


 

 

 

 
 
 
 
 

 
 
 
 
 
 
 

Our People – the key to successful programs 
 

Central Management Team Structure 
Senior Staff Overview 

Site Staff Training Approach 
Site Staff Development Continuum 

Site Staff Job Descriptions 
              Site Supervisor 
                Lead Instructor 
                Youth Instructor 
                Leadership Coordinator 
                Fitness Coordinator 
                Academic Coach 

Site Staff Application (Sample) 
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Senior Staff Overview 

 
Charles Salter, Executive Director 
Chuck became the third Executive Director of the organization in January, 2009.  He began his career as a middle school 
teacher in East Palo Alto, California as a member of the Teach For America program.  During his three years in the 
classroom, Chuck served as the President of the Ravenswood Teachers Association and started the Ravenswood Soccer 
Club, an after school program that still exists today as part of the Ravenswood Youth Athletic Club.  Chuck then worked 
for Teach For America over the next seven years in a variety of capacities, including as a School Director in New York City 
and Los Angeles and as the founding Executive Director of Teach For America – Las Vegas Valley.  After serving a year as 
the Interim President of the Nevada Community Foundation, Chuck was excited to return to California and take up the 
helm of the All-Stars.  He holds a B.A. degree in International Studies & German, earned magna cum laude, from 
Susquehanna University, a graduate certificate in non-profit management from Indiana University, Indianapolis, and a J.D. 
degree from Indiana University, Bloomington.  He is a trained mediator and a member of the Indiana State Bar.  
Email: csalter@bayallstars.org 
 
 

Kelly Kirk, Director of Program Development 
Kelly has been part of the All-Stars staff for the past 8 years.  During that time, she has worked her way through various 
positions, including youth leader, site supervisor, district manager and senior program director.  She currently oversees 
our program design & evaluation as well as staff development.  Kelly holds a B.A. in Psychology and an M.A. in Counselor 
Education from San Jose State University.   Additionally, she holds the Pupil Personnel Services (PPS) Credential.  During 
her graduate work, Kelly completed extensive research on high school after-school programs, and will be leading our 
efforts to expand programs to high school settings.   
Email: kkirk@bayallstars.org  
 
 

Terri Woolfolk, Director of Program Operations 
Terri joined the All-Stars in June, 2009 as the first Director of Program Operations.  In this role, she supports the Program 
Managers in the successful execution and compliance of our comprehensive program model at our program sites, and 
assists the senior management team efforts in program design and evaluation.  Terri joined the staff with 8 years of youth 
development and after-school experience in the Los Angeles metropolitan area.  She maintains memberships in numerous 
youth-related professional groups as well as holds a seat on the board of the Just Be Theater Company. Terri holds a B.A. 
degree in Sociology and is currently pursuing an M.A. degree in Teaching Best Practices.   
Email: twoolfolk@bayallstars.org  
 
 

James Jimenez, Director of Sports Programs 
James has worked for seven years on the All-Stars staff, working his way from an intern, to a program specialist, to now 
directing the organization’s middle school All-Stars Sports League, which combines all our middle schools in each district 
to create leagues for soccer, flag football, wrestling, basketball, and softball.  James played soccer for Evergreen Valley 
College from 2000-2002, and he holds a B.S. degree in Kinesiology from San Jose State University.     
Email: jjimenez@bayallstars.org 

 
 
Office Contact 
514 Valley Way 
Milpitas, California 95035 
p. 408-946-2727 
f. 408-946-4127 
 
Visit www.bayallstars.org/about/staffbios.php to read biographies of our entire central office staff. 







 

 

Position Description 

 
Title:  Fitness Coordinator 

Classification: Part-time, Non-Exempt 

Salary: Wages paid as Youth Instructor + $250 annual stipend 

Description: Fitness Coordinators are Youth Instructors at ASAS program sites, who agree to assume additional 

responsibilities at their program site assisting in the execution of the health & fitness component, with particular 

emphasis on the Fit for Learning curriculum. While much of this work will be completed during normal program hours, an 

annual stipend is provided to cover additional training hours of program time.  

Reports to: assigned Site Supervisor; trained & evaluated by Fitness Program Manager 

Requirements:  

 All requirements needed to be employed as a Youth Instructor 

 A strong commitment to the mission of The Bay Area After-School All-Stars, a particular interest in physical 

fitness is a plus 

 Strong presentation skills 

Responsibilities: 

 Oversee the proper execution of the Health & Fitness component as designed by the Fitness Program Manager 

 Lead staff and students through all of the lesson plans of the FFL curriculum effectively and efficiently 

 Prepare and inform staff of the tasks and materials needed for FFL lessons 

 Present lessons to site participants and respond to the various questions regarding any topic that is being 
covered 

 Engage all program participants with the FFL curriculum 

 Define strengths and weaknesses with lesson plans, and make the proper modifications to any activity for 
improvement 

 Attend all Fitness Program trainings and Program Manager meetings 
 

 

To apply for this position, watch for announcements from the Fitness Program Manager. 



 

 

Position Description 

 
Title: Academic Coach 

Classification: Part-time 

Salary: $20 per hour; 2-3 hours per week during the school year 

Description: Academic Coaches play an important role in ensuring that our after-school programs are aligned with the 

academic goals of our host school.  Coaches at the elementary level will work two hours a week; middle school coaches 

will work 3 hours a week, both during the school year.   The Bay Area After-School All-Stars provides free, comprehensive 

after-school programming to 2,650 students currently at 26 school sites in 4 separate school districts, with plans to double 

in size over the next five years. For more information on the Bay Area After-School All-Stars, go to www.bayallstars.org. 

Reports to: Site Supervisor and School Site Principal 

Requirements:  

 High school diploma required; Education degree preferred 

 Teaching credential preferred; minimum requirements include all requirements to work as ASAS site staff 

member 

 Strong passion and belief that after-school programming can benefit students’ personal and academic 

development 

Responsibilities: 

 Design strategic use of position’s limited weekly hours with Site Supervisor 

 Advocate for after-school program to school faculty, act as liaison between program and core day 

 Provide regular curriculum delivery trainings to site staff, based on ASAS models 

 Observe site staff curriculum delivery and provide appropriate feedback 

 Meet with ASAS central office staff as requested   

 

 

To apply for this position, please contact the ASAS Site Supervisor at your school. 

http://www.bayallstars.org/


         

The Bay Area After-School All-Stars 
 
 

 APPLICATION FOR EMPLOYMENTTT   
 

Application Date: ________________________________ 

 

Position Sought: (check all that apply) 

 

o Site Supervisor 

 

o Lead Instructor 

 

o Youth Instructor 

 

o Program Associate 

 

 

 

 REFERAL SOURCEEEEE 
 

How did you hear about the position for which you are applying? 

 

o Organization’s website (bayallstars.org)  

o Walk-in applicant  

o Employee referral (please state name of employee )  __________________________________ 

o College Job Fair (please state name of school)  _______________________________________ 

o College Department (please state department name) _________________________________ 

o Other, please explain ___________________________________________________________ 

 

 

 

FOR OFFICE USE ONLY 

Review 1 

R    H    I 

 

Review 2 

R   H   P 

 

Site 

_________ 

 

Rate  

_________ 

 



 

 PERSONAL INFORMATIONNN 
 

 

Last Name: _________________________   First Name _______________________  MI  _________ 

 

Current Address:   __________________________________________________________________ 

 

City: _________________________  State:  _________________________  Zip: ________________ 

 

Home Phone: ____________________________    Cell Phone:  _____________________________ 

 

Email:  ___________________________________________________________________________ 

 

Have you been employed with ASAS before? (If so, please list dates and previous site)   __________ 

 

_________________________________________________________________________________ 

 

 

 PLACEMENT INTEREST & DATATT 
 

Which age group(s) are you interested in working with? 

 

________ Elementary     

 

________ Middle School    

 

Are there geographic limitations to where you would work?    (   ) Yes (please explain)         (   ) No 

 

________________________________________________________________________________ 

 

Do you have transportation to and from work daily?                 (   ) Yes         (   ) No 

 

 

What days and times are you available to work?  

 

(   ) Monday   (   ) Tuesday   (   ) Wednesday   (   ) Thursday   (   ) Friday 

 

        Time:    ________        ________        ________              _________        _________ 

         

 

Are you currently First Aid Certified? (   ) Yes   (   ) No    Expiration date: ________________ 

(If yes, must supply documentation) 

 

Are you currently CPR certified?  (   ) Yes     (   ) No       Expiration date: ________________ 

(If yes, must supply documentation) 

 

 



 HOBBIES & SPECIAL SKILLSSS 
 

Special Interest Areas Past Experience/Certifications 
Creative Arts/Crafts:  

Coaching:  

Computers:  

Cooking:  

Speech/Debate:  

Dance:  

Music:  

Sports:  

Theater/Drama:  

Other Specialty Areas:  

 

 

 EDUCATIONNN 

 
 Name & Location Years 

Completed 

Degree Awarded Major(s) 

High School: 

College: 

Certifications, etc. 

 

 

 

 COMMUNITY & VOLUNTEER SERVICESS 
 

 

 

 

  

 

 

 

 

Name of Organization Contact Name & Number # of service or 

volunteer 

hours 

 

 

 



 WORK EXPERIENCEEE 
 

List your previous employment starting with the most recent.  You may also include extracurricular 

activities.  

 

Name of Employer: __________________________   Telephone: (______) ______  - ___________ 

 

Type of Business: ________________________   Supervisor’s Name: ________________________ 

 

Address of Business:  ______________________________________________________________ 

 

Dates of Employment: ____________ to ___________                      Highest Salary: _____________            

 

Your Position and Duties:___________________________________________________________ 

 

_______________________________________________________________________________ 

 

Reason for Leaving: _______________________________________________________________ 

 

May we contact this employer for a reference?    (   ) Yes    (   ) No 

 

 

 

Name of Employer: __________________________   Telephone: (______) ______  - ___________ 

 

Type of Business: ________________________   Supervisor’s Name: ________________________ 

 

Address of Business:  ______________________________________________________________ 

 

Dates of Employment: ____________ to ___________                      Highest Salary: _____________            

 

Your Position and Duties:___________________________________________________________ 

 

_______________________________________________________________________________ 

 

Reason for Leaving: _______________________________________________________________ 

 

May we contact this employer for a reference?    (   ) Yes    (   ) No 

 

 

 REFERENCESSS 
 

Name Telephone Number Relationship/Years 

   

   

   

 

 



 QUESTIONSSS 
 

1. Have you ever been convicted of a criminal offense (felony or misdemeanor)? 

(You may omit traffic offenses, any convictions which have been sealed, expunged, convictions 

more than two years old for marijuana related offenses for personal use, and misdemeanors for 

which probation was completed and the case judicially dismissed.) If yes, please explain. 

 

 

 

 

 

 

Mission 

The Bay Area After-School All-Stars provide free, comprehensive out-of-school programming for under-

served youth, focusing on enriching the mind, body, and character of every child we serve, and giving 

them the skills and self-confidence needed to more fully engage and succeed in the core school day.  

 

Vision 

The Bay Area After-School All-Stars are working toward the day when every child is empowered to 

reach their full potential to succeed in life and to become a productive member of society. 

  

 
2. Read the organizational mission and vision above.  Please describe how a position at The Bay 

Area After-School All-Stars would advance your professional or academic goals. 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

              

 

CERTIFICATION OF APPLICANT (READ CAREFULLY BEFORE SIGNING) 
 

I hereby certify that all statements made in this application are true and I agree and understand that 

any misstatement of material facts will cause forfeiture of my eligibility for employment.  I also 

understand that falsification or omission of information regarding convictions will result in my removal 

from eligibility lists or dismissal from After-School All-Stars employment.  I understand that I give the 

right to the After-School All-Stars to check any information regarding my employment application. 

 

 

 

 

_______________________________________________    __________________ 

Signature          Date 

 



 

 

 

 
 
 
 
 

 
 
 
 
 
 
 

Our Practice – constant improvement, results & accountability 
 

Suggestions for MOU with LEA 
Evaluation Systems Overview 

Staff Development Review 
Site Design Review 

Stakeholder Surveys 
Principal Survey 
Parent Survey 
Student Survey 

Compliance Protocols 
Early Release Policy 
Attendance Reporting Policy 
Emergency Procedures 
Volunteer Clearance Form 

Program Site Budget Structure 
Program Site Financial Policies 

 
 

 

  





 

 

Suggestions for MOU with LEA 

 
The All-Stars work closely with partner LEAs to ensure not only quality program implementation, but accurate program 
compliance as well.  To that end, we are happy to include any reasonable, relevant contract provisions the LEA wishes to 
include in our MOU, with the MOU taking any form the LEA prefers.  Additionally, based on our prior experience, the 
following suggestions have served our relationships well: 
 
 

1. Invoicing 
a. Detailed expectations of information to be included in, and the layout of, the monthly invoices submitted by 

ASAS 
b. Explicit reimbursement timeline from the LEAS (preferably 7 business days) 
c. Explicit date for year-end final invoicing 

 
 

2. Grant Reporting 
a. Detailed responsibilities of ASAS to support the LEA in grant report completion 
b. Detailed responsibilities of the LEA to complete the completion of grant reporting 
c. General timeline and due dates for report completion 

 
 

3. Fees & Program Costs 
a. Exact annual totals allowable to ASAS administration/management fee (preferred at 7.5%) 
b. Exact annual totals allowable to ASAS for 85% direct program costs 
c. 3a and 3b listed as separate amounts in the MOU 
d. 3a and 3b also listed by school site 

 
 

4. Staff & Program Requirements 
a. Detailed listing of any additional required staff trainings with dates 
b. Specific outline of additional program design requirements 

 
 

5. Communications 
a. Explicit direction on communication protocols  
b. Explicit listing of appropriate district contacts 



 

 

Organizational Evaluation Systems 

 
All-Stars maintain a robust program evaluation system throughout the program year, supported by a comprehensive data 
management plan.  Both are reflective of the priorities of our program design and aim to measure the impact & quality of 
virtually every program component we offer.  Below is a summary of the various tools of this evaluation system and a 
listing of our data management assets.  On the following pages are the examples of each tool. 

 
Evaluation Tools 
 
Professional Development Review (PDR) – a semi-annual staff performance review of all full-time staff members, 
including a self-review and a manager review, covering job performance and organizational values, focusing on the 
development and professional growth of each staff member. 
 
Site Design Review (SDR) – a regular general review of program sites, focusing on foundational components (operations, 
compliance, and environment) and program components (academics, enrichment, and sports & fitness), used to inform 
training needs & site supervisor development and insure program consistency throughout the organization. Results of this 
review are captured and analyzed in an internal, online database, which informs our training to address areas of 
organizational or school site-specific weakness. 
 
Surveys – semi-annual and annual tools used to measure stakeholder opinion: 
 Parent Survey – annual collection of parent feedback 
 Principal Survey – semi-annual collection of administration feedback 
 Student Surveys – annual and collection of participant feedback: 
  Annual Program Survey – year end reflections 
  Entourage Survey – participant survey after each service project & final evaluation 
  Transition Survey – participant survey after each session & final evaluation 
 
Student Data Collection - in coordination with the district, in order to measure program impact: 
 Daily school attendance – compare ASAS students with school average 
 API Scores – compare ASAS students with school average 
 ELL Conversion rates – compare ASAS students with school average 

Fitness Tests – regularly administered health & fitness tests to measure internal fitness gains 
Pre- & Post-basic skills tests – administered regularly throughout the school year to track progress on targeted 
skills in math, literacy, and ELD to measure internal student growth 

 
 
Database Systems 
 
Donor Database (Contact Beacon) 
Purpose: To track donor solicitation, communication & gifts 
 
Site Evaluation Database (Athena) 
Purpose: Replaces QAS, tracks performance of all program elements, supports staff evaluation and training design, tracks 
student impact of ALL program components 
 
Staff Database (Athena) 
Purpose: Track all site staff, history, skills, notes, back-up of personnel file; track current applications for placement and 
follow-up purposes 
 
Attendance Database (Cityspan) 
Purpose: To track daily site attendance and site participant demographics 

 



 

 

Staff Professional Development Review 

 
 

 

 

 

 

 

Instructions 

Performance reviews will be conducted at mid-year (by December 20) and at the end-of-year (by June 15) by all managers for their 

direct reports, who have been employed at ASAS for at least five months.  The reviewed-employee will also fill out a self-evaluation 

prior to the review.  Both evaluations must be completed and exchanged at least two working days before the actual review. Both 

documents will become part of the reviewed-employee’s permanent employment record.  

 

Part I: List the responsibilities based on the specific position description.  Rate the overall performance on a scale of 1-5 with the 

following definitions:  

5 = Consistently exceeds expectations 

4 = Often exceeds expectations 

3 = Generally meets expectations 

2 = Often does not meet expectations 

1 = Generally does not meet expectations 

 

Fill in comments to explain the rationale for the rating.  Offer compliments for strengths and suggestions for improvement – with 

concrete outcomes – for areas where growth is expected. 

 

 

Part II: For each value, rate the employee’s demonstration of that value using the following scale: 

5 = Always models the value 

4 = Usually models the value 

3 = Sometimes models the value 

2 = Seldom models the value 

1 = Rarely/Never models the value  

 

Fill in comments to explain the rationale for the rating – citing specific instances. 

 

 

Part III: Fill in concluding remarks and summarize the overall performance of this employee in their current position.  If appropriate, 

comment on opportunities for growth within the organization and/or future next steps. 

 

 

 

Type this form.  Print and sign the form before the in-person review takes place.  Scan & save the signed document as a PDF: 

“PDR – LastNameMonthYear”. Do NOT save on the J Drive. Following the review, all signed originals must be submitted to the 

Operations Manager.  

 



 

 

Staff Professional Development Review 

 
Staff Member Being Reviewed:   

Staff Member Completing Review: 

Date of Review Meeting:  

 

Part I: Position Responsibilities (per job description) 

 

Responsibility 1:   

Rating:  

 

 

 

 

Responsibility 2:   

Rating: 

 

 

 

 

Responsibility 3:   

Rating:  

 

 

 

 

Responsibility 4: 

Rating:  

 

 

 

 

 

 

 

 

 

 

 




