Compliance). There is no citywide centralized enrollment. OST programs are limited in size and often fill up 
with return families. In order to facilitate broader access, the following enrollment practices will be in place: 
 

o OST Providers should ensure 50% of their slots are filled by students referred to them directly by the 
school. 

o OST Providers may fill the remaining 50% of their slots through other referrals and outreach activities 
within the school student population. 

o All programs, all school year, should use their school staff as a referral base for spots as they open up.  
o OST providers should work with school staff to identify students who are involved with the child 

welfare system. Those students should be part of the priority referral process and followed up with 
throughout the year. 

o Providers are expected to fill 100% of their slots by the end of September 2021 and maintain full 
enrollment for the school year. 

o Providers must make programming available to all grade levels in their program model. 
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Role of OST Provider  

Programming will require many individuals to provide support in order to ensure a robust, meaningful, and 
safe learning environment for all students. Each school-based site in which a provider operates will need one 
(1) Site Director. Please refer to the section of this SOP on Program Administration, Staffing, and 
Compensation for additional requirements. Each school site will have an assigned Office of Children and 
Families Program Liaison. Program Liaisons are the main point of contact for provider program challenges. 
Program Liaisons will be contacted if a school leader needs assistance with navigating relationships with OST 
partners. 

OST Staff will be responsible for the following: 

o Provide programming for students after the conclusion of the academic day until 6:00pm 
o Facilitate transitions to program and dismissal using sign in sheet process  
o Daily outreach to parents to ensure regular attendance 
o As needed, support with conflict resolution and problem solving for students  
o Communicate with teachers of enrolled students to share any social emotional needs and provide 

proactive and responsive supports  
o Utilize youth development expertise and content to support implementation of enrichment activities in 

the afternoon  
o Prepare and plan afternoon activities for various weather conditions indoor and outdoor 
o Facilitate digital enrichment activities in the case of closure  
o Ensure all health and safety protocols are followed  

Community School Providers 

OST providers are contracted to serve each of the 17 Community Schools. Community School OST Providers 
must actively participate in the following: 

o Monthly core partner meetings with Community School Coordinators, Attendance Case Managers, and 
Truancy Teams 

o Meet with Community School Coordinator and Attendance Case Manager no later than September 1stt 
to provide recruitment materials and develop outreach plan for school year.  

o Pursue and receive referrals from Community School partners including but not limited to Attendance 
Case Managers, Truancy Teams, and STEP Social Workers 

o Attend monthly school partner meetings 
o Regularly share enrollment and attendance lists with Community School Coordinators 
o Elementary Community School OST providers will participate as a Philly Reading Coaches (PRC) sites 

enrolling at least 20 kindergarten through 3rd graders and working with volunteer readers and being 
responsive to PRC staff. 

 
Charter and Parochial School Providers 

OST providers contracted to serve charter and parochial schools must bring any distinct needs or requests of 
their schools to the attention of OCF and PHMC. For example, significant differences between their school 
calendar and the School District of Philadelphia’s calendar or COVID-19 mitigation efforts and policies.  
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School District of Philadelphia Providers: OCF Memorandum of Understanding  
The School District of Philadelphia and the City of Philadelphia maintain a Memorandum of Understanding 
(MOU) that guides the work between OCF-funded OST providers and School District managed schools. The 
MOU and this section of the Standard Operations pertain to all OCF funded OST providers that operate inside 
a District managed school, including Community Schools. The MOU and its requirements are described below. 
All providers must be compliant and well versed in the requirements. 

  
OCF funded OST providers must: 

o Possess compliant liability insurance listing the School District of Philadelphia. 
o Submit clearances for all staff and receive approval prior to staff beginning to work on site (Process in 

development). 
o Submit EH45 facilities form. 
o Comply with all food services requirements including submission of meal requests. 
o Work with school Principal to complete a Site-Based Collaboration Plan. Both the school’s Principal and 

the OST provider will keep a copy of this site-based plan on file. The OST provider will submit a copy of 
the site-based plan to PHMC.  

o Work with the school to identify ways the OST provider can contribute to meeting school objectives 
(e.g., school report card targets, school improvement action plan goals). 

o Obtain Principal approval for any special events and seek the Principal’s approval at least two weeks in 
advance.  

o Work with school staff to identify, engage and recruit students most likely to benefit from participating 
in OST. 

o Leave space used for program in the condition found, or better; the OST Provider shall notify the 
school’s Principal in writing immediately following program if the OST provider finds its space in an 
unacceptable condition for any reason, including damage done by OST provider staff.  

o Provide the school’s Principal with weekly OST program attendance reports no later than one (1) 
business day after the end of each week. 

o Determine how the Principal would like to receive individual student updates and comply with 
mutually agreed upon schedule.  

o Provide a written safety and security plan prior to program beginning, outlining how the OST provider 
will manage student sign-in and sign-out daily, procedures for travel to and from restrooms, 
procedures for handling late student pick-ups, trip policies and procedures, including field trips. 

o Provide Principal with a list of all OST program staff and update this list within two (2) business days 
after any staff change. 

o Support school staff during early closings due to inclement weather by immediately contacting parents 
and guardians to make necessary and appropriate arrangements to pick up students at school 
dismissal. OST providers will also include inclement weather procedures in OST communications to 
parents of participating students. 

o Create program calendar and share on mutually agreed upon platform. 
o Meet with school Principal to discuss program progress and to address any concerns.  
o Notify the Principal, immediately, of any incidents that occur during program time.  

  
School District of Philadelphia Managed Schools with OCF funded OST providers shall:  

o Identify reasonable space conducive for learning for the OST provider’s activities, which will include 
classrooms and access to the gymnasium(s) and cafeteria, according to the number of students 
enrolled in the program at the school.  

o Be in receipt of clearances for all OST staff via School District Office of Records. 
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o Designate a desk space for school hours and secure storage space for the OST provider.  
o Provide all snacks or meals to which students are entitled and eligible.  
o Assist the OST provider in identifying, engaging and recruiting students most likely to benefit from 

participating in the OST programs. 
o Ensure that school building staff regularly clean and maintain space and facilities used by OST 

provider’s summer or after school program, including trash collection.  
o Notify the OST provider at least forty-eight (48) hours in advance in the event that the School District 

needs the space normally used by the OST and identify and alternative space. 
o Communicate any relevant attendance or behavior issues of students enrolled in the OST program and 

when necessary work reasonably and cooperatively with the OST provider to support improvements in 
such students’ attendance or behavior. 

o Include the OST program in the safety portion of the school’s action plan and provide the OST provider 
with the school’s shelter-in-place and fire emergency plans. 

o Provide the school’s Principal with a written weekly schedule for program, no later than two (2) 
business days prior to the beginning of each week.  

o Agree to meet at least monthly to discuss program progress and to address any concerns.  
o Allow OST provider to request in writing reasonable access to spaces such as the cafeteria, the 

gymnasium, the library, the auditorium, etc., as needed. 
o Include OST provider staff in any of its training sessions and staff meetings deemed likely to enhance 

the work. 
  
If a school Principal requests a provider is terminated from work at their school, School District officials and 
OCF leaders will determine if the termination will be granted.  
  
Delivering OST programming inside schools is deeply valuable to all parties involved. Providers must pay great 
attention and comply with all requirements outlined above in order to maintain the working relationship. 
 
Program Space 
As articulated in the School District MOU, OST providers will have designated space to be used for storage and 
classroom access that matches the number of groups they serve. Providers must request access to shared 
common spaces like the cafeteria, gym, and auditorium if applicable. Spaces must be cleaned up, program 
supplies put away, and instructional items should not be displaced. Providers should develop a housekeeping 
checklist to establish a shared agreement with instructional staff about how classroom materials are used and 
put away. The checklist should be mutually agreed upon and completed each afternoon. 
 
SDP/OCF Site Specific Collaboration Plan  
All OCF OST programs operating in any school setting are required to develop a Site-Specific Collaboration Plan 
(“Collaboration Plan”) with each school they are assigned to serve. The Collaboration Plan is an opportunity 
for school staff and OST partners to establish a shared vision for the partnership and clarify partner and school 
expectations. Copies of the Collaboration Plan should be kept on site and revisited regularly throughout the 
program’s duration to ensure that your program and the school continue to be on the same page. The 
Collaboration Plan may be updated at any time by mutual agreement.  A template for the Collaboration Plan is 
included in the Appendices.  
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Programming Policies and Procedures 
 
Professionalism 
OST providers are expected to maintain a high standard of conduct as role models for all participants and as 
representatives of their own organizations and the Office of Children and Families. Providers should establish 
and maintain a level of mutual respect with school staff and families.  
 
Inclusive Programming 
Providers must consider reasonable accommodations to make OST programming accessible to children with 
IEP’s or who have otherwise been identified to have a disability. Providers must engage in discussions with 
SDP and the child’s parent or guardian to determine if reasonable accommodations are necessary to safely 
include a child in OST programming. If, as a result of these discussions, it is determined that the Provider 
requires a specialized approach to serve the child safely, the Provider must immediately communicate this 
need to the family and engage them in developing an inclusion plan that meets the needs of their child. If this 
plan requires additional resources, the provider must notify their assigned Program Liaison. The Program 
Liaison will convene a meeting with PHMC and OCF to help the provider determine what reasonable 
accommodation and supports can be offered. Where consultation between the provider, PHMC, and OCF is 
required, all parties will ensure that meetings occur expeditiously and that decisions are made promptly to 
minimize disruptions in services to children.  
 
Positive Behavior Supports & De-escalation  
A positive, welcoming classroom environment is the best prevention for behavioral challenges. OST staff 
should include students in creating shared norms for the classroom community (e.g., Be Respectful, Be Safe, 
Be Kind), and should utilize positive behavior management strategies to support pro-social behavior. As a 
general rule, each student should receive some form of behavior-specific, individual positive 
acknowledgement at least 3 times per day, and positive feedback should outweigh corrections by a ratio of 
5:1.  
 
Staff can also help ensure a positive environment conducive to learning by creating a sense of community and 
emphasizing social-emotional learning skills like self-regulation and communication. Community Meeting is 
one way to teach and reinforce these skills and support a sense of community. When students do become 
escalated, staff should utilize de-escalation strategies, including acknowledging the students’ feelings, 
respecting personal space, avoiding challenging questions, and allowing time for decisions.  
 
OST provider staff should follow the below steps when addressing consistent disruptive behavior/behavioral 
problems that impacts a child’s participation in OST programming: 
 

1. Site staff should address the behavior and document it.  
2. If problems persist, site staff should consult with parents/guardians. 
3. If OST provider is still limited in their ability to safely accommodate a child after completing steps 1 and 

2 above, they should contact their OST Program Liaison and submit this form 
https://www.cognitoforms.com/DHSOST1/ChildsNeedsWorksheet.  

 
The Office of Children and Families will escalate the case via the Childs Needs Worksheet (linked in step 3 
above) and provide feedback on next steps 
 
Children will not be permanently dismissed from program by OST providers. OST providers should work to 
provide accommodations. 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cognitoforms.com%2FDHSOST1%2FChildsNeedsWorksheet&data=04%7C01%7CCarys.Davies%40Phila.gov%7Ce7be295755d74eba86a608d876837fd9%7C2046864f68ea497daf34a6629a6cd700%7C0%7C0%7C637389654438052649%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=5WUlp%2Ffb0apdpzb6jINJivTyu3pM7xRUKts72yTtJV0%3D&reserved=0
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Attendance 
 
Attendance information will need to be entered into Cityspan on a daily basis. The OST provider is required 
to enter daily attendance information into Cityspan each day by 8:00 p.m. Providers must adequately support 
this daily activity; this may include identifying technology solutions, identifying specific staff responsible for 
this activity, budgeting for staff hours, and ensuring the security and integrity of both paper and on-line data.  
 
Attendance data in Cityspan must match the information recorded on the sign in sheet.  In certain cases, to 
confirm the validity of the attendance entered, an attendance audit may be completed. The audit may include 
both summer and school year dates. Dates being audited will not be communicated in advance. Programs are 
subject to full audits where attendance audit findings reflect a high error rate. To conduct the audit, Contract 
Specialists will validate daily attendance and sign-in/out sheet entries. The focus will be on verifying an 
individual youth’s attendance for an entire month.  
 
Absences  
OST providers must work with school staff to ensure that no students are attending OST program but not 
attending the academic portion of the day. Youth who do not attend the academic portion of the day may not 
attend OST.  
 
Any student absent from program for an unknown reason must be called by OST program staff. OST program 
staff must check in with school staff to determine if the student was absent from the academic portion of the 
day as well. OST program staff must determine barriers to student attendance and work to resolve those 
barriers in an effort to reengage the student and prevent truancy. 
 
Site Closure due to Health or Safety Issue 
Providers that experience an interruption in services due to a multi-day or week closure or quarantine of their 
school must report that occurrence to PHMC and their OCF Program Liaison within one business day.  This 
notification must be in writing (email is acceptable) to the site’s assigned PHMC Contract Specialist and 
Program Liaison and include details regarding the cause and length of the closure. The program must also 
respond with a proposed plan to deliver daily virtual programming until the school reopens.  PHMC will 
respond within no more than one business day with approval and or feedback on the plan. Exceptions to fee 
for service attendance requirements will not be made during closures. 
 
Field Trips 
Providers are permitted to host field trips for students. Trip information including date, destination, and 
schedule should be shared with the Program Liaison at least two weeks in advance. 
 
Field trips must occur in accordance with Public Health guidelines. The Philadelphia Department of Public 
Health’s parameters around field trips, including transportation, can be found within the PDPH’s school 
guidance: https://www.phila.gov/programs/coronavirus-disease-2019-covid-19/guidance/guidance-
documents/schools-guidance/ 
 
Field Trip Consents 
All students participating in an OST sponsored field trip must have a signed and up-to-date emergency 
contact/parental consent form/permission slip. Providers planning specialized activities requiring additional 
consent beyond the generalized field trip consent form must collect additional consent through a waiver 

https://www.phila.gov/programs/coronavirus-disease-2019-covid-19/guidance/guidance-documents/schools-guidance/
https://www.phila.gov/programs/coronavirus-disease-2019-covid-19/guidance/guidance-documents/schools-guidance/
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outlining the activity and releasing the organization, School/School District, and OCF from any liability. All 
consents and/or waivers MUST be collected before a student is able to participate in a field trip on or off site.  
 

Program Content and Delivery 
 
Social Emotional Learning 
Providers will implement the Second Step SEL curriculum. Second Step offers a research-based SEL 
curriculum for OST staff to help young people learn the following SEL skills: community-building, empathy 
and kindness, emotion management, and growth mindset. Developmentally appropriate, engaging 
activities emphasize creativity and youth choice through play, arts and crafts, and games. The Second Step 
OST curriculum is aligned to CASEL (Collaborative for Academic, Social, and Emotional Learning) ESSA 
aligned core SEL competencies: self-management, social awareness, relationship skills, self-awareness, and 
responsible decision-making. Delivery of Social Emotional Learning is intended to align with the School 
District of Philadelphia’s Guardrail 1: Welcoming and Supportive Environments.  
 
An OST provider that wishes to use an alternative curriculum must receive written approval for its use via 
their Program Liaison. Curriculum must be aligned with ESSA.  

 
Structured Activities  
 
OST providers will be required to integrate the following content areas into their structured activities based on 
the age and stage of their participants: 
 

• Early Literacy Practices 
• High School Transition and Career Awareness 
• Career Preparation 

 
The content areas above must be embedded into hands-on and engaging structured arts and athletics 
activities. OST structured activities are to complement the School District of Philadelphia’s vision that every 
student will have a well-rounded education with co-curricular opportunities, including arts and athletics, 
integrated into the school experience.  

 
Structured Activities by Model Requirements 
 
Elementary School Model: Early Literacy Practices 
 
Overview: The Elementary School Model requires providers to offer engaging and dynamic activities that 
embed early literacy strategies into their program delivery. Early literacy strategies include independent 
reading time and read aloud. Practices should be integrated into elements of structured activities in fun and 
exciting ways that inspire reading motivation. 

The early literacy content area must be woven into elementary school model programs. The following is 
expected of all elementary school providers: 

• Embed read aloud and independent reading into elementary OST model  
• Incorporate culturally relevant text in structured activities in the elementary OST model 
• Demonstrate literacy rich environments that increase reading motivation 
• Create environments that do not feel like school 
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Outlined below is an overview of the goals, objectives, activities, key performance indicators, and outcomes 
tied to the Elementary School Model. Providers should work to retain the same youth for a full school year of 
programming. 

Elementary School Model - General 

Goal 
• To help youth make gains in their motivation to read.

Objectives 
• Engage youth in activities that increase their motivation to read.
• Provide programming that is fun, engaging, and integrates literacy.

Activities 
• Incorporate read aloud or independent reading into group/family time four times per week for 30 minutes

a day. 
• Deliver structured literacy-inspired activities related to Creative and Performing Arts, Athletics and Health,

and/or STEM. 
• Produce culminating events that allow participants to share and celebrate their learning.
• Incorporate literacy into the program environment via materials and equipment.

Key Performance Indicators 
• 90% of enrolled youth will participate in independent reading or read aloud four times per week for 30

minutes a day. 
• 90% of enrolled youth participate in three to five culminating events per school year and one culminating

event during the summer attached to their structured activities. 
• 90% of enrolled youth will participate in structured activities four days per week that integrate culturally

relevant, content rich and fun books in one or more of the following areas: 1) Creative and Performing Arts 
2) Athletics and Health and 3) STEM.

• Participants attend program 90% of the model target time of four days per week, two hours per day.
• 80% of youth show increase in reading motivation reported via Me and My Reading profile results.

Outcomes 
• Youth show increase in reading motivation.
• Youth consistently attend programs four days or more per week.

Middle School Model: Career Awareness and High School Preparation 

Overview: The Middle School Model providers successfully engage and retain middle school youth. Programs 
embed career awareness and high school transition strategies. High school transition is of importance to the 
School District of Philadelphia. Practices should be integrated into structured activities that are interactive and 
hands-on and that allow for exploration, skill building, and planning for the future.  

The developmental needs of youth in grades 6 to 8 require a shift in approach from methods used with 
younger youth. Keys to retaining middle school youth are opportunities to socialize and try out new and 
developing identities in a safe environment (Deschenes et al., 2010). In Philadelphia, the high school 
application process can be complex and daunting. A high level of engagement, attendance, and solid 
completion of coursework best position middle school youth to get into a high school that matches their 
interests and family needs. However, many youth and families do not know how to navigate the application 
process. City of Philadelphia OCF expect OST providers to be the vehicle that helps middle school youth not 
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only become familiar with the application process but also understand that 6th, 7th, and 8th grade engagement 
and success are critical. Providers should aim to retain the same youth for a full school year of programming. 

Outlined below is an overview of the goals, objectives, activities, key performance indicators, and outcomes 
tied to the Middle School Model and its content area. 

Middle School Model - General 

Goal 
• To help middle school youth increase their awareness of career paths that they are interested in and 

passionate about, and to increase their preparedness for transitioning to high school. 
• To support middle school youth as they form their identity, cope with developmental changes, and navigate 

school transitions. 

Objectives 
• Youth participate in high school transition planning activities that use age-appropriate approaches to explore 

and map multiple high school selection options/plans that match their future educational and career 
interests. 

• Youth explore and identify their strengths and interests and related careers, with special attention to the 
variety of careers in creative economy, sports industry, and STEM. 

Activities 
• Produce culminating events that allow participants to share and celebrate their learning through creative 

and performing arts, athletics, and STEM. 
• Provide workshops, clubs, and activities that demonstrate pathways to careers in the creative economy, 

sports industry, and STEM. 
• Create content and regular, ongoing activities and workshops that explain the Philadelphia Public School, 

Charter School, and Private School high school application process, including admissions requirements, 
extra-curricular activities, locations, and graduation rates; support admissions activities such as visits, essay 
writing, and shadow days; help participants create timelines and deadlines; engage parents in the selection 
and application process; and utilize the Great Philly Schools High School guide or other locally produced 
guides vetted by the School District of Philadelphia to support school selection. 

• Hold an annual Career Day for all enrolled youth. 
• Integrate career exploration into structured activities. 
• Provide opportunities for youth to participate in industry tours and/or career shadowing.  

Key Performance Indicators 
• 90% of participants attend at least one industry tour related to structured activity focus area (creative and 

performing arts, athletics and health, or STEM). 
• Participants attend program 85% of the model target time of three days per week, two hours per day. 
• 90% of 7th and 8th graders participate in high school application process and prepare applications for at 

least five public high schools and/or charter/private schools. 

Outcomes 
• Increase middle school youth awareness of educational and career pathways related to their strengths and 

interests. 
• Increase middle school youth awareness of the connection between their high school success and future 

opportunities. 
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High School Model: Career Preparation 
 
Overview: High School Model providers offer dynamic and engaging activities that embed career preparation. 
Career preparation should be integrated into hands-on and interactive structured activities that foster deeper 
understanding of career pathways, career and college options, and development of personalized post-
secondary plans. Structured activities should support learning about the careers in the creative economy, 
sports and health industry, and STEM sectors. 

High school students will participate in OST programs that reflect their interests, create courageous spaces, 
and help them prepare for life after high school. The high school model emphasizes career preparation 
activities with work experience during the summer. Providers of this model are expected to provide a year-
round experience focused on career preparation. Providers will retain the same youth for a school year and 
move into Summer WorkReady. 

Providers will participate as a contracted provider in the Philadelphia Youth Network (PYN) WorkReady system 
to offer summer work experience to enrolled youth.  

High school youth need a variety of career development supports as they prepare for life after graduation. As 
outlined in the Philadelphia Youth Networks Career Development Framework (CDF), youth should move along 
a continuum beginning with awareness, proceeding through exploration, preparation and training, immersion, 
and culminating with employment and advancement. Funded high school providers are required to create a 
12-month experience that strengthens youth skills and ensures that they are ready for work and career 
advancement as outlined in the CDF. 

The following is an overview of the goals, objectives, activities, key performance indicators and outcomes tied 
to the High School Model. 

High School Model - General 

Goals 
• Participants will prepare multiple post-secondary plans. 
• Participants are engaged in positive, dynamic enrichment activities they are interested in and passionate 

about. 
• Participants prepare for their future educational, career, and life goals through careful and realistic planning. 
• Participants are prepared for work and career advancement. 

Objectives 
• Increase participants’ awareness of educational and career pathways related to their strengths and interests. 
• Increase participants’ awareness of the connection between their high school success and future 

opportunities. 
• Increase participants’ preparedness for work and career advancement. 
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Activities 
• Youth participate in enrichment clubs and/or activities that connect to their interests and passions in the 

areas of creative and performing arts, athletics and health, and/or STEM and are connected to skill building 
and incentives. 

• Youth participate in culminating events that demonstrate learning and interest. 
• Youth build a job readiness tool kit/portfolio that includes: a government-issued identification/Philadelphia 

City ID, copies of vital employment documents, resume draft, professional personal email account. 
• Youth participate in summer work experience. 
• Each participant attends at least one industry tour related to a structured activity focus area (creative and 

performing arts, athletics and health, or STEM). 
• Each participant creates at least two plans for life after high school. 
• Structured activity plans reflect career preparation focus. 
• Youth learn about workplace “best practices” and expectations. 
• Youth experience real work opportunities (i.e., obtain jobs with program’s help/guidance). 

Key Performance Indicators 
• Participants attend program 85% of the model target time of two days per week, two hours per day. 
• 90% of participants attend at least one industry tour related to structured activity focus area (creative and 

performing arts, athletics and health, or STEM). 
• 90% of participants complete at least two plans for life after high school. 
• 90% of participants have created a job readiness tool kit/portfolio by the end of the academic program year. 
• 90% of youth meet the benchmark requirements necessary to receive an incentive. 
• 75% of school year participants transition to summer work opportunities. 

Outcomes 
• Increase participants’ awareness of educational and career pathways related to their strengths and interests. 
• Increase participants’ awareness of the connection between their high school success and future 

opportunities. 
• Increase participants’ preparedness for work and career advancement. 
• Youth consistently attend programs two days or more per week. 

 
Performance Indicators: Enrollment, Attendance and Dosage 

 
Ensuring that high-quality OST programs reach as many children as possible is of the utmost importance to 
OCF.  Performance measures related to enrollment, attendance and dosage are closely monitored and have 
contractual implications.  If providers do not meet required targets for these measure in every invoice period, 
then there are financial and contractual implications.  Depending on the severity of the issue, PHMC may 
undertake corrective action, modify the payment terms, reduce the amount of award, convert to a conditional 
agreement and/or terminate the contract.  Please refer to the section on Corrective Action and Conditional 
Contracting for more information. 
 
The following outlines the requirements for each performance indicator.  These indicators build upon each 
other—a provider cannot meet attendance targets if the program is under-enrolled and providers cannot 
meet the dosage requirements if children are not meeting minimum attendance requirements.  For the 
2021/2022 (SY22) school year, providers should expect significant emphasis on and related corrective action 
for enrollment and attendance performance indicators. 
 
Enrollment 
Providers should be fully enrolled.  This is an opportunity for providers to be proactive in their efforts – 
attendance targets cannot be met if an insufficient number of children are enrolled.  Enrolled children must 
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have complete application and enrollment materials including a current MTW form.  Enrollment is monitored 
regularly. Any challenges with enrollment should be communicated to the program’s Contract Specialists and 
Program Liaison along with the providers efforts to address the issue. 
Indicator: Programs should seek to be fully enrolled at 100% of their slot allocation by the end of September 
and are permitted to over-enroll.  Programs that have not enrolled at least 85% of their slot allocation will 
receive compliance notifications and should work proactively to increase outreach and recruitment efforts.   
 
Attendance 
The OST program network relies on attendance data to support funding and public health.  Attendance data 
must be entered and updated in Cityspan on a daily basis.  Attendance data in Cityspan will be closely 
monitored throughout SY22 to ensure that data is updated daily.  Providers have access to attendance reports 
in Cityspan to support tracking and ensure that attendance is on target. Attendance is due in Cityspan each 
day by 8 p.m.  
Indicator: Programs should seek to have 100% of enrolled children attending the program regularly.  Programs 
that do not have 85% of their slot allocation in attendance at least one day per month will receive compliance 
notifications and should work to proactively increase attendance.  
 
Dosage 
The OCF OST program will use dosage as a performance indicator.  Providers will be expected to monitor 
program dosage based on data entered into Cityspan and engage in CQI activities that support regular 
attendance by children and youth.   
Indicator: The following outlines the dosage expectations per model within the General OST Strategy. 

• Youth enrolled in elementary school programs will attend an average of four days per week. 
• Youth enrolled in middle school programs will attend an average of three days per week. 
• Youth enrolled in high school programs will attend an average of two days per week. 

 
PHMC and OCF will review attendance data.  If a program is not meeting the targets listed above and has not 
notified PHMC and OCF about challenges or interruptions in service, then the program they will receive a 
notification from PHMC regarding the issue with instructions to remedy the situation or move into corrective 
action; timeframes for correction will be included.  This process may include but is not limited to making 
updates to Cityspan data within 24 hours; increasing outreach and recruitment activities; demonstrating an 
increase in enrollment; and demonstrating an increase in attendance.  Please refer to the section on 
Corrective Action for additional information. 
 

Continuous Quality Improvement 
 
City of Philadelphia OCF seeks to work with organizations that tirelessly pursue quality content, prioritize 
program planning, and have a deep willingness to embrace continuous quality improvement. All OCF OST 
providers need to build time for continuous quality improvement activities into their staffing schedules. This 
includes internal goal and action planning, training in City of Philadelphia OCF OST program quality tools 
detailed below, participation in Making Meaning of Multiple Dataset sessions (M3), system wide convenings 
twice per year, and at least 12 hours of additional in person and web-based professional development 
attendance over the course of a fiscal year. 
 
OST providers will participate in virtual Making Meaning of Multiple Datasets learning and reflection sessions 
in January and February of 2022. Making Meaning of Multiple Datasets is a product of Sprockets in Saint Paul, 
Minnesota. Sessions bring together providers to examine their program observation results, participant 
feedback, and program attendance data to create improvement action plans. That plan will be submitted to 
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the assigned Program Liaison in February 2022 who will support and monitor progress toward stated program 
goals. 
 
OST providers will be required to implement survey and observation activities to measure welcoming 
environments inside programs. Measuring welcoming environment will be a key factor in determining the OCF 
funded OST systems impact on providing a welcoming and supportive environment in support of the School 
District of Philadelphia’s guardrails.  
 
Programmatic Supports 
 
Each site is assigned a Program Liaison. OCF OST Program Liaisons provide technical assistance and coaching to 
providers to achieve quality programming. Program Liaisons support providers in the following ways:  

• Site observations using NIOST Continuous Quality Improvement tools  
• Access to resources and professional development opportunities  
• Group and/or individual coaching on key performance indicators and programming needs  
• Convening provider communities of practice  
• Review and give feedback on program implementation including structured activity lesson plans 
• Support and monitor progress toward stated program goals 

 
Professional Learning Opportunities 
 
Staff assigned to City of Philadelphia OCF-OST contracts must participate in a minimum of 12 hours of training 
per school year. This does not include special school year and summer kick off events or series, Making 
Meaning of Multiple Data Sets (M3), or OCDEL-required annual trainings to meet Health and Safety standards. 
The required training hours should contain an equal mix of the following Professional Learning Competencies: 
 

 
 
Examples of the Competencies include: 

• Child Development  
o (Ages and Stages, Positive Youth Development) 

• Content Specialty  
o (STEM Resources, Light Touch Literacy Practices, Sports Based Youth Development) 

• Operations  
o (Lesson Planning, New Site Director Training, High School Application Process) 

• Social and Emotional Learning 
o (SEL series, Mental Health First Aid, Serving Vulnerable Populations, Second Step Curriculum 

Training) 
 
In order to fulfill the training requirements of this award, ALL staff are required to participate in a minimum of 
12 hours of training. Specific required trainings are listed below by role. You may ‘count’ training hours from 

Content 
Specialty

25%

Social and 
Emotional 
Learning

25%
Operations

25%

Child 
Development 

25%
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other professional Youth Development training sources if the required trainings are fulfilled. Providers must 
maintain a copy of the certificate in staff files. 

Required trainings by role include: 

Staff Title Required Training Frequency 
Executive Director • Executive Director Meetings Quarterly 
Elementary School 
Model:  

• Site Director
• Group

Supervisor

• New Site Director Training (for first year Site
Directors)

• Cityspan 101 (Operations)
• Cityspan 102 (Operations)
• Light Touch Literacy (Content Specialty)
• Making Meaning of Multiple Data Sets (M3)

Every two years 
Every two years 
Annually 
Annually 
Annually 

Group Leader • Childhood Ages and Stages (Child
Development)

• Structured Activities 101 (Content Specialty)
• SEL 101 (Social and Emotional Learning)
• SEL 102 (Social and Emotional Learning)
• Making Meaning of Multiple Data Sets (M3)

Every two years 
Every two years 
Annually 
Annually 
Annually 

Data Entry Staff • Cityspan 101 (Operations)
• Cityspan 102 (Operations)
• Making Meaning of Multiple Data Sets (M3)

Every two years 
Every two years 
Annually 

Middle School/High 
School  

• Site Director
• Group

Supervisor
• Group Leader

• New Site Director Training (for first year Site
Directors)

• Cityspan 101 (Operations)
• Cityspan 102 (Operations)
• High School Transition (Content Specialty)
• College and Career Exploration (Content

Specialty)
• SEL 101
• SEL 102
• Philadelphia Youth Network Sessions:

o Incentive Workbooks
o Recruitment and Retention
o Summer WorkReady Applications

• Making Meaning of Multiple Data Sets (M3)

As needed 
Every two years 
Every two years 
Annually 
Annually 
Every two years 
Every two years 
Annually 
Annually 

Administration, Staffing, and Compensation Requirements 

Pennsylvania Department of Human Services Certification 
All General Strategy elementary and middle school model providers are required to possess a current 
Certificate of Compliance from the Pennsylvania Department of Human Services (a DHS Certificate) for 
childcare operations. This certification provides guidance regarding minimum health and safety standards for 
program operation and is required by law under 55 Pa. Code, Chapter 20, Licensure or Approval of Facilities 
and Agencies. Regulations and application procedures for a PA DHS certificate can be found at 
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https://www.dhs.pa.gov/providers/Child-Care/Pages/Child-Care-Regulations.aspx and 
https://www.dhs.pa.gov/providers/Providers/Pages/Early-Learning.aspx. Providers who do not have a 
current Certificate of Compliance by the time their program opens must run a single focus program until the 
Certificate is approved and current. Single focus for elementary should be literacy and single focus for 
middle school should be career and college awareness.  

Providers may need to complete a re-certification and re-opening process following the temporary closure of 
programs due to COVID-19. For guidance on this process, providers should refer to the Pennsylvania Office of 
Child Development and Early Learning (OCDEL) Announcement C-20-13, which can be found in the appendices 
and at https://www.dhs.pa.gov/coronavirus/Pages/OCDEL-Reopening-of-Child-Care-Facilities.aspx.  

Throughout this SOP, there are references to Pennsylvania’s child care regulations: 55 Pa. Code, Chapter 3270, 
Child Care Centers, which can be found at https://www.dhs.pa.gov/providers/Child-Care/Pages/Child-Care-
Regulations.aspx. OCF and PHMC will attempt to align with PA childcare regulations whenever possible. In 
some instance, OCF’s regulations and this SOP will include additional requirements. Providers are expected to 
meet both the requirements of the Pennsylvania childcare regulations, and any additional expectations 
required by OCF, regardless of model.  

Staffing 
Staff assigned to City of Philadelphia OCF OST contracts must have adequate time for training, program 
planning, and program implementation. Site Directors must only be assigned duties related to the City of 
Philadelphia OCF OST contract. All staff assigned to the OST program (Full-time and Part-time) must be 
granted time for training/professional development, CQI activity participation, program planning, and program 
implementation. Provider budgets must account for this time. 

Providers must develop an adequate infrastructure to support the program. A model infrastructure should 
include internal program quality assurance processes and protocols, appropriate program and staff 
supervision, and support for data, compliance, and fiscal management of the program. Providers must have 
adequate capacity to adhere with the standard operating procedures and contract. 

Providers must develop staffing patterns that adhere to the requirements of this SOP and support Public 
Health Guidelines. Providers must plan staffing based on assigned slot allocations and program models and 
must ensure that each site is staffed sufficiently to comply with Pennsylvania childcare regulations (PA Code, 
Title 55, Chapter 3270). The staffing pattern listed below and the associated minimum qualifications must be 
met. In those cases where OCF requirements listed below are not found in the Pennsylvania Child Care 
Regulations, the provider is expected to meet both the requirements of the Pennsylvania childcare 
regulations, and any additional expectations required by OCF. 

Staff/Child Ratio Requirements 
In order to ensure appropriate staff to child ratios, it is required that programs must be adequately staffed so 
that they there is one required staff member (group supervisor and/or group leader positions) for every 12 
youth in elementary models, and for every 15 youth in middle and high school models. Site Directors may not 
have a group nor be counted toward meeting these staff to child ratios in any of the models.  

Wage Requirements 
The cost per slot reflects the City’s commitment to quality programming delivered by a well-prepared and 
appropriately compensated workforce. As such, there are required compensation rates: full-time Site 

https://www.dhs.pa.gov/providers/Child-Care/Pages/Child-Care-Regulations.aspx
https://www.dhs.pa.gov/providers/Providers/Pages/Early-Learning.aspx
https://www.dhs.pa.gov/coronavirus/Pages/OCDEL-Reopening-of-Child-Care-Facilities.aspx
https://www.dhs.pa.gov/providers/Child-Care/Pages/Child-Care-Regulations.aspx
https://www.dhs.pa.gov/providers/Child-Care/Pages/Child-Care-Regulations.aspx
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Directors in General Strategy programs are required to receive annual compensation of a least $37,000. All 
hourly and part-time staff delivering programing to youth are required to earn at least $15 per hour, 
regardless of strategy (General and Specialized). There are no exceptions to these minimum compensation 
requirements and no waivers will be granted. 
 
Staffing Components for General Strategy Programs 
Site Director: One full-time Site Director who is assigned 100% FTE to the OST site. This position must be on-
site during program operations. For providers that are serving a school with both elementary and middle 
school program models, one Site Director can support both models as long as 100% of their time is devoted to 
OST-funded services for that program location (see budget section for additional information). 
 
Site Director Responsibilities: this position is responsible for the general management of the program, 
including program planning, coordinating daily activities and written evaluation of staff on a regular basis. 
 
The Site Director must have attained one of the following qualification levels: 
 

• Bachelor’s degree from an accredited college or university in early childhood education, child 
development, special education, elementary education, or the human services field and 1 year of 
experience with children 

• Bachelor’s degree from an accredited college or university, including 30 credit hours in early childhood 
education, child development, special education, elementary education, or the human services field 
and 2 years of experience with children 

• Associate degree from an accredited college or university in early childhood education, child 
development, special education, elementary education, or the human services field and 3 years of 
experience with children 

• Associate degree from an accredited college or university, including 30 credit hours in early childhood 
education, child development, special education, elementary education, or the human services field 
and 4 years of experience with children 

 
Group Supervisor: These positions are required for sites with a sufficient number of children served to require 
this position per PA Child Care regulations (PA Code, Title 55, Chapter 3270). When required, this staff 
member is responsible for planning and implementing program activities, coordinating the activities of group 
leaders and aides and assisting the Site Director.  
 
A Group Supervisor must have attained one of the following qualification levels: 

• Bachelor’s degree from an accredited college or university in early childhood education, child 
development, special education, elementary education or the human services field. 

• Bachelor’s degree from an accredited college or university, including 30 credit hours in early childhood 
education, child development, special education, elementary education or the human services field 
and 1 year of experience with children. 

• Associate’s degree from an accredited college or university in early childhood education, child 
development, special education, elementary education or the human services field and 2 years of 
experience with children. 

• Associate’s degree from an accredited college or university, including 30 credit hours in early childhood 
education, child development, special education, elementary education or the human services field 
and 3 years of experience with children. 
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Group Leader(s)/Assistant Group Supervisor(s): A sufficient number of Group Leader positions are required to 
meet the staff/child ratios described above.  

Group Leader Responsibilities: Group leaders are responsible for assisting in the planning and implementation 
of daily activities 

A Group Leader must have attained the following qualification levels: 

• Associate degree from an accredited college or university in early childhood education, child
development, special education, elementary education, or the human services field and two years of
experience with children

• In lieu of an Associate degree a high school diploma with a minimum of two years of experience
working with children and youth.

Staff Qualification Review and Waiver 

OCF expects that all staff will meet the minimum degree requirements outlined above. If a potential employee 
does not meet the minimum degree requirement for their role; or has the degree but in a subject other than 
the subject areas specified, Provider agencies may submit a request for a staff qualification review and waiver. 
Hiring for the position is subject to approval of the waiver request. A request must be submitted for each 
individual staff review. The request should be submitted on agency letterhead and include: 

• staff name
• anticipated role
• anticipated site, strategy and model assignment
• relevant experience of the candidate
• the staff resume and transcript

The review and waiver request should be submitted to OST@phmc.org. Note that consideration and approval 
of any staff qualification waivers does not confer a waiver of PA DHS/OCDEL regulations. For PA DHS certified 
sites, providers must also follow state regulations regarding waivers to staff qualifications. 

Staff Clearances 
In accordance with the Child Protective Services Law, 23 Pa. CS §6344, it is required that all staff have: 

• Pennsylvania Child Abuse History Clearance (Act 33)
• Pennsylvania State Police Criminal History Clearance (Act 34)
• Federal Bureau of Investigations (FBI) Criminal History Clearance
• Mandated reporter trainings (For SDP sites, this training must be Act 126 compliant)
• For those sites operating in PA DHS Certified childcare sites, the National Sex Offender Registry

verification is also required

All clearances, organized by individual staff person, must be available for review and/or submission upon 
request to PHMC and OCF and other regulatory agencies. Staff without clearances are not permitted to work 
with youth until clearances are secured.  PA DHS waivers will not be accepted for OST programming.  For 

mailto:OST@phmc.org
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sites operating in School District of Philadelphia Schools, the MOU requires that all staff receive approval 
from the District prior to working on-site. 

Clearances are required to be renewed every 60 months. Although clearances need not be renewed annually, 
providers are encouraged to develop levels of frequency that suit their internal needs. Any employee named 
as a perpetrator of a founded report of child abuse within the past five years or has been convicted of any of 
the crimes listed below shall be terminated immediately upon receipt of clearance information. 

Any applicant named as a perpetrator of a founded report of child abuse within the past five years or who 
have been convicted of any of the crimes listed below shall not be offered employment. 

Providers are required to maintain current information in Cityspan for all staff funded by City of Philadelphia 
OCF OST. Providers are required to enter relevant dates (date of service or date form was completed, 
depending on form) into the database. This information must be updated prior to each month’s invoice 
including adding new hires and removing staff that no longer work in the program. 

Providers are required to maintain staff files with relevant information and documentation for all staff who 
interact with youth. These files must be available for review upon request by PHMC, OCF or PA DHS/OCDEL 
and will also be reviewed as part of the Annual Administrative Review (See appropriate section below). Staff 
files must include the following: 

• Child Abuse Clearances (before hire/prior to contact with youth, updated every 5 years)
• Criminal Record Clearances (before hire/prior to contact with youth, updated every 5 years)
• FBI Clearances (before hire/ prior to contact with youth, updated every 5 years)
• National Sex Offender Verification for staff serving children 15 years of age or younger in PA DHS

regulated care (before hire/prior to contact with youth, updated every 5 years)
• Mandated Reporter Training (needed within 30 days, updated every 5 years)
• Staff Health Assessments (needed within 60 days of hire, then every 24 months thereafter; TB screen

needed once upon hire) (sample form included in the Appendices)
• Confidentiality Agreements (needed once upon hire)
• Training Hours (12 hours per staff)
• Qualifications (Education and Experience)
• Email address
• Phone number
• Clearances

By entering clearance dates into Cityspan, the provider certifies that an employee has not been convicted of 
any of the following crimes under the Title 18 of the Pennsylvania Consolidated Statutes or equivalent crime in 
another state. See excerpts from the Child Protective Services Law, 23 Pa. CS §6344 listed on pages 29 and 30. 

For Reference: 

Chapter 25 (relating to criminal homicide)  
Section 2702 (relating to aggravated assault)  
Section 2709 (relating to harassment and stalking) 
Section 2901 (relating to kidnapping)  
Section 2902 (relating to unlawful restraint)  
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Section 3121   (relating to rape) 
Section 3122.1 (relating to statutory sexual assault) 
Section 3132   (relating to involuntary deviate sexual intercourse)  
Section 3124.1 (relating to sexual assault) 
Section 3125   (relating to aggravated indecent assault) 
Section 3126   (relating to indecent assault) 
Section 3127   (relating to indecent exposure) 
Section 4302   (relating to incest) 
Section 4303   (relating to concealing death of child) 
Section 4304   (relating to endangering welfare of children) 
Section 4305   (relating to dealing in infant children) 
Section 5902(b) (relating to prostitution and related offenses) 
Section 5903(c) (d)  (relating to obscene and other sexual materials and performances) 
Section 6301   (relating to corruption of minors) 
Section 6312   (relating to sexual abuse of children) 

 
Providers must report staff arrest or any changes in clearance status using the procedures outlined in the OST 
Provider contract. Additionally, providers must ensure adoption and enforcement of policies that require and 
facilitate all staffs to report arrest or changes in clearance status in within 72 hours or less. Reporting an issue 
will not necessarily disqualify an entity from providing services under this agreement, however failure to 
report may result in contract termination and further ineligibility in OST programs in future funding years. 
 

Compliance 
 
City of Philadelphia OCF is committed to ensuring the health and safety of youth and families in OST programs 
and using data to verify compliance with this goal. City of Philadelphia OCF reserves the right to reject any 
item of work that does not meet the Department’s minimum standards of performance and quality, or that 
does not conform to the contract scope of work. The City shall not be obligated to pay for rejected work. 
Providers will meet clear health and safety standards, staff compliance requirements, youth compliance 
requirements, and data maintenance standards.  
 
Compliance Supports 
Each provider agency is assigned a Contract Specialist who will monitor standards and support providers when 
issues arise. The role of the Contract Specialist is to ensure provider compliance with contractual requirements 
and to provide technical assistance regarding fiscal and contractual requirements. The Cityspan system also 
includes specific compliance reports that track compliance related data and highlight any missing or expired 
data points. 
 
Data Collection and Reporting Requirements 
Cityspan 
City of Philadelphia OCF OST requires the use of Cityspan, a citywide out-of-school time system to support the 
data collection and program activities of all City of Philadelphia OCF funded OST Programs. Providers will use 
Cityspan to manage participant intakes and services, track program attendance and participation, evaluate 
program effectiveness, and report outcomes. Cityspan is composed of several integrated modules that all 
contracted providers are required to use.  
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Agency / Site Module 
Cityspan provides an administrative module for registering funded agencies. Cityspan will configure an agency 
record to collect organization name, address, and other background information. Under each Agency, a site 
represents a physical location. Within each site, there will be separate activities (Rosters) for each “Program 
Model” that are offered at the site. Participants are “assigned” to sites where they attend. Staff who have 
access to multiple sites within their organization can switch between sites. 

Items on the agency and Site page will include program characteristics used to populate the city’s Program 
Locator tool. The agency module will require monthly quality review and updates prior to invoicing. 

Participants and Staff Module 
Cityspan includes participant and staff modules that agencies will be required to use for youth registration and 
staffing compliance. Participants are “assigned” or linked to the sites where they attend. By default, they are 
assigned to the site in which they are originally registered (added to Cityspan). In a multi-site agency, if the 
same participant shows up at a different site, they can be assigned to that site as well. 

In Cityspan, each organization has a “Staffing” site, where staff records are managed. Only designated 
administrative users will have access to this site. After staff records are added to the system in the “Staffing” 
site, from where they are assigned to the program sites where they work. Please refer to the Cityspan training 
manual for entering compliance related information for staff who work directly with youth or who will be 
accessing the Cityspan system. 

In order to maintain an up-to-date contact list, providers must select at least one “Communication Type” for 
each staff person, including those who do not require compliance. This will determine which contact list(s) a 
staff person is added to for various types of communication from OCF and PHMC. 

Agencies will be responsible for adding, updating, and quality reviewing staff and participant information on a 
weekly basis. 

Service Management Module 
Cityspan has a module that agencies will use to manage services (Activities) and document attendance. 
Program staff will create and schedule various group and individual services. This module allows both 
attendance, time spent, and activities to be tracked. 

In Cityspan, enrollment and attendance are “Activity” driven. “Activities” are created with schedules and other 
attributes (like “Program Model,” “Service Categories,” “Staff assigned,” etc.), and youth are enrolled into 
them. Separate activities are created for school year and summer time periods. For OCF-funded OST 
programs, each Activity will have a “Program Model”. Schedules are set up for each Activity, indicating during 
which days and times the Activity meets. The schedule determines which dates show up when recording 
attendance for the Activity. Once registered and assigned to a site, youth are available at that site to be 
“enrolled” into a School Year or Summer Activity roster for tracking attendance.  

Agencies will be responsible for adding, updating, and quality reviewing attendance information on a daily 
basis, with all attendance for that day expected to be submitted by 6pm. 
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Program Locator: 
In coordination with the After-School Activities Partnership (ASAP), the City of Philadelphia facilitates the 
Citywide OST Program Locator (integrated with the rest of the Cityspan system). The OST Program Locator will 
assist families, caregivers and youth, in locating Out of School Time (OST) programs to match interests, focus 
areas, age and grade level, time, availability, budget, and transportation requirements. To ensure families 
have real-time data regarding program availability, providers must enter program activities for school year by 
Monday, August 16th, 2022. The locator integrates with Google Maps to display relevant programs based on 
grade, location, date/times and interests. 
 
Key Performance Indicators 
Key performance indicators outlined in the goal sheets will be tracked inside Cityspan. Enrollment, 
attendance, and retention will be measured within the service management module. All other key 
performance indicators will be measured within the participant profile. 
 
Program Observation and Survey Tools 
Providers will be expected to enter program goals and observations tied to the National Institute of Out-of-
School Time’s (NIOST) APAS tools into Cityspan. 
 
Technology 
All OST organizations must have the ability to use email as the main form of communication with PHMC and 
City of Philadelphia OCF. Additionally, all staff must be able to access and enter all required data and process 
reports from Cityspan. 
 
Model Adherence Waiver 
Programs are to serve youth according to the grade levels by model described earlier in this document. 
Programs are allowed to enroll a number of youth, up to 10% of their slot level, outside of the model’s grade 
range detailed below. Youth more than one grade level outside of the model are not permitted to enroll.  
 

• 6th graders may be allowed into elementary programs 
• 5th graders may be allowed into middle programs 
• 8th graders may be allowed into high programs 

 
To request authorization, providers must submit a Model Adherence Waiver Form to their Contract Specialist 
(Sample in the appendices). By submitting the waiver, the agency agrees to the following about the youth for 
whom the waiver is requested.  
 

• To have in the youth’s client file, written consent by the youth’s parent/guardian(s) indicating their 
child will be participating in a program specifically designed for a different age group. 

• That this waiver is in effect only through the end of the current school year. 
• That compensation for the youth’s enrollment and attendance will be based on the funded model’s 

payment mechanism, regardless of youth’s age. 
 
PHMC Contract Specialist approval must be granted before youth may be enrolled. The request must be 
made in the month in which providers want the waiver to take effect; waivers will not be applied retroactively. 
PHMC will provide written approval or disapproval within three business days of the request submission.  
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Required Documentation and Administrative Reviews 
Providers are required to collect specific information on all enrolled program participants and maintain other 
documentation for staff and for the site. These files must be maintained on-site and must be available for 
review upon request by PHMC, OCF or PA DHS/OCDEL. Documents may also be reviewed as part of the 
PHMC’s annual Administrative Review process. 

Client Information 
The following information must be present in each youth’s file and be available for Contract Specialist review 
during site visits or as part of the administrative review. Each item is described in greater detail below: 

• Program Application
• Means Test Worksheet (MTW)
• DHS Emergency Contact/Parental Consent Form
• Child Health Report Form (immunization records alone are not sufficient)
• OST Consent Form (needed within 30 days of enrollment; youth cannot participate in program(s) until

received if not filed within the grace period)
• School District of Philadelphia Consent Form (needed within 30 days of enrollment)
• School District of Philadelphia Student ID number (needed within 30 days of enrollment - required for

public and charter school students only)
• Attendance (see detailed information on pages 32 and 33 of this document)

Note: All forms must be complete and accurate. Incomplete documents can result in a compliance action 
for providers. Samples of required forms are included in the appendices 

Program Application 
A current program application with parent/guardian signature authorizing the youth’s participation in the 
program must be in the youth’s file. There is no standard format; providers are free to create their own 
program application forms that meet their needs.  

Frequency: Completed prior to enrollment in each summer and school year. 

Means Test Worksheets (MTWs) 
The Means Test Worksheets (MTW) must be completed for every child participating in any OST program. The 
MTW data must be collected prior to enrollment and entered into Cityspan. An MTW PDF must be produced 
from Cityspan and reviewed for accuracy and completeness within 30 days of enrollment. Collection of MTW 
data is essential and payment will be withheld if an MTW data is not completed for each participant and 
entered into Cityspan. The Cityspan Compliance report will flag Records with missing MTW data or if the dates 
have not been updated within the communicated timeframe.  

Frequency: The MTW data must be updated in Cityspan at annually and due dates for updated documents will 
be communicated to OST providers. 
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Emergency Contact/Parental Consent Form 
Each child’s caregiver must sign the Emergency Contact/Parental Consent Form authorizing the child to 
participate in the program. Caregivers receive a copy of the signed form, and the original should be kept in the 
participant’s file at your agency. The provider enters the date that the form was signed.  

Frequency: Must be updated every six months by a parent/guardian. The Cityspan Compliance report will flag 
Records if not updated every 6 months. 

Child Health Report Form 
Parents must return a Child Health Report Form that has been completed by a physician. Providers must retain 
completed reports in youth files and enter the date of the child’s physical.  

Frequency: Within 60 days of enrollment and then at 6th grade and at 9th grade. The Cityspan Compliance 
report will flag Records with missing dates and for Grades K, 6 and 9 if not updated within 365 days before the 
start of the program cycle (that is 365 days before 6/1 for summer and 365 days before 8/1 for school year). 

OST Consent Form 
This form notifies caregivers the data collected at enrollment will be stored, indicates how this data will 
be used, and seeks permission from parents for youth to participate in OCF OST administered, OST-related 
surveys or focus groups.  

Frequency: Within 30 days of enrollment and then updated each fiscal year thereafter. The Cityspan 
Compliance report will flag Records with missing Dates or if not updated at the start of each Fiscal year (7/1). 

School District of Philadelphia (FERPA) Consent Form 
This form notifies caregivers of their Federal Education Rights and Privacy Act (FERPA) rights, seeks permission 
from parents for PHMC and the City to have access to their child’s education records, and informs parents how 
this information will be used. This form is required only for youth enrolled in Public and Charter schools.  

Frequency: Within 30 days of enrollment and then updated each fiscal year thereafter. The Cityspan 
Compliance report will flag Records with missing Dates or if not updated at the start of each Fiscal year (7/1). 

School District of Philadelphia Student ID number 
The Student ID number is required only for youth enrolled in Public and Charter schools. Only seven- digit 
numbers are acceptable.  

Frequency: Within 30 days of enrollment. The Cityspan Compliance report will flag Records with missing 
Student ID’s. If the ID number is not available, please see Training manuals for entering placeholder values 
until the actual number is available. Providers should refrain from entering a made-up number. 

Staff Information 
Please reference the Program Administration, Staffing, and Compensation section on Staff Clearance regarding 
information and documentation that should be collected for staff. 
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Site and Organizational Information 
Providers should have the following documentation in place for the organization and the site: 

• PA DHS Certificate of Compliance - required for all sites serving elementary and middle school models
• Emergency Preparedness Plan
• Health and Safety Plan (may be included in the Emergency Management Plan)
• Nonprofit Documentation: Federal 501(c)(3) letter designation the organization as a not-for-profit

organization
• Incident Reporting Policy and/or procedure

Administrative Reviews 
Contract Specialists will conduct administrative reviews at least once during the fiscal year to verify that: 

• Providers are in possession of compliance documentation for staff and enrolled youth and that the
documentation matches the compliance data in Cityspan and in the expense reports.

• Providers are in possession of required site-specific and organizational documents.
• Providers’ attendance records match reported attendance information.
• Providers adhere to minimum wage requirements of $15 per hour for all part time staff and a

minimum annual full-time salary of $37,000 for all general OST strategy Site Directors. Please note, all
providers are required to meet this requirement, no waivers will be accepted.

These reviews will be scheduled in advance and may be held remotely, at the provider’s site, or at PHMC 
offices. The Administrative Review Report will be sent to providers within two weeks of completion of the 
review. 

Health and Safety Site Visits 
Health and Safety Site Visits will be conducted at least once during the fiscal year to monitor compliance with 
the Pennsylvania Department of Human Services regulations in regard to the health and safety of enrolled 
youth. In some instances, Health and Safety Site Visits and Administrative Reviews will be conducted 
concurrently. 

Corrective Action and Conditional Agreement  
If at any time during the course of the program year a provider is not operating OST programming in 
compliance with these standard operating procedures, then the provider may be required to take corrective 
action. Of particular note is that providers are expected to meet all Performance Indicators in enrollment, 
attendance, and dosage. Providers that do not meet identified targets will be subject to immediate corrective 
action. Depending on the severity of the variance from the performance indicators, PHMC may undertake 
additional actions and modify payment terms, reduce the amount of award, convert to a conditional 
agreement and/or terminate the contract.  

Corrective Action Process 
Step 1: A program that is found to be out of compliance with attendance, reporting, staffing or any 
other components of this scope will be contacted in writing by PHMC. The communication will identify 
the issue and any immediate steps that can be taken to address the issue.  
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Step 2: The program will begin a corrective action period the duration of which will depend on the type 
of compliance issue identified and the seriousness of the issue. The organizations leadership and 
program staff may be required to meet with PHMC and the OCF OST team to identify action steps, 
benchmarks of progress, and timeframes for completion. The corrective action period will include 
timeframes for action steps and due dates to meet benchmarks.  

Step 3: If the program does not complete action steps or meet required benchmarks of progress within 
the agreed upon timeframes, PHMC may undertake any of the following: modify payment terms, 
reduce the amount of award, convert to a conditional agreement, and/or terminate the contract. 

Program Budget 

Providers must submit a budget showing expected revenues and expenses for the periods of September 1, 
2021 to June 30, 2022. 

Budget Requirements 
The award ceiling is calculated based on awarded slot level (i.e., the total number of youth a provider 
anticipates reaching the performance goals) multiplied by the base rate per slot ($2962.50 for the 10-month 
period). All OST program budgets must meet the following requirements: 

1. All budgets must account for City of Philadelphia OCF-funded revenue. No other revenue sources 
should be included in the program budget.

2. No more than 10% of grant funds may be used for indirect costs (costs that cannot be tied directly to
programming) such as audits, management salary, administrative rent, and grant-writing.

3. Personnel must account for the following:
• Full-time Site Director with a minimum annual salary of $37,000. For providers that are serving

a single location with both elementary and middle school program models, one Site Director
can support both models as follows:
 A total of 100% of their time is devoted to OST funded programming across both models

for that school site.
 The cost of this full-time position can be divided among the budgets for each model at

the school, but budgeted amounts must sum to the total full-time salary for the position
for the 10-month contract period.

• The required number of group supervisors and group leaders to meet staff/child ratios and PA
DHS regulations for a sufficient number of hours to meet all program requirements; these
positions must receive minimum compensation of $15 per hour.

• Minimum compensation of $15 per hour for any other staff charged in part or full to the OST
program budget including all hourly and part-time personnel.

• Benefits and payroll taxes for any personnel included on the OST budget, appropriately pro-
rated for the staff hours charged to the OST budget.

4. Appropriate operating costs that align directly with program operations and are fully justified in the
budget narrative section
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Budget Variances and Budget Revisions  
Provider expenditures of OCF OST funds must align with the approved budget. If expenses do not align with 
the approved budget as follows, providers must submit a revised budget for approval no later than April 30, 
2022.  
 

• If expenses for any given budget category (Personnel, Consultants, Operating, Indirect) will exceed the 
approved budgeted amount by 10% of the amount of that budget category; or 

• If expense will be reported in a line item that was not included in the approved budget. 
 
If the invoicing and expense reporting process described below will result in either issue above in any given 
month, the provider will contact their PHMC contract specialist to initiate the budget revision process. 
 
 

Payment and Performance  
Providers will invoice monthly. The school year contract will be a hybrid of cost-based and fee-for-service 
payment mechanisms that will support providers and overall compliance within the OST system. Providers 
should carefully review the SOP and information in this section and note that financial and contracting 
implications if performance targets are not met. 
 
Attendance must be entered daily, and providers must review and confirm the accuracy of their data by the 
5th of each month for the preceding month in order to ensure accurate invoices. Providers will have access to 
reports in Cityspan that identify the children that have met invoicing thresholds so that they can track and 
estimate monthly payments. To earn their full school-year contract award, providers must attain full 
enrollment and achieve attendance targets.  
  
PHMC cannot pay for services provided to youth who reside outside the City of Philadelphia and, as applicable, 
do not attend the school contracted for service. PHMC will use Cityspan to identify such youth at the time of 
running reports for Invoicing and providers may be instructed to remove children from Cityspan that are not 
eligible for reimbursement. 
 
September 2021 Payment and Performance – Cost-based if attendance threshold is met 
Providers that deliver at least 1 day of OST service to 50% or more of their contracted slots in September are 
eligible to invoice for reimbursement of program expenses for up to 1/10th of the total school year contract. 
Providers with attendance below 50% of the contracted slots will be eligible to invoice on a fee for service 
model based on the fee chart below (.  Final determination on the eligibility for the expense-based 
reimbursement for September will be made by PHMC on October 6, 2021 based on data in Cityspan.  
 
October 2021 through June 2022 Payment and Performance – Fee-for-Service for all providers 
During each monthly invoice period, Providers are eligible to invoice for each youth who attends programming 
at least one day bases on the fee chart below. Providers are eligible to receive payment for up to 110% of the 
contracted number of slots in each invoice period. Providers should monitor and manage funding carefully to 
ensure that funds are available for the full school-year program period. Though providers may invoice up to 
110% of their slot level each month, they will be capped at their annual award amount. Providers must 
operate until the last day of school in the School District of Philadelphia (currently June 14, 2021).  If a 
provider draws down its entire award before the last day of school, then the provider must still continue to 
operate daily programming to meet that requirement.   
 
Fee Chart 
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Strategy Monthly Per Child Amount Monthly Attendance 
Requirement 

General  $296.25 One Day 
Specialized $208.33 One Day 

 
Providers are not permitted to carry funding over beyond FY22. 
 
Invoicing, Expense Reporting and Expense-Based Invoicing 
PHMC and OCF will implement a process that supports consistency and supports programs to track revenue 
and expenses for the full fiscal year. Attendance tracking is an integral part of the invoice and expense process 
year-round. Attendance should be entered daily into Cityspan. 
 
Payment will be withheld if expense reports and data collection requirements are not met or if reported 
expenditures do not align with the approved budget. Additionally, funds may be withheld, suspended, or 
reduced if any program areas are found to be non-compliant during site monitoring visits or if providers do not 
meet full enrollment and attendance requirements. Please refer to the section of this document on Corrective 
Action/Conditional Agreement. 
 
Invoice and Expense Report Process  
PHMC will pull a report from Cityspan on the first business day following the 5th day of the month, which 
includes providers’ attendance data for the preceding month’s invoicing period and will generate an invoice 
for each site and program model. The invoice amount will be based on the number of children that met the 
threshold for programming (detailed above). Providers must use an approved invoice form supplied by PHMC 
and invoice using current monthly invoicing procedures. 
 
The Expense Report will serve as the basis of the September invoice and as a supplement to the payment-for-
performance invoices in October through June on a quarterly basis. Following contract conformance, PHMC 
will distribute to providers the expense report template based on the approved budget for each site. Providers 
will be responsible for updating and submitting expense reports by the due dates listed below. In all months, 
the Expense Report Form will detail the application of OCF OST revenue to expenses based on the approved 
budget. Expense reports must utilize the OCF approved expense reporting template and should only reflect 
use of OCF OST funding. The expense report template includes two sheets: the Budget Based Expense Report 
and the Personnel Roster. Both sheets must be completed for the reporting time period.  
  
The quarterly school-year expense reports must meet the following to be in compliance and approved: 
 

• Expense reports must be complete and accurate. 
• There have been no changes to prior quarter’s expense reporting. 
• Reported expenses align with those outlined in the approved budget—providers cannot report 

expenditures in un-budgeted line items. 
• Reported expenditures do not exceed more than 10% in any category of the approved budget. 
• Total reported expenditures cannot exceed the year-to-date invoiced amount, inclusive of the current 

quarter’s invoice total.  
• The expense reports should not include expenditures of other funding sources. 
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Using the approved expense report template, providers will invoice and report expenditures for all program 
costs incurred September 1 through June 30 that align with this SOP and with the provider’s approved 
budget(s) and match revenue received.   

Due Dates for Submission of Invoices and Expense Reports 

Invoices are due by the 10th of each month for the preceding month.  If the due date falls on a weekend, then 
the invoice is due the Friday before.  Invoice due dates in October, January, April and July align with the 
quarterly expense report due dates below.   

Expense reports are due as follows and should be submitted with the invoice that is due that month: 
Report for services/expenses incurred in Due 
September 2021 Oct 8, 2021 
October through December 2021 Jan 10, 2022 
January through March 2022 Apr 8, 2022 
April through June 2022 July 15, 2022 

Please note that the 21-business day processing time for payment does not begin until PHMC receives an 
approvable invoice and for the quarterly dates, both an invoice and a complete and approvable expense 
report from the provider. PHMC reserves the right to modify the invoicing and expense reporting process in 
order to support providers and the financial oversight of the OST program. 

For FY22 Funds, by the conclusion of school-year programming, with the June Expense Report, providers 
must show that all invoiced amounts match year-to-date expenses for the school-year contracted amount. 
Providers are not permitted to carry funding over beyond June 30, 2022.  

Fees for Services 
Programs must be completely free of cost to all families for the services delivered between school dismissal 
and 6:00 p.m. If providers operate additional hours beyond those funded by OCF, and the site is PA DHS 
certified, then the provider may accept funding through Child Care Works (CCW) for those extended 
hours/days and may charge the copay amount set forth by the CCW office only. No other charges will be 
allowable. 

Health and Safety Protocols 

The protocols outlined below have been designed in partnership with the Philadelphia Department of Public 
Health. Providers are responsible for maintaining compliance with current public health requirements 
throughout the school year, including any updates or changes to those requirements as made available 
through the Philadelphia Department of Public Health, the State Department of Public Health, the 
Pennsylvania Office of Child Development and Early Learning and the Centers for Disease Control and 
Prevention. 

General Health and Hygiene Protocols 

1. Wash hands frequently--using soap and water-- for at least 20 seconds, particularly after coming into
contact with high-touch surfaces, such as doorknobs, handrails, and commonly used equipment,
before and after touching their masks, and when using the restroom.
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2. Use an alcohol-based hand sanitizer with at least 60% alcohol if hand washing is not feasible. Hand 
sanitizer will be provided in all buildings. 

3. Cough/sneeze into sleeves, preferably into the elbow. When using a tissue, discard it properly and 
clean/sanitize hands immediately.  

4. Avoid touching the face, particularly eyes, nose, and mouth because these are the entry points for the 
virus.  

 
Social Distancing 
The primary mode of transmission of the COVID-19 virus is by transmission of respiratory droplets between 
people in close proximity to each other. Increasing the physical distance between individuals can reduce 
transmission. Everyone returning to school spaces should maintain three feet of distance at all times.  
 
COVID-19 Pre-entry Screening 
Providers should align with their schools daily COVID-19 Pre-entry Screening protocols. For example, all 
providers in District Managed schools must attest to the District that they are symptom-free and have not had 
close physical contact with someone who has tested positive for COVID-19 in the previous 14 days (even if you 
or they have few or no symptoms) through an easy-to-use digital form before entering any school district 
facilities. COVID-19 Building Pre-Entry Screening Form for School District Managed buildings can be found at 
https://www.philasd.org/employeehealth/covid-19-pre-entry-screening-form/.  
 
Health Monitoring Protocol  
Reducing the risk of exposure to COVID-19 will help prevent the spread of the virus; therefore, all OST staff are 
expected to regularly monitor their personal health status. It is essential that all OST staff members take 
personal responsibility in the community effort to reduce the spread of COVID-19. Staff should stay home if 
they are experiencing symptoms suggestive of a COVID-19 infection based on the description below or have 
been in close contact with someone who has tested positive for COVID-19.  
 
MONITORING FOR SYMPTOMS 
 
Every day before entering a school building, staff must self-assess for symptoms. If staff have any of the 
symptoms listed below, they should not report to their OST site.  
 
SYMPTOMS TO CHECK FOR 
A variety of symptoms have been associated with COVID-19, and their impact on health has ranged from mild 
to severe. Symptoms may appear 2–14 days after exposure to the virus.  
 
Staff should stay home and consult a healthcare provider if experiencing any of the following: 

• Fever above 100.4℉ 
• Frequent dry cough (not due to a pre-existing illness) 
• Shortness of breath or difficulty breathing 

 
Staff should stay home and consult a healthcare provider if experiencing any of the following: 

• Sore throat 
• Headache 
• Chills 
• Generally feeling unwell, fatigue, and/or muscle aches 
• New loss of taste or smell 

 

https://www.philasd.org/employeehealth/covid-19-pre-entry-screening-form/
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Students 
All parents/guardians will be required to conduct a daily pre-arrival screening of their children at home before 
their children leave for school, which involves monitoring for the following symptoms: 

• Frequent cough 
• shortness of breath 
• Sore throat 
• Chills 

 
Individual providers should check in with their schools to understand school screeners and protocols.  
 
Classroom Design and Safety Measures 
OST providers should work with their schools to use a combination of some or all of the following measures to 
maximize distance between students and staff during face-to-face instruction: 
 

• Assigning seats. 
• Spacing desks three (3) feet apart. 
• Removing desks where possible; or placing an “X” visibly on desks where needed. 
• Using visual aids on floors and walls to illustrate movement and spacing within classrooms. 
• Arranging all desks to face in the same direction. 
• Using large tables with children assigned seats at the ends. 
• Placing staff desks at least six feet from the nearest student desk and facing all student desks forward. 

 
To limit students from sharing materials, strategies include: 
 

• Keeping each student’s belongings separate from other students (on buses and in the building) 
• Labelling belongings (with cooperation of families), cubbies, lockers, and other areas where students 

leave items 
• Cleaning and disinfecting items on a daily basis 
• Ensuring adequate supplies to minimize sharing of high-touch materials to the maximum extent 

possible or limiting to one group of students at a time with cleaning between uses 
 

Staff should avoid using other employees’ cell phones, desks, offices, or other work tools and equipment. If 
outside temperature permits, windows should be opened to increase air circulation and maximize airflow. 
 
Shared Spaces General Protocols 
Schoolyard and Outdoor Spaces 
 
OST staff will: 
 

• Delineate distance parameters and flow paths in outdoor spaces that could be used by students and 
staff. 

• Create a play schedule that provides for social distancing in the outdoor space and ensures students 
remain with their OST cohorts of students. 

• Implement games and activities which promote physical exercise and do not use shared equipment 
while social distancing. 
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Restroom Procedures 
The number of people permitted in a restroom will be determined by the size of space and layout of restroom 
partitions to ensure at least six feet of distance between individuals. 
 
Restroom toilet partitions provide appropriate separation for individuals. In cases where partitions are not 
currently in place, or do not extend above the individual’s head, signage will indicate the use of every other 
toilet stall, i.e. every other urinal in the men's/boy's restrooms will be closed off to keep individuals six feet 
apart. The same approach will be applied to restroom sinks that do not allow for appropriate distancing. 
 
Personal Protective Equipment and Face Coverings  
When worn properly, wearing a mask helps reduce the spread of the coronavirus by reducing droplet 
transmission between people. As a reminder, face masks do not replace the need to maintain social 
distancing, frequent hand washing, and our rigorous cleaning and disinfecting routines. 
 
Mask Protocol 
When worn properly, wearing a mask helps reduce the spread of the coronavirus by reducing droplet 
transmission between people. Face masks do not replace the need to maintain social distancing and, frequent 
hand washing as mitigation strategies against COVID-19. 
  
In accordance with the Philadelphia Department of Public Health (PDPH), all students must wear a face mask 
that covers the mouth and nose at all times while in an indoor school spaces.  
  
APPROVED FACE MASKS 
A mask is defined as a covering of the nose and mouth that is secured with straps that loop over the ears or tie 
around the back of the head. Acceptable masks may be factory-made, sewn by hand or machine, or created by 
using materials cut or constructed from household or clothing items like scarves, t-shirts, sweatshirts, or 
towels. These clothing items in their original forms are not themselves acceptable face coverings.  
  
Individuals who are communicating or seeking to communicate with someone who is hearing impaired, or 
who has another disability, where the ability to see the mouth is essential to communication, may wear a face 
shield instead of a mask. 
  
Please follow the guidance below for applying, removing, and cleaning mask types. Hand hygiene should be 
performed before and after applying and removing a mask.  
 

Type and Intended Use of Masks 

Approved  
Masks  

Disposable Surgical Mask 
 
  

Cloth Mask Face Shields 
 

Mask 
Application 

(i.e. putting on your 
mask) 

Hook loops snugly around 
ears.  
Ensure that mask covers 
nose and mouth at all times 
and is secured under the 
chin. 
  

Secure ties to head or hook 
loops snugly around ears. 
Ensure that mask covers 
nose and mouth at all times 
and is secured under the 
chin. 
  

Bending forward, hold face shield 
with both hands, expand the elastic 
with thumbs and place the elastic 
behind head, so that the foam rests 
on forehead.  
Ensure the shield covers the front 
and sides of the face and no areas 
are left uncovered. 

Mask  
Removal 

Unhook from ears and pull 
away from face without 

Untie or unhook from ears 
and pull away from face 

Remove and pull up and away from 
face without touching the front of 
the mask. Check for cracks in the 
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touching the inside of the 
mask.  
Fold so the inner part of the 
mask faces inward. 
Dispose immediately into 
trash can. 

without touching the inside 
of the mask. 
Fold so the inner part of the 
mask faces inward. 

mask and discard if cracked or 
damaged. 

Mask  
Cleaning 

Dispose immediately into 
trash can. 
  

Wash after daily use in 
washing machine with other 
laundry OR by hand soaking 
in a solution of1/3rd cup of 
household bleach per gallon 
of room temperature water. 
Rinse clear. Place in the 
dryer or hang dry. 

Carefully wipe the inside, followed 
by the outside of the face shield with 
a disinfectant wipe.  

  
GENERAL GUIDANCE  

1. Students may wear personal, clean, well-maintained masks appropriate for the school environment 
that meet one of the approved face masks types identified in the chart above.  

2. Students must wear a face mask at all times in hallways, classrooms, indoor public spaces and other 
common indoor areas across school spaces. 

3. Students should remain mindful not to unnecessarily touch masks except for removal for meals and 
breaks. 

4. Masks should not be worn during waterplay activities that could get masks wet whether indoors or 
outdoors. Because masks should not be worn at these times, students should maintain appropriate 
physical distance. 

5. Students are not required to wear face masks while participating in outdoor activities if a minimum of 
3 feet of social distancing is maintained. 

6. Students may remove face masks indoors when eating or drinking if seated six feet away from others. 
When masks are removed, they must be placed below the chin, in a pocket or on the lap. Masks should 
not be placed on tabletops or other communal surfaces. 
 

Accommodations for Students Who Are Unable to Wear a Mask Due to Medical Conditions or Other 
Reasons 
Any student who cannot wear a mask or face shield due to 1) a medical condition, 2) mental health condition, 
3) disability or 4) inability to remove a mask without assistance are not required to wear face coverings.  
  
Individuals who are communicating or seeking to communicate with someone who is hearing impaired, or 
who has another disability, where the ability to see the mouth is essential to communication may wear a face 
shield instead of a mask. 
  
Students with the following conditions are eligible to use a face shield in place of a mask. This list is not 
exhaustive. Additional requests will be considered on an individual basis.  
 

1. Tracheostomies 
2. Neuromuscular and other conditions that limit the ability to self-remove a mask 
3. Autism 
4. Hearing Impairment 
5. Chronological young age 
6. Developmental young age 
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7. Cognitive impairment 
 
 

Presumptive and Confirmed COVID-19 Case Protocol 
  
GENERAL GUIDANCE 
  

1. OST Staff: OST staff are required to report if they test positive for COVID-19, if they develop symptoms 
consistent therewith, or if they are self-isolating due to suspected or known exposure to COVID-19 by 
alerting their organization and supervisor. If in a District Managed School their organization should 
email coronavirusreport@philasd.org, the assigned Program Liaison, and dhsost@phila.gov 
immediately. If in a charter or parochial school, providers should alert their school principals, their 
assigned program liaison, and dhsost@phila.gov. Their organization should contact the on-call staff 
member at OCF immediately after sending the email alert.  
  

2. Parents/Students: If any of the following are true, the parent/guardian must keep the student at 
home. 

o Fever of 100.4 °F or greater, new onset of cough, or shortness of breath unrelated to a pre-
existing condition.  

o Two of the following symptoms: sore throat, chills, headache, muscle pain, loss of taste or 
smell.  

o Close contact with a person diagnosed with COVID-19. 
  

3. Staff who develop symptoms while on site: If a staff person develops the following symptoms while at 
work, they will be sent home immediately:  

o Fever of 100.4℉, cough or shortness of breath OR  
o Any two of the following symptoms: Sore throat, chills, headache, muscle pain, new loss of 

taste or smell. 
o If an employee needs to be picked up, they will wait in a designated area for their ride. The 

employee should seek a COVID test. 
 

4. Close contacts: If an OST staff member is in close contact with a COVID positive person their 
organization should email their assigned program liaison and dhsost@phila.gov immediately for 
guidance on whether quarantine is required. 

 
RETURN TO WORK GUIDELINES  
When tested and determined to be COVID-19 positive, as OST staff person will remain home until all of the 
following are true:  
 

1. at least 10 days since the onset of symptoms AND  
2. 24 hours free of fever without the use of fever reducing medication, (Tylenol, Motrin, etc.) AND 
3. symptoms are improving 

 
Note: The COVID-19 positive individual does NOT need a repeat COVID test or a doctor’s note in order 
to return to work. 

 
When symptomatic but COVID-19 testing was not completed, the staff person will remain home until all of 
the following are true: 

1. at least 10 days since the onset of symptoms AND 
2. 24 hours free of fever without the use of fever reducing medication, (e.g., Tylenol, Motrin, etc.) AND 

mailto:coronavirusreport@philasd.org
mailto:dhsost@phila.gov
mailto:dhsost@phila.gov
mailto:dhsost@phila.gov
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3. symptoms are improving 
 
OR 

 
4. A clinician has evaluated the employee and documented an alternative diagnosis and that the 

employee may return to work sooner than 10 days. 
 

STUDENT WHO DEVELOPS SYMPTOMS WHILE AT PROGRAM 
 
If a student develops the following symptoms the OST provider will isolate the student, contact the family for 
pickup, and complete OST Sick Note to be given to both the nurse and parent/guardian immediately. OST 
provider should contact school leader via email immediately: 
 

1. Fever of 100.4℉ or greater, cough or shortness of breath unrelated to a pre-existing condition  
 

OR  
 

2. Any two of the following symptoms: Sore throat, chills, headache, muscle pain, new loss of taste or 
smell  

 
RETURN TO SCHOOL PROGRAM  
 
When tested and determined to be COVID-19 positive, the student will remain home until all of the following 
are true:  
 

1. at least 10 days since the onset of symptoms AND  
2. 24 hours free of fever without the use of fever reducing medication, (Tylenol, Motrin, etc.) AND 
3. symptoms are improving 

 
Note: The COVID-19 positive individual does NOT need a repeat COVID test or a doctor’s note 
 

When symptomatic, tested and determined to be COVID-19 negative, the student will remain home 
until:  
 
1. The student meets the school’s normal criteria for return after an illness which includes fever free, 

vomiting and diarrhea free for greater than 24 hours without medication OR 
2. A clinician has evaluated the child and documented an alternative diagnosis and that the student 

may return to school 
 
 
When symptomatic but COVID-19 testing was not completed, the students will remain home until 
all of the following are true: 

 
1. at least 10 days since the onset of symptoms AND 
2. 24 hours free of fever without the use of fever reducing medication, (Tylenol, Motrin, etc.) AND 
3. symptoms are improving 

 
OR 

 
4. A clinician has evaluated the employee and documented an alternative diagnosis and that the 

employee may return to work sooner than 10 days. 
 
COVID-19 TESTING 
 
If you require testing for COVID-19, call your healthcare provider. In addition, you can visit the City’s 
map of testing sites to find a location that will not require an order from a healthcare provider at the 

https://docs.google.com/document/u/4/d/1aQzKMsAqPgow9BTwm510vs7UZfBkQXSHwPg3j7bHX9g/edit
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following link: https://www.phila.gov/covid-testing-sites/#/ or, if you have Keystone HMO or Personal 
Choice PPO through the District, please refer to this list of participating COVID-19 testing locations.  
 

Program and School Closures 
The decision to quarantine individuals exposed to a positive case and/or close a classroom, grade, floor, or 
building will be made by the Philadelphia Department of Public Health and based on specific criteria. No OST 
provider can make that decision.  
 
Sanitizing Facilities 
According to the Center for Disease Control: 

• Cleaning removes germs, dirt, and impurities from surfaces or objects. This process does not 
necessarily kill germs, but by removing them, it lowers their number and the risk of spreading 
infection. 

• Disinfecting kills germs on surfaces or objects by using chemicals. This process does not necessarily 
clean dirty surfaces, but by killing germs on a surface after cleaning, it can further lower the risk of 
infection. 

• Sanitizing lowers the number of germs on surfaces to a safe level by either cleaning or disinfecting 
objects to lower the risk of spreading infection. 

 
OST providers should expect to perform frequent disinfecting tasks of their spaces multiple times a day. 
 
 

CPR/First Aid Procedures During COVID-19 
 
If someone needs medical attention, a trained person can administer CPR/ First Aid to an employee or 
participants. This must be done with caution and in the case of CPR only in a life-threatening situation. 
 
The person administering the aid must be trained and have the appropriate PPE. 
 

• First aid – Gloves and a mask must always be worn even while applying a band aid. If the cut or wound 
is severe the paramedics must be contacted right away.  

• CPR – Call 911 immediately. Chest compressions can be given with no skin-to-skin contact. No mouth-
to-mouth breathing should be attempted and gloves and masks must be worn during this process.  

• Choking victims – Normally the person places their arms around the victim from behind and clasps 
their hands in front and pulls inward and upward to expel the foreign object. This can also be done 
while the victim is lying down. The thrust would be the same inward and upward. Gloves and a mask 
must be worn. 

 
In all cases, the OST Site Director should call 911 and then contact the parents. In the event of injury, 
after completing the steps above, the OST providers must contact their assigned program liaison 
immediately. Providers must adhere to incident response and reporting procedures listed below. 
 

All OST sites should call 911 immediately if there is ever suspected fire or gas emergencies.  
 
OST sites should report an emergency situation to their assigned OST program liaison after emergency services 
have been contacted and any applicable evacuation has occurred. 
 

https://www.phila.gov/covid-testing-sites/#/
https://www.philasd.org/benefits/wp-content/uploads/sites/156/2020/06/covid-19-testing-locations-ibx.pdf
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Incident Response and Reporting Procedures 

Overview 
OST providers will operate programming in community-based sites and school-based sites (School District of 
Philadelphia, Charter Schools, and Parochial School). All Elementary and Middle School Model providers will be required 
to maintain or acquire a PA DHS certification during the school year program. As part of the ongoing program 
development, PHMC is presenting a revised procedure for identifying, addressing, and reporting serious incidents during 
program activities. This new procedure is intended to support programs that are operating in a variety of settings and 
must align with PA DHS childcare regulations and the policies and procedures of host organizations (i.e. School District of 
Philadelphia). 

The primary objective of this revised procedure is to create a safe and secure learning environment for students, families 
and staff. OST providers partner with other organization and school administrators to create a welcoming program 
environment, with a focus on prevention and early intervention. When incidents occur, OST providers should be well 
positioned to response to address and resolve any situation. 

Program Incidents 
Incidents are defined as follows:  

Serious Incidents are those that align with PA Child Care regulations and are defined as any incident that involves: 

• Inpatient hospitalization or emergency room treatment of a child receiving care at the facility.
• A death of a child receiving care at the facility.
• A facility fire that requires the service of a fire department.
• Mandated Reporter call to Childline or DHS Hotline for suspected child abuse or neglect.

Other incidents that should be addressed by the plan include incidents which: 

• Affect the health, safety and welfare of the students and/or employees;
• May be of a criminal nature; and/or
• May generate public concern.

Incident Management  
Providers must have or develop procedures for managing and reporting incidents within their OST sites that include a 
process for responding to the incident, investigating the incident, and documenting the incident. The expectation of OCF 
and PHMC is that providers will take immediate action to ensure the safety of children and staff.  

At a minimum these plans are required to include the following: 

• Alignment with PA Child Care Regulations on serious incident reporting (Title 55 Chapter 3270 55 Pa. Code §
3270.20. Reporting injury, death or fire).

• Alignment with the policies and procedures at the host facility (I.e. School District of Philadelphia, Charter School
or Parochial School entity).

• Policies and procedures for:
o Identifying and responding to incidents within the site
o Ensuring the health and safety of all program participants and staff
o Communicating with parents
o Documenting the incident
o Investigating the incident
o Reporting the incident
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o Addressing any organizational or site-based issues that result from the incident, the
response and/or the investigation.

o Training staff on the incident reporting process.

This document should be supplied upon request to OCF and/or PHMC. 

As noted above, the safety and security of students, families and staff are the primary concern when addressing an 
incident. Providers must assess the situation and implement appropriate responses to ensure that all children are safe 
and secure, and that staff, parents, or other visitors are also safe and secure. This should occur in coordination with 
school personnel such as the school nurse, school climate staff, school police and the assistant principal on site.  

Emergency and Serious Incidents 
Once all students, staff and/or visitors are safe and secure; after emergency services have been contacted; and after any 
applicable evacuation has occurred, the Site Director shall complete the following notifications:  

• Immediately notify parents/guardians of all youth directly involved in any emergency or serious incident.
• Notify their assigned OST program liaison
• Notify parents/guardians of youth not directly involved of the event via telephone contact and/or written notice

within 24 hours. It is critical that the confidentially of youth and families are protected at all times.

Notification and Reporting  
Providers will be required to notify PHMC and to their OST Program Liaison on the same day the incident occurs. PHMC 
will request documentation of the incident and other relevant information per the provider’s incident reporting 
procedures. This information will be shared with OCF and may be shared with other relevant parties such as the School 
District of Philadelphia for programs operating in their school sites.  

For serious incidents, providers must submit a copy to PHMC of the PA DHS Incident Report Form and/or ChildLine 
Report as soon as possible after the incident, but within 24 hours of the incident occurrence. A sample of this form is 
included in the appendices.  

Next Steps 
PHMC will begin the investigation within one business day of receiving the incident report. PHMC will review incident 
reports and close them out if all tasks have been completed. If PHMC needs additional follow up, more information, or 
discussion with a third party, they will send the provider an email with a deadline for response. Once all tasks and review 
have been completed, PHMC will notify the provider and close out the incident. All incident reports will be stored by 
PHMC. For severe incidents that include the injury or medical emergency of a student or staff, PHMC will close out with 
memorandum shared with OCF, the provider, and (in some cases) the School District of Philadelphia. 
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Appendices 

  
• Model Adherence Waiver 
• Staff Health Assessment 
• OST Budget Instructions 
• Expense Report Template 
• PHMC Incident Report 
• Participant Enrollment forms 

o Consents 
o FERPA 

• School District Collaboration Plan Form 
 



P ublic Health M
anagem

ent Corporation 
M

odel Adherence W
aiver 

Agency: 
Site: 

_G
rades Served by Host School (if applicable): 

M
odel: 

 Elem
entary 


 M

iddle 

 High 

Category of Request (Check the box indicating w
hich action you are requesting):   

 5
th grade youth to participate in m

iddle m
odel program

 


6

th grade youth to participate in elem
entary m

odel program

 8

th grade youth to participate in high m
odel program

Student N
am

e 
G

rade 
School 

Com
m

ents 

By signing below
, the agency agrees to the follow

ing, should this request be approved. 


To have in the youth’s client file, w
ritten consent by the youth’s parent/guardian(s) indicating their child w

ill be participating in a program
 specifically designed for a

different a ge group.


That this w
aiver is in effect only through the end of the current fiscal year.


That com

pensation for the youth’s participation w
ill be based on the funded m

odel’s paym
ent m

echanism
, regardless of youth’s age.

Signature: 
Print N

am
e: 

_ Date: 
(Agency Executive Director or Agency Designee) 

For PHM
C use only 

Recom
m

ended by Contract Specialist 
_ 

N
ot Recom

m
ended by Contract Specialist 

_ 

Approved - M
onth Effective 

N
ot Approved: Reason 

_ 

Signature: 
Contract Specialist N

am
e: 

Date: 



CHILD CARE STAFF HEALTH ASSESSMENT
 
(55 Pa. Code §§3270.151, 3280.151 and 3290.151) 

NAME OF PERSON EXAMINED (Please print) REASON FOR EXAMINATION 
Initial employment in child care 
Biennial re-examination 

THIS SECTION TO BE COMPLETED BY EMPLOYER 
This physical examination is for the purpose of employment in a child care facility.  The types of activities this individual will be doing are as
follows (please check all that apply): 

Lifting, carrying children Desk work Other – describe below: 
Close interaction with children Driver of vehicle(s) 
Food preparation Facility maintenance 

THIS SECTION TO BE COMPLETED BY PHYSICIAN, PHYSICIAN’S ASSISTANT OR 
CERTIFIED REGISTERED NURSE PRACTITIONER (CRNP) 

1. DID YOU CONDUCT A PHYSICAL EXAMINATION? YES NO 
The physical examination should include a functional assessment of vision and hearing and a systems review looking for 
conditions that might affect performance or predispose this individual to occupational injury relating to the type of activities 
required by the job (see type of job listed above.) Conditionals also include frequent hand washing, the stress of caring for 
groups of children, ability to actively supervise children, and exposure to the common infections of childhood. Please take note 
that substance abuse should be considered in determining suitability to provide child care. 

2. DID THIS INDIVIDUAL HAVE ANY COMMUNICABLE DISEASES? YES NO 
If yes, attach separate sheet(s) to describe the conditions and the risk it might pose to others exposed to this individual. 

3. BASED ON YOUR FINDINGS FOR #1 AND #2 ABOVE AND OTHER INFORMATION GATHERED DURING YOUR 
EXAMINATION, IS THIS INDIVIDUAL SUITABLE TO PROVIDE CHILD CARE? YES NO 

IF YOU ANSWERED “NO” TO QUESTION #3, please list any information regarding this individual’s medical condition or other 
information gathered during your examination that might threaten the health of children or prohibit the individual from providing 
safe and adequate care to children. Please attach separate pages as needed. 

DATE SIGNATURE TITLE 

TELEPHONE NO. PRINTED NAME 

ADDRESS 

TESTING FOR TUBERCULOSIS BY THE INTRACUTANEOUS MANTOUX OR 
INTERFERONGAMMA RELEASE ASSAY BLOOD TEST METHOD 

Please note: The child care facility regulations require tuberculosis testing by Mantoux method or the interferongamma release assay (IGRA) blood 
test at initial employment in a child care setting. Subsequent testing is not required unless directed by a physician, physician’s assistant, CRNP, the 

Department of Health or a local health department. 

MANTOUX TEST DATE: RESULTS: POSITIVE NEGATIVE 

IF SKIN TEST IS POSITIVE: 
REPORT OF CHEST X-RAY (Please attach an official radiology report) 

DOES THIS INDIVIDUAL NEED CHEMOPROHPHYLAXIS? YES NO 
Please note:  For the purposes of meeting the child care facility regulations, a person with a positive tuberculin skin test or blood test and a
negative x-ray is not required to have further tuberculosis testing or x-rays, unless the person is exposed to an active case of tuberculosis or the
person develops a productive cough which does not respond to medical treatment within 14 days. 

CD 322 2/12 
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FY22 OST School-Year Budget Instructions 

1. Providers must adhere specifically to these budget instructions.
2. Complete the required MS Excel budget form – one form for each program model offered at each site.
3. Thoroughly complete the imbedded Narrative column in the budget form. Please note: Providers must

ensure all narrative lines imbedded within the budget are adequately thorough.
4. Submit the completed budget form(s) to your agency’s contract specialist and/or ost@phmc.org.

Provider budgets must demonstrate the following:  
(Please refer to Standard Operating Procedures, especially the sections on: Administration, Staffing, 
Compensation and Program Budget)  
1. All budgets must account for City of Philadelphia OCF-funded revenue. No other revenue sources should

be included in the program budget.

2. No more than 10% of grant funds may be used for indirect costs (costs that cannot be tied directly to

programming) such as audits, management salary, administrative rent, and grant-writing.

3. Personnel must account for the following:

• Full-time Site Director with a minimum annual salary of $37,000. For providers that are serving a

school with both elementary and middle school program models, one Site Director can support

both models as follows:

▪ A total of 100% of their time is devoted to OST funded programming across both models

for that school site.

▪ The cost of this full-time position can be divided among the budgets for each model at the

site, but budgeted amounts must sum to the total full-time salary for the position for the

10-month contract period.

• The required number of group supervisors and group leaders to meet staff/child ratios and PA DHS

regulations for a sufficient number of hours to meet all program requirements; these positions

must receive minimum compensation of $15 per hour.

• Minimum compensation of $15 per hour for any other staff charged in part or full to the OST

program budget including all hourly and part-time personnel.

• Benefits and payroll taxes for any personnel included on the OST budget, appropriately pro-rated

for the staff hours charged to the OST budget.

4. Appropriate operating costs that align directly with program operations and are fully justified in the budget

narrative section

Budget Form 

Budget Form Header 
Begin by completing the required information on the Budget & Expense Report tab in Rows 1 through 11 in 
Column C.  Remember you must complete one budget form for each site and program model. 

Total Grant 
Enter the number of slots awarded and total grant amount, which can be found on the Letter of Intent to 
Contract sent to the agency’s executive director:  

• Number of Slots Awarded – please enter this number into the cell (Row 13; Column D).

• Total Grant Amount – please enter this number into the cell (Row 14; Column D).

mailto:ost@phmc.org
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Budget Form Line-Item Descriptions & Instructions 
Narrative statements as described below must be included for all budgeted line items.  

Personnel 

• Personnel, and their associated salary and hourly costs, must be entered on the Personnel tab. This entry 
will then populate the appropriate cells on the Budget & Expense Report tab. 

o For all positions: list the staff person’s name and their organizational title (Program Director, Data 
Manager, etc.) in the space provided in Column A. Indicate which role they fill in Column D (Site 
Director, Group Supervisor, etc.).  If a position is vacant, indicate “to be hired” and state the 
anticipated start date for the new hire.  Use one line for each employee – if multiple staff have the 
same title, please list them one per line. Contact your PHMC Contract Specialist if you need 
additional lines for more staff. 

o Salaried positions:  
▪ Describe the calculations for each salaried staff member, including their annual salary or 

hourly wage, the amount of time attributed to this project and the duration (number of 
weeks or months) in your description.   

▪ Briefly describe the duties to be performed and how these staff positions meet the 
requirements of the grant (Refer to the staffing requirements in the Standard Operating 
Procedures included in your organization’s contract).  

▪ Identify which staff are full-filling the required roles of Site Director, Group Supervisor (if 
needed) and Group Leader(s) using the drop-downs provided. 

▪ Include information on how staff time will be allocated for training, preparation, staff 
orientation, and staff meetings. 

o Hourly employees: complete each column with the required information: hourly rate, average 
number of hours weekly, and the number of weeks the employee will work. The spreadsheet will 
calculate the total.   In considering the number of hours, remember to consider both program 
hours and hours for training, preparation, staff orientation, and staff meetings. For hourly 
personnel, the columns containing rate of pay, average hours worked, and weeks worked will serve 
as the narrative. 

o Fringe Benefits: Fringe benefits should be based on actual known costs or an established formula 
that is appropriate for your organization. Fringe benefits are for the employees listed in the 
budget, and only for the percentage of time devoted to the project. Please provide a narrative 
statement on the calculation in the space provided.  

o Payroll Taxes: this field will calculate in the form based on salary information provided. 
o Total Personnel: these fields will calculate based on information entered in the spreadsheet. 

 
Note: When distinguishing between employees and contractors/consultants consider that salaried and hourly 
personnel should be payroll positions and have associated payroll taxes and/or fringe benefits. Enter non-
payroll positions under the Consultants/Contractors section.  
 

Consultants/Contractors:  
For each consultant/contractor, enter: 

• Legal Name of individual consultant or contracted entity. 

• Total amount of the contract with that entity for the program. 

• Total Consultants/Contractors: this field will calculate based on information entered in the 
spreadsheet. 

• Narrative 
o Legal Name of individual consultant or contracted entity 
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o Cost per service the consultant charges (hourly, per activity, etc.) 
o Activity(ies) that the consultant will provide 
o Frequency of Activity(ies) in the program – indicate daily, weekly, monthly, or yearly number 

of contact days the consultant will have with your program and/or youth. 

• Only one Consultant/Contractor can be listed per line. Contact your PHMC Contract Specialist if you 
need additional lines for more Consultants/Contractors. 

 

Operating Costs:  

• Enter the costs for the appropriate line item. It is not required that each line item have an associated 
expense.  The amount listed should be the cost for that item as it directly relates to school year 
programming.  

• In the space provided, enter narrative statements that describe the items included in each line item 
and the calculation used to arrive at the expenditure amount listed in the budget form.  If a formula is 
used to determine occupancy costs, please indicate.  

• In determining what costs might be attributed to specific line items, please note the following: 
o Equipment: Any article of nonexpendable, tangible property having potential use of more than 

one year. For the duration of the grant, provider should maintain records documenting 
equipment purchased, date of purchase, vendor name, and invoice number. 

o Program Supplies: Consumable items used by program staff for program operation. This 
includes items such as gross motor equipment, art supplies, first-aid supplies, food ware, 
cleaning agents, etc., used in the course of conducting the scope of work for your program. 

o Staff Training Materials & Supplies - Expenses for staff to attend non-City of Philadelphia OCF 
supported trainings, including training curricula, workshops, afterschool conferences, etc.  

o Transportation (Local Travel): These costs must benefit the proposed program and include 
travel associated with program training, outreach, and other enhancements for staff and/or 
participants  

o Cultural/Recreational Field Trips: These costs are only for youth attending the program and 
listed in enrollment. The cost of virtual and in-person experiences can be included in this line 
item. 

o Other – please provided a detailed description of costs included in this line item. 

• Total Operating: this field will calculate based on information entered in the spreadsheet. 
 

Indirect:  
The indirect cost is rate capped at 10% of the total grant. You must calculate and enter your indirect 
costs since this varies by agency. Note that your administrative rate is subject to future audits. Staff 
who are not directly funded by this grant, but who do work to support your program, can be included 
under the indirect category. Estimate the cost of indirect staff activities and total them for the indirect 
expense line item. The following activities, if dedicated to the operation of this program, would count 
as administrative expenses: general administration, contract and grant administration for this grant, 
personnel functions, accounting and budgeting functions, travel or event planning, newsletter/ 
brochure preparation, processing and tracking purchase orders, maintaining general departmental 
databases, proposal budget preparation, purchasing, payroll/human resources, bookkeeping, financial 
monitoring, reconciling accounts/ledgers, correspondence/report preparation, space management, 
equipment inventory, etc. 
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Public Health Management Corporation 
Serious Incident Report 

 
Name of Facility TelephoneNumber 

Name of Child Sex 

Child Address Birthdate 

Name of Parent TelephoneNumber 

Parent Address 

Parent Notified by Time Notified 

 
Description of Incident 
Date Time Location 

Equipment/ Product Involved Type of Injury Part of Body Injured 

Cause of Injury 

 
Action Taken 
First-Aid Given by Facility 

Name of Local Authority Notified of Incident  TelephoneNumber 

Address 

Treatment Provided by TelephoneNumber Address 

Nature of Treatment 

RequiredFollow-Up 

   

Signature of Person Completing the Form Title Date 

Signature of Parent  Date 

Email this completed form to your Contract Specialist and Program Liaison within 24 hours:  
              One copy to parent and one copy for program files 



 
     
                                                     
 

AFTER SCHOOL PROGRAM DATA SHARING CONSENT FORM 
  
_________________________________    _______________________________________   
Agency Name                         Program Location   
   
Purpose:    
The City of Philadelphia (the City) funds after school programs, also called “Out of School Time” (OST) through various city 
agencies and departments; other OST programs are funded and run by independent providers (collectively “OST programs”). 
When you enroll your child in an afterschool program, the City will collect information from you and your child and from OST 
programs and the School District of Philadelphia and store it in a secure centralized system, where it may be shared with other 
OST programs in order to help to manage the programs, provide academic assistance, identify unused participant public 
benefits, as well as improve programming, services, and participant safety.  
Process:   
• When you sign up for an afterschool program, you will be asked to provide information about your child, including but not 
limited to his or her name, age, address, and other demographic information.    
• OST program staff may also visit the program and talk to your child about being at that program and may also ask you or 
your child to complete short, voluntary surveys about the program to learn more about the experience; these visits are a part 
of afterschool programs for every child and every afterschool site.    
• Additional information may be added to your child’s file, including from the School District (if you agree) and other OST 
programs your child has attended including but not limited to: date of birth, gender, race, ethnicity, phone, ID, school name, 
grade, and attendance.   
 
Information Privacy and Sharing of Information:   
• The information that is collected about your child will be shared with staff at the afterschool program.  
• In addition, the information about your child will be shared with approved City and OST program and administrative staff.   
• If the City ever allows the information to be used for research or evaluation purposes, no identifying information about your 
child or your family will be shared.   
• All of the information will be stored in a database that complies with requirements for managing student education records 
as set forth in the Family Educational Rights and Privacy Act (FERPA).   
• Furthermore, the system is guarded by layered security protocols that prevents unauthorized persons from accessing the 
system. You also have the right to inspect and review documents collected and maintained in that system.  
 
  
Consent to Collection and Use of Child’s Information:   

I give permission to the City Out of School Time program to collect, store, and share the information I provide on my child 
for use in the OST program as outlined above and for my child and/or me to complete programmatic surveys that may be 
shared with other OST programs.   

 
If you do not give permission for the City to collect, store, and share information (including surveys), please initial 
here____. 

 

  



 
I give permission for the OST program to provide the School District of Philadelphia with information about my child’s 
attendance in the OST program for the purposes of programming for my child and overall program evaluation.   

If you do not give permission for the City to share OST attendance information with the School District of Philadelphia 
for the purposes of programming and evaluation, please initial here____. 

 
I give permission for the OST program to check my child’s name against any public benefit databases administered by or 
for the City for the purposes of locating additional benefits to which my child or family may be entitled.   

If you do not give permission for the City to check your child’s name against any public benefit databases 
administered by or for the City for the purposes of locating additional benefits, please initial here____. 

 
I give permission for the School District of Philadelphia to release my child’s educational reports to the OST programs that 
have need for it. The information to be released under this consent is: all records; grades, test scores; AIMS scores; 
attendance; and any other measurements of academic performance tracking programmatic progress. The information will 
be released for the following purposes: programming for my child and overall program evaluation.   

If you do not give permission for the School District to release your child’s educational records, please initial 
here______.   

 
I give permission for the OST program to photograph, digitally record, videotape, or audio tape my child while s/he is 
participating in the OST program. I further agree that any material may be used in publications, promotional literature, or 
in other similar ways, and that such use shall be without payment of fees. I understand that any photographs, videotapes, 
or audio tapes shall remain the property of the City and that I do not have the right to prior approval of their use. I release 
and hold harmless the City of Philadelphia, the City OST program, OST providers and their officers, employees, and agents 
from all claims and causes of action that I or my child may have as a result of the use of my child’s photograph, videotape, 
or audio tape in connection with the program.   

If you do not give permission for the OST program to use your child’s image, please initial here______.  

I understand that I may revoke this consent upon providing written notice to the OST program that my child attends. I 
further understand that until this revocation is made, this consent shall remain in effect and my educational records will 
continue to be provided to the OST program for the reasons described above. 

  
ACKNOWLEGEMENT AND SIGNATURE:   
By signing below, I acknowledge that I have read and understand this OST Data Sharing Consent Form and agreement to have 
my child’s information shared as described above.   
Child Name:___________________________  

Child Address:_________________________  

Parent Name:__________________________  

Parent Signature:_______________________    

Date:_________________________________  
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Office of Strategic Partnerships 
440 N. Broad Street 

Philadelphia, PA 19130 
 

 
Site-Specific Collaboration Plan 2019-20 

 
All partner programs operating in School District of Philadelphia (“the District”) schools 

must have a legal agreement (e.g. School Partner Agreement, Memorandum of 
Understanding, etc.) in place covering their work in schools. In addition to the binding 
legal agreement with the District, we encourage partners to develop a Site-Specific 

Collaboration Plan (“Collaboration Plan”) with each school they are partnering with. 
 

Communicating regularly is one of the major keys to establishing and sustaining strong 
partnerships that benefit all involved. The Collaboration Plan is an opportunity for 
school staff and partner to establish a shared vision for the partnership and 

clarify partner and school expectations.  
 

The Collaboration Plan covers a number of topics that are important for programs and 
schools to discuss, including: program schedule, goals of the school and program, 
space(s) required, etc. We encourage you to keep a copy on file and revisit it regularly 
throughout the year to ensure that your program and the school continue to be on the 
same page. The Collaboration Plan may be updated at any time by mutual agreement. 

For avoidance of doubt, this Site-Specific Collaboration Plan is not legally binding and 
subject to: 1) the terms of the legal agreement between the District and the partner, and 

2) District policies regarding the use of District facilities.  

Please be advised that the District requires that all external organizations that utilize 
building space register in the District’s use of facilities system, so we advise that all 
programs complete this plan with the school principal prior to submitting a facilities 

request.  
 

For more information about partnerships and onboarding procedures, please visit the 
Office of Strategic Partnerships website at www.philasd.org/strategicpartnerships. 
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Site-Specific Collaboration Plan 

 
School Information 

 

School Name: ____________________________________________ 
 

___________________   _______________   ______________  

Principal Name                  E-mail                            Phone 

 

___________________   _______________________________ 
Name of Building Engineer Contact Information for Building Engineer 
 
Does the principal have a designee with whom the program should coordinate? ___ YES ___ NO  
 
If yes, please provide the information below: 

___________________   _____________   _________________ 
Name of Designee                 Title of Designee                Preferred Contact Information for Designee 

 

 

School-Based Partner Information 

 

Organization & Program Name: ____________________________________ 

Organization Address: ________________________________________ 
 

___________________   _______________   ______________  

Program Director Name                  E-mail                            Phone 
 

___________________   _______________   ______________  

Site Director Name                  E-mail                            Phone 
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Program Information  

NOTE: All Partners utilizing District facilities must also submit the EH-45 Form. 
 

__________   __________   ______   ______           M   T   W   Th   F  
Program Start Date          Program End Date                      Start Time                  End Time                      Days of Week (Circle all that apply) 
 
Please list the specific spaces that the program will utilize on a daily basis (e.g. Room 215, the Gym, etc.): 

__________    ____________    ____________    ___________  
__________    ____________    ____________    ___________  
__________    ____________    ____________    ___________ 

 

____________   ___________   _________________________  
Total Number of Students Served   Grade Range of Students           Specific Student Subpopulation 
 

___________________________________________________   

      Program Structure/ Delivery Method (e.g. Out of School Time/After-school Programming, Workshops/Assemblies, Mentoring, Tutoring, Field Trips)  
 
 
Program Description: 

___________________________________________________ 
___________________________________________________  
___________________________________________________  
___________________________________________________  
___________________________________________________  

 
 
List primary program goals (it is helpful to note how these program goals align to overall school priorities, where 
possible): 

___________________________________________________ 
___________________________________________________  
___________________________________________________  
___________________________________________________  
___________________________________________________  
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Partner & School Expectations 

   
School expects partner to (e.g. provide principal and school leadership with weekly program attendance reports): 

___________________________________________________ 
___________________________________________________  
___________________________________________________  
___________________________________________________  
 
Partner expects school to (e.g. provide adequate space to provide service, address facilities issues in timely 
manner): 

___________________________________________________ 
___________________________________________________  
___________________________________________________  
___________________________________________________  

 

This section contains questions that the site director should ask of the principal: 

   
Are there any school events, meetings, or PD that the site director should attend to better engage with staff and/or 
families?  

___________________________________________________ 
___________________________________________________  
 
Are there other partnerships or collaborations of which the program should be aware? If there are other programs, 
which spaces will they be using? 

___________________________________________________ 
___________________________________________________  

 
What does the Principal need for the collaboration to be successful? 

___________________________________________________ 
___________________________________________________  

 
Would the program site director like to know any other information from the principal? If so, write it below. 

___________________________________________________ 
___________________________________________________  
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This section contains questions that the principal should ask of the program site director: 

   
Are there any program events, meetings, or parent engagement activities the principal should attend to better engage 
with program staff and/or families?  

___________________________________________________ 
___________________________________________________  
 
What does the program site director need for the collaboration to be successful? 

___________________________________________________ 
___________________________________________________  

 
Would the principal like to know any other information about the program? If so, write it below. 

___________________________________________________ 
___________________________________________________ 

 

Communication Plan 

   
How often does the Principal want to receive updates? What is the best way to deliver these updates? 

___________________________________________________ 
___________________________________________________  
 
When will the Principal/designee and the program site director meet throughout the year to check-in on the program? 

___________________________________________________ 
___________________________________________________  

 
For avoidance of doubt, this Site-Specific Collaboration Plan is not legally binding and subject to: 1) the terms of 
the legal agreement between the School District of Philadelphia and the partner, and 2) District policies regarding 
the use of District facilities 
 
By signing below, I acknowledge that I have read and will support this Site-Specific Collaboration Plan.  
 

___________________   _______________   ______________  

Principal Name                  Principal Signature            Date 
 

___________________   _______________   ______________  

Program Site Director Name  Program Site Director Signature                        Date 
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