
 

CHECKLIST #2: 
ON THE FIRST DAY OF PROGRAM 

 

  General   

1. Is the After School Program area clearly marked and easy to identify?   
2. Do you have student attendance (sign-in/sign-out) sheets?   
3. Do you have a program orientation planned for students?   
4. Are staff and student emergency cards easily accessible?   
5. Are parent consent forms completed and on file?   
6. Are field trip permission cards on file?   
7. Do you have the keys you need to access different parts of the school?   
8. Do you have a healthy snack available for each student?   
9. Is there a direct phone line that parents can call during the after school program?   
  Staff   

1. Do all staff (including volunteers and sub-contractors) have name badges?   
2. Are staff roles and responsibilities clear?  Do all staff know where to be and when?   
3. Is the staff to student ratio 1:20 or less?   
4. Does each staff member have a list of all the students in their class?   
5. Are all staff fully aware of program schedule, program policies, and emergency procedures?   
  Students   

 1. Are students aware of the program schedule (e.g. where, when, who)?  Is it posted?   
2. Is there a system in place for students who need to use the restroom, water, office and hall passes?   
3. Do students know how to sign-up for a class or activity?   
4. Have students been introduced to all program staff?   
  Physical Safety   

1. Have you examined your program space and created clear emergency procedures?   
2. Are First Aid Kits ready and easily accessible?   
3. Do you have walkie-talkies or another form of communication?   
4. Are unused entrances and exits to the school locked and secured during after school hours?   
5. Do you have a visitor sign-in book?  Do you have nametags for visitors?  Procedures should align 

with school day procedures. 
  

  Behavior Safety   

1. Is there a plan to have students and staff help create the After School Program agreements (behavior 
expectations)?  Once they are established, make sure they are clearly posted throughout the        
program. 

  

  Sign-Out Procedures (program must remain open until 6:00PM)   

1. Do parents know when, where and how to pick up their child?   
2. Is the sign-out area clearly marked and easy for parents to identify?   
3. Is there a staff member available to monitor the sign-out area?   
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