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 21ST CENTURY COMMUNITY LEARNING CENTERS 

Documentation Criteria for GEMS Upload  
2020-2021 Technical Assistance 

 
All items listed are required. Please ensure that all documents are current 
(within one year) and legible.  
 
Overall Technical Assistance  

• Only upload necessary sections of the staff or parent/family handbooks for each 
requirement unless otherwise stated. 

• All files should be uploaded as individual pdf documents; do not upload zipped folders. 
• Upload only one example for each required document unless otherwise stated. 
• A list of participants including role and organization/site may replace sign in sheets for 

virtual meetings. The list must be signed and dated by the meeting host. 
 
 
1a. 
Requirements: The grantee is recruiting and serving the projected number and target 
population as identified in the approved grant application. 
 
Documentation upload required:  
1. Written recruitment plans  
2. Evidence of a recruitment activity 
3. Written protocol for selection of students 
 
Technical Assistance 

• Documentation should include both asynchronous and synchronous policies and 
procedures. 

 
1b. 
Requirements: All sites are offering the equivalent of services four days per week, two and a 
half hours per day for 38 weeks, including six weeks during the summer as detailed in the 
approved grant application. 
 
Documentation upload required:  
1. Program year calendar including operating hours by site  
 
Technical Assistance 

• See attachment A for an example of program year calendar. 
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1c. 
Requirements: The grantee is required to meet with stakeholders and form an advisory 
committee to assist with planning, implementation, and evaluation of the program. The 
committee should include representatives from all stakeholder groups including applicant, 
principal(s), co-applicant, community agencies, families, and students.  
 
Documentation upload required:  
1. Meeting agenda with detailed minutes 
2. Sign-in sheet of attendees including organization, title, and role on committee 
 
Technical Assistance 

• A collaborative advisory committee includes representatives from all stakeholder 
groups in addition to the program’s student or family advisory committees. 

• See attachments B.1 and B.2 for examples of agendas and minutes. 
• See attachments C.1 and C.2 for examples of sign in sheets. 

 
1d. 
Requirements: The grantee provides equitable services to private school students, and their 
families. Comparable opportunities for the participation of both public- and private-school 
students in the area served by the grant are provided. The grantee has consulted with private 
school officials. 
 
Documentation upload required:  
1. Copy of invitation to participate with evidence of receipt  
2. Record of responses from private schools  
3. Documentation if no private schools are in catchment area (Google “non-public” schools)   
 
Technical Assistance 

• Evidence of receipt can be in the form of email/written notifications or postage receipts. 
• The record of response should include a list of all private schools and replies within the 

catchment area. A lack of response should be recorded. 
 
2a.  
Requirements: The grantee has contracted with a local evaluator who at a minimum, will: 
Coordinate the collection and monitor the quality and completeness of required federal and 
state data. The instruments and collection systems that have been identified include: program 
data, such as enrollment, demographic, attendance, and activity information, to be entered into 
the EZReports web-based tracking system on an on-going basis, surveys from parents, 
students, teachers, and staff at the end of each school year, and school records data, including 
student grades, M-STEP scores, school attendance, and disciplinary actions at the end of each 
school year. Guide the YPQA process. Assist the program with initial implementation. Use local 
data and the YPQA to guide a performance improvement process and a sustainability plan. 
Review with program staff the 21st CCLC Onsite Monitoring Documentation form. Assist with 
the completion and submission of the Annual Report Form. Collect any additional data 
requested by the local grantee. Attend required MDE events, including MDE onsite monitoring 
visits. 
 
Documentation upload required:  
1. Employment records or signed and dated contract  
2. Local evaluator work plan  
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3. Most recent local evaluation report 
 
Technical Assistance 

• See attachment D for an example of a local evaluator work plan and contract. 
 
2b. 
Requirements: The program activities reflect the goals and objectives outlined in the grant 
application. 
 
Documentation upload required:   
1. Four examples of lesson/activity plans with specific grant goals and objectives identified 

within the lesson/activity plan 
 
Technical Assistance 

• See attachments E.1, E.2, and E.3 for examples of lesson plans. 
 
2c. 
Requirements: The program has a formal process for regular and effective communication 
with the student’s school day teachers to provide individualized assistance in academic areas; 
and to inform and receive information from these teachers on academic and behavioral 
progress. 
 
Documentation upload required:  
1. Communication log (who/date/time/topic) 
2. Copies of correspondence with individual school day teachers regarding academic 

and behavioral progress 
3. Example of how student school day information system is used 
 
Technical Assistance 

• The school day information system could be used to communicate with school 
day staff, track student school day attendance, track schoolwork completion, or 
update contact information. 

• See attachment F for an example of communication log. 
 
2d. 
Requirements: The project director and site coordinators communicate regularly and effectively 
with the school administration regarding recruitment and retention of students, coordination of 
resources, use of school facilities, and progress of program and activities. 
 
Documentation upload required:  
1. Meeting agenda with detailed minutes with school administration regarding recruitment 

and retention of students 
2. Copies of correspondence with school administration regarding coordination of 

resources and use of school facilities 
3. Copy of attendance and agenda at building level staff meeting(s) presenting 

progress of 21st CCLC program and activities 
 
Technical Assistance 

• Site Coordinators should meet with school administration on a regular basis.  
• A documented meeting regarding recruitment and retention should occur at 

least once per year. 
• See attachments B.1 and B.2 for examples of agendas and minutes. 
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3a. 
Requirements: The program offers students a diverse array of additional services, programs 
and activities, such as youth development activities, drug and violence prevention, 
counseling, art, music, recreation programs, technology education, character education that 
are designed to reinforce and complement the regular academics of participating students 
described in the grant. 
 
Documentation upload required:   
1. Promotional materials for families and students describing program offerings  
 
Technical Assistance 

• Promotional materials include letters, brochures, website, advertisements, or social 
media postings. 
 

3b. 
Requirements: The program provides literacy and related education services for families of 
the enrolled students, not just family nights. Family services meet the needs described in the 
grant for the community. 
 
Documentation upload required:  
1. Promotional materials for families describing family offerings 
2. Family activity sign-in sheets 
 
Technical Assistance 

• Providing literacy and related education services for families of enrolled students 
extends beyond a typical family night event. Families must be provided an intentional 
learning opportunity that supports the needs described in the grant. 

 
3c. 
Requirements: The program involves students in three or more ways: planning and 
implementation, program evaluation, and on-going advisory or decision-making roles of 
both the activities and the larger program. 
 
Documentation upload required:  
1. Evidence of student involvement in planning and implementation; 

1a. Meeting agenda and detailed minutes of student advisory committee 
1b. Evidence of student planning and implementation beyond surveys 

2. Schedule of on-going student advisory meeting dates  
3. Evidence of student involvement in program evaluation 
 
Technical Assistance 

• A student advisory committee includes student representatives that meet multiple 
times throughout the program year.  

• Examples of student planning and implementation beyond surveys could include 
organizing and facilitating activities, events, community services, program schedules, 
field trips, policies, etc.  

• A student advisory committee is in addition to the program’s collaborative or family 
advisory committees. Student advisory representatives could also be a part of the 
collaborative advisory committee to share student voice.  
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3d. 
Requirements: The program involves families in three or more ways: planning and 
implementation, program evaluation, and on-going advisory or decision-making roles of 
both the activities and the larger program. 
 
Documentation upload required:  
1. Evidence of family involvement in planning and implementation:  

1a. Meeting agenda and detailed minutes of family advisory committee  
1b. Evidence of family planning and implementation beyond surveys 

2. Schedule of on-going family advisory meeting dates  
3. Evidence of family involvement in program evaluation  
 
Technical Assistance 

• A family advisory committee includes family member representatives that meet 
multiple times throughout the program year.  

• Examples of family planning and implementation beyond surveys could include 
organizing and facilitating policies, activities, events, community services, program 
schedules, field trips, etc. 

• A family advisory committee is in addition to the program’s collaborative or student 
advisory committees. Family advisory representatives could also be a part of the 
collaborative advisory committee to communicate family voice. 

 
4a. 
Requirements: The grantee has developed written policies and procedures to effectively 
manage the program that are made available to all families and partners. 
 
Documentation upload required:  
1. Family handbook  
2. Written policies and procedures for partners 
 
Technical Assistance 

• This is the ONLY section that requires the entire program/family handbook to be 
uploaded. 

 
4b. 
Requirements: The grantee enters into formal written agreements with partners and 
vendors. 
 
Documentation upload required:   
1. Written agreement, memorandum of understanding, or contract. 
 
Technical Assistance 

• The written agreement, memorandum of understanding, or contract must be signed and 
dated by both parties, should outline partnership obligations, and provide a mutual 
understanding of grant goals and expectations. 

• Programs that do not utilize vendors may upload co-applicant contracts or 
memorandums of understanding. 
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4c. 
Requirements: The program communicates with partner/vendors/volunteers and encourages 
collaboration. Partners/vendors/volunteers actively support the program goals and objectives 
stated in the grant application. Program goals and objectives are reflected in all program 
activities. The partners/vendors/volunteers are assessed and problem-solving is undertaken 
jointly. 
 
Documentation upload required:  
1. Meeting agenda with detailed minutes regarding grant goals, objectives, and 

continuous improvement  
2. Evidence of partner/vendor/volunteer involvement in program evaluation  
3. Evaluation of partners/vendors/volunteers 
 
Technical Assistance 

• Programs that do not utilize vendors may upload co-applicant documentation. 
• Evidence of partner/vendor/volunteer involvement in program evaluation requires 

feedback from the partner/vendor/volunteer about the program. 
• Evaluation of partners/vendors/volunteers can be captured using a participant 

survey or other reflection tool. 
• See attachments B.1 and B.2 for examples of agendas and minutes. 
• See attachments G.1 and G.2 for examples of evaluations. 

 
4d. 
Requirements: The facilities are licensed/approved in accordance with PA 116, as amended. 
 
Documentation upload required:   
1. Copies of ALL license(s) 
 
Technical Assistance 

• A copy of ALL active childcare facility licenses must be uploaded. 
• Programs for students ages 13 and above refer to 4e. 

 
4e. 
Requirements: Program for students ages 13 and above meets the equivalent of licensing 
requirements for documentation of staff and students, as a licensed site would. 
 
Documentation upload required:  
1. Assurance that all relevant licensing rules are being met 
2. Student enrollment records  
3. Evidence of staff background checks 
4. Family handbook 
 
Technical Assistance 

• The statement of assurance that all relevant licensing rules are being met must be 
signed and dated by the Project Director. 

• The following can be used for reference: 
o Licensing checklist: https://www.michigan.gov/documents/lara/BCAL-

5041_12_15_fillable_508737_7.pdf 
o Childcare Licensing Forms/Checklists: 

https://www.michigan.gov/lara/0,4601,7-154-
89334_63294_5529_49572_49584---,00.html 

  

https://www.michigan.gov/documents/lara/BCAL-5041_12_15_fillable_508737_7.pdf
https://www.michigan.gov/documents/lara/BCAL-5041_12_15_fillable_508737_7.pdf
https://www.michigan.gov/lara/0,4601,7-154-89334_63294_5529_49572_49584---,00.html
https://www.michigan.gov/lara/0,4601,7-154-89334_63294_5529_49572_49584---,00.html
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5a. 
Requirements: Non-school facilities are as accessible to students and their families as their 
school facility. Whether the program takes place in a school building or other facility, the 
grantee must address how students will travel safely to and from the community learning 
center and home, including plans for transporting, escorting, or releasing students. 
 
Documentation upload required:  
1. Transportation policy or policy for escorting students to and from the program 
2. Policy for release of students  
 
Technical Assistance 

• The transportation or policy for escorting students must account for all transporting, 
escorting, and releasing of students to and from the community learning center. 

 
5b. 
Requirements: Program activities and services are advertised in the targeted schools and 
community through a variety of methods and forums. All materials include recognition of 
21st CCLC funds. 
 
Documentation upload required:  
At least two of the following:  
1. Postings, announcements, press releases, articles, outreach activities, screenshot of 

website.  
 
Technical Assistance  

• All published materials MUST include a statement recognizing the use of 21st CCLC 
funds.  

o “These materials were developed under a grant awarded by the Michigan 
Department of Education.” 

 
5c. 
Requirements: The program implements an attendance policy that encourages participation on 
a consistent basis. 
 
Documentation upload required:  
1. Written attendance policy 
2. Evidence of policy implementation  
 
Technical Assistance  

• The attendance policy should include a plan for participation requirements, absences, 
expulsions, detentions, suspensions, athletics, school day extracurricular activities, 
arrival and dismissal expectations, etc. 

• See attachments H.1 and H.2 for examples of attendance policies. 
• Policy implementation can be documented by uploading a copy of correspondence 

regarding a student’s attendance. 
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5d. 
Requirements: Information is transmitted to families with limited English proficiency in 
modes that are appropriate and easily understood. 
 
Documentation upload required:  
1. Copy of correspondence  
2. Evidence of event or meeting announcements 
 
Technical Assistance  

• Regardless of whether or not students with limited English proficiency are enrolled in 
the program, at minimum recruitment and enrollment documents must be 
appropriately translated.  

6a. 
Requirements: The program has a full-time (30 or more hours/week) project director with 
appropriate credentials to manage the program. 
 
Documentation upload required:  
1. Signed and dated employment record/contract 
2. Signed and dated time and effort log 
3. Resume  
 
Technical Assistance  

• All time and effort logs must include the employee name, FTE/hours worked, dates 
worked, funding source, employee signature, and supervisor signature. 

• Time and Effort Logs can be documented using a payroll software report. 
• See attachments I.1 and I.2 for examples of time and effort logs. 

 
6b. 
Requirements: Each site has a full-time (30 or more hours/week) coordinator or are site- 
based staff who also work at least 16 hours per week in the 21st CCLC program with 
appropriate credentials to meet licensing requirements. 
Documentation upload required:  
1. Signed and dated employment record/contract  
2. Signed and dated time and effort log 
3. Resume  
 
Technical Assistance  

• All time and effort logs must include the employee name, FTE/hours worked, dates 
worked, and funding source. 

• Time and Effort Logs can be documented using a payroll software report. 
• See attachments I.1 and I.2 for examples of time and effort logs. 

 
 
6c. 
Requirements: All staff have credentials and expertise appropriate for the positions 
described. There is sufficient staff planned for the number of students.  
 
Documentation upload required:  
1. Staffing plan for each site that meets licensing requirement or equivalent 

https://www.michigan.gov/documents/dhs/BCAL-5001_210524_7.pdf 
 
Technical Assistance  

• A staff plan must be uploaded for each site. 

https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fdocuments%2Fdhs%2FBCAL-5001_210524_7.pdf&data=02%7C01%7CSipesS1%40michigan.gov%7C13a5a97e280b4094d20b08d70eb74b51%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C636994052707731868&sdata=jnrs0%2F41fn1urssjKTOuqk1oA3MtUgI3oi%2F%2Bmmdq8Jc%3D&reserved=0
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6d. 
Requirements: Site and management staff meet regularly during the grant cycle to 
coordinate program offerings for continuous improvement. 
 
Documentation upload required:  
1. Schedule of meetings 
2. Meeting agenda with detailed minutes 
3. Sign-in sheets including site name and role 
 
Technical Assistance  

• See attachments B.1 and B.2 for examples of agendas and minutes. 
• See attachments C.1 and C.2 for examples of sign in sheets. 

 
6e. 
Requirements: Project Director has a written plan and log for site visits.  
 
Documentation upload required:  
1. Written visit schedule 
2. Log of site visits  
 
Technical Assistance  

• A visit schedule is an annual predetermined plan of site visits.  
• A site visit log lists completed visits.  
• See attachments J.1 and J.2 for examples of site visit logs. 

 
6f. 
Requirements: Staff implements the program goals and objectives as stated in the grant 
application. Staff are trained on the relationship of program activities to the Michigan Out-of-
School Time Standards of Quality. 
Documentation upload required:  
1. Staff on-boarding procedures and requirements 
2. Staff handbooks  
3. Program professional development plan 
 
Technical Assistance  

• See attachments K.1, K.2, K.3, and K.4 for examples of program professional 
development plans. 

 
6g. 
Requirements: Project staff participate in local, state, and national professional development 
activities. The professional development plan exceeds minimal licensing requirements and 
coordinates staff development with school and community partners. 
 
Documentation upload required:  
1. MiRegistry professional development log  
2. Individualized professional development plan 
 
Technical Assistance  

• MiRegistry instructions and MiRegistry log - https://www.miregistry.org/wp/wp-
content/uploads/2020/08/MiRegistry-Staff-Report-5-2020.pdf 

• See attachments L.1 and L.2 for examples of individualized professional development 
plans. 

 

https://www.miregistry.org/wp/wp-content/uploads/2020/08/MiRegistry-Staff-Report-5-2020.pdf
https://www.miregistry.org/wp/wp-content/uploads/2020/08/MiRegistry-Staff-Report-5-2020.pdf
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6h. 
Requirements: Staff professional development is aligned to meet the on-going program 
improvement plan based on annual program improvement goals. (YPQI Process) 
 
Documentation upload required: 
1. Professional development agenda related to a specific YPQI program improvement topic  
2. Evidence of training  
3. Coordinating sign-in sheet with site name and role OR roster 
 
Technical Assistance  

• Evidence of training could be: Certificate of YPQI Training Completion from Weikart, a 
PowerPoint and coordinating agenda from the training, or training materials/handouts 
from the training. 
 

7a. 
Requirements: All meals that are provided meet USDA guidelines as outlined in PA 116, as 
amended. Child and Adult Care Food Program (CACFP) or after-school suppers must be 
provided. 
 
Documentation upload required:  
1. Meal/Snack menus 
 
Technical Assistance  

• Must include a menu for at least one month. 
 
7b. 
Requirements: The grantee expends 21st CCLC funds appropriately. 
 
Documentation upload required:  
1. Most recent FER from CMS 
2. Written fiscal policies and procedures including internal controls  
 
Technical Assistance  

• Upload the fiscal policies and procedures implemented by the business office of the 
school district/organization (fiscal agent). 

 
7c. 
Requirements: The grantee uses 21st CCLC funds to supplement rather than to supplant funds 
from other sources (federal, state, or local). 
 
Documentation upload required:  
1. List of all revenue sources that support the 21st CCLC program 
 
Technical Assistance  

• If 21st CCLC is the only funding source, upload a signed statement of single source 
funding. 
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7d. 
Requirements: The grantee maintains documentation for all materials and equipment 
purchased with 21st CCLC funds. 
 
Documentation upload required:  
1. Five examples of purchase orders/invoices 
2. Inventory list 
 
Technical Assistance  

• Inventory lists should include item name, item description, purchase date, location, and 
condition of non-consumable items purchased with grant funds. 

• If items are removed from the inventory list include their date of disposal.  
 
7e. 
Requirements: The program maintains on-going documentation of contributions (cash or in-
kind resources) from partnering agencies or other sources. 
 
Documentation upload required:  
1. Cash or in-kind contribution log 
2. Volunteer log specific to 21st CCLC   
 
Technical Assistance  

• See attachment M for an example of a cash/in-kind log. 
• See attachment N for an example of a volunteer log. 
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Attachments 
A - Program Year Calendar 
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B.1 – Meeting Agenda with Detailed Minutes 
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B.2 – Meeting Agenda with Detailed Minutes 
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C.1 – Sign-In Sheet 
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D – Local Evaluator Work Plan and Contract 



19 



20 



21 



22 

E.1 – Lesson Plan



23 

E.2 – Lesson Plan



24 

E.3 – Lesson Plan



25 

F – Communication Log 

Student ___________ is struggling with homework. 



26 

G.1 – Partner/Vendor/Volunteer Involvement in Program Evaluation

G.2 - Evaluation of Partners/Vendors/Volunteers



27 

H.1 – Attendance Policy



28 

H.2 – Attendance Policy



29 

I.1 – Time and Effort Log



30 

I.2 – Time and Effort Log



31 

J.1 – Project Director Visit Log



32 

J.2 – Project Director Visit Log



33 

K.1 – Program Professional Development Plan



34 

K.2 – Program Professional Development Plan



35 

K.3 – Program Professional Development Plan



36 

K.4 – Program Professional Development Plan



37 



38 

L.1 – Individual Professional Development Plan



39 

L.2 – Individual Professional Development Plan



40 



41 

M – Cash/In-Kind Log 



42 

N – Volunteer Log 
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