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Intent of Use 
The Site Success Guide serves as both a checklist and a roadmap, outlining key procedures, 
expectations, and best practices for program implementation. From site setup to daily 
schedules, from staff engagement to family communication, this guide offers step-by-step support 
to help you create an enriching and safe environment for students. It aligns with AlphaBEST’s 
mission of delivering innovative, high-quality programs that spark learning and growth beyond 
the classroom.

This guide is intended to be a living document—one that you refer to regularly, reflect on,
and use to plan, evaluate, and improve your site’s operations.

This guide is to be used by Site Directors only and kept for internal use only, as it holds
proprietary information. If you have a Group Leader you trust that steps in for you when you are 
out, they should treat it as an internal use guide for them and the Site Director.

Please note: The Site Success Guide is the property of AlphaBEST Education. If your
employment with the company ends for any reason, you are required to leave the guide 
at your site so it can continue to serve the team and maintain program continuity.

Welcome to the Site Success Guide…
Your go-to resource for ensuring smooth, consistent, and high-quality program 
operations at AlphaBEST Education. This guide was developed with you in mind: 
to support Site Directors in confidently managing the day-to-day responsibilities 
of our before and after school programs. Whether you’re a seasoned leader or just 
stepping into your role, this guide is designed to 
help you succeed.

Welcome to the 
Site Success Guide
Empowering Site Directors for Program Excellence
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Start-Up Season Focus:
During the critical start-up season, this guide is essential for setting the tone for the entire year. 	
It helps you:

•	 Ensure your site is prepared, compliant, and welcoming before students arrive.
•	 Establish routines, materials, and expectations for staff and students.
•	 Troubleshoot common challenges and stay on track during a fast-paced, 
	 high-energy time.

By following the Site Success Guide, you are not only setting your site up for a successful launch 
but also building the foundation for a thriving, engaging, and safe environment for all.

Let this guide be your partner as you lead with purpose, build strong teams, and inspire
students every day. Here’s to a successful season—and beyond!

 	

•	 Consistent Reference:
	 Site Directors are expected to actively use the guide as a daily and weekly reference 		
	 throughout the school year.

•	 Training Tool:
	 It should be incorporated into onboarding and ongoing staff training to ensure 		
	 consistency and alignment across all AlphaBEST sites.

•	 Quality Assurance:
	 Use the guide to monitor staff expectations and program quality, making adjustments 
	 where necessary.

AlphaBEST Education
Expectations for Use in Programs
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If you have any questions 
or suggestions about this 
guide, contact: 

Amanda Chambers
at achambers@alphabest.org

SPECIAL ACKNOWLEDGMENT: 

A special thank you goes out to the Site Success Guide Project Team for their dedication, insight, 
and commitment to excellence throughout the development of this resource. We also want to 
recognize the incredible Pilot Group of Site Directors who generously tested the guide in their 
own programs over the course of six weeks. Their hands-on experience, thoughtful feedback, 
and willingness to collaborate played a vital role in shaping the final version of the guide you are 
using today. This truly was a team effort, and the guide reflects the real-world expertise and shared 
commitment to quality that defines AlphaBEST.

Project Team:
Amanda Chambers, Director of Program Support
Chelsea Young, Instructional Designer
Jasmine Howse, Manager, Specialty Market Support
Kasi Webster, Regional Licensing Specialist
Keeli Webster, Site Director - TX
Laytoria Rutherford, District Manager - VA
Rachel Muldowney, Site Director - NJ

Pilot Team:
Erin Brown, Site Director - SC
Jessica Jenkins, Site Director - SC
Amber Rasmussen, Site Director - CO
Gabi Faulkner, Site Director - CO
Dalton Burns, Site Director - MA
Alex Machado, Site Director - MA
Marissa Liuzzi, Site Director - CA
Sarah Traugott, Site Director - TX
Kailey Maggard, Site Director - KY
Keeli Webster, Site Director - TX
Rachel Muldowney, Site Director - NJ

A Special Thank You to the 
Site Success Guide Project Team



5

06 
Welcome to AlphaBEST
Get to know AlphaBEST, our mission, 
and what we stand for as you begin 
your journey with us.

11 
New Site Director 
Onboarding
Your comprehensive guide to getting 
up to speed as a new Site Director.

12 
General Expectations 		
and Procedures
Clear expectations and procedures 
that define how we operate 
at AlphaBEST.

13 
Lead the Way
Tips and tools for managing your 
staff and leading with confidence 
and clarity.

15 
Site Set-Up 101
Learn how to set up your site the 
AlphaBEST way. A step-by-step guide 
to running a smooth and successful 
day at your site. Your daily checklist for 
making each day a success at your site. 

24 
Safety First
Ensure the safety and well-being of 
every child with effective supervision 
and protocols.

26 
Parent and 
Family Engagement
Building meaningful connections 
with parents and families to foster 
community and support. 

27 
License Compliance
Everything you need to know 
to stay in compliance with 
licensing standards.

29 
Handling the Unexpected
Prepare for and manage crises 
and incidents with calm and 
effective action.

30 
Supporting Students
Learn strategies for students 
behaviors and when and how to 
utilize the accommodations process 
at AlphaBEST.

32 
Learning Never Stops
How to keep growing as a leader 
and a professional through training 
and development.

33
Monthly Responsibilities
Keep track of monthly responsibilites 
and stay organized with ease.

34
End-of-Year and 
Site Closure
Wrap up the year and prepare 
your site for a smooth and
successful closure. 

35
Quality Assurance
Site Observation Tool + the 
expectations of that quality 
assurance tool.

41
Helpful Websites

43
Reference Materials

Table of Contents



6

About AlphaBEST 
AlphaBEST is a company driven by the belief in the power 
of wonder to connect individuals to a world of endless 
possibilities. We are a wholly owned subsidiary of Kaplan 
Early Learning, a leading international provider of products 
and services aimed at enhancing children’s learning. 
At AlphaBEST, we pride ourselves on our innovative, 
discovery-based curriculum that taps into children’s innate 
sense of wonder, helping to foster a love for learning that 
transcends traditional educational approaches.

Who We Are
AlphaBEST operates in over 600 schools across 
20 states, providing engaging programs that reach over 
30,000 students daily. Our core mission is to engage 
children’s minds and expand their horizons in safe, 
discovery-filled environments. By shaping future generations 
of thoughtful, curious problem-solvers and collaborators, 
we aim to show that learning can be fun and engaging 
and take place anywhere.

	 Our Core Beliefs
	 •	 We believe in the power of wonder to 
	     	connect us to a world of endless possibilities.

 	 • 	 We believe that the world is a better place 		
	     	when we feel connected to it.

Welcome to 

Vision:
To shape the future 
generations of thoughtful, 
curious problem-solvers 
and collaborators by 
showing them that learning 
can be fun, engaging, and 
can happen anywhere.

Mission:
To engage children’s minds 
and expand their horizons 
in safe and discovery-filled 
environments.
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BEST AT WHAT WE DO
Striving for excellence in all of our programs and services.
• 	 Looking for ways to make the ordinary, extraordinary!

CHILDREN FIRST
Always putting the needs and growth of children at the heart 
of everything we do.
•	  Prioritizing the safety of our students. 

VALUE CONNECTION
Building meaningful connections between children, educators, 
and families. 
• 	 Be present, positive and patient.

MAKE IT RIGHT
Ensuring everything we do is done with integrity and quality.
• 	 Addressing challenges with curiosity and openness.

HAVE FUN
Encouraging joy and excitement in learning, every day.
• 	 Looking to create memorable moments for those we serve.

YES MINDSET
Maintaining a positive, open-minded approach to challenges 
and opportunities.
•	  Looking at challenges in a positive light.

AlphaBEST’s core values define the fundamental principles and beliefs that guide our decisions 
and actions. These values serve as a compass for our employees, providing a clear sense of 
direction and purpose that aligns with the our overall mission and vision.

Core Values
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Team members serve as role models and mentors, teaching students valuable skills, life 
lessons, and helping them build friendships. AlphaBEST provides job descriptions to outline 
expectations and responsibilities, with further details available in the employee handbook 
and in the reference section of this guide.

SITE DIRECTOR
Site Directors lead and coordinate the Extended Day Program at their location, ensuring 
its success through effective supervision and collaboration. They build strong connections 
with families, students, staff, and school partners. Site Director responsibilities include:

 	Manages the overall condition of the program spaces and administrative tasks.

 	Oversees daily activities including attendance, snack, and programming.

 	Provides oversight in emergency situations and schedule regular drills.

 	Ensures Expeditions and Community Circle are being performed with fidelity.

 	First point of contact for parents and families.

 	Manages, mentors, and coaches Group Leaders.

 	Build relationships with the school’s administrators.

 	Ensuring that the site meets or exceeds labor goals through accurate time 
	 recorded by all team members at the site.

01

Job Descriptions
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AREA MANAGER
Area Managers oversee multiple schools, managing Site Directors and supporting
programs by monitoring sites, mentoring staff, and building relationships with students
and parents. Some of their responsibilities include:

	 Supports Site Directors and Group Leaders to meet program goals and 
	 ensure satisfaction.

 	Ensures program quality, licensing compliance, and safety.

 	Manages staffing, including hiring, onboarding, and support.

 	Maintains budget compliance and accurate labor records.

 	Builds relationships with parents, students, school staff, and
	 community members.

 	Ensuring each site is operating within the assigned budgeted labor hours 
	 and/or dollars provided by the organization.

03

GROUP LEADER
Group Leaders ensure a safe environment, guiding children through lessons and
creative, social activities. Group Leader responsibilities include:

	 Provides constant supervision, especially in high risk areas, of children by 
	 staying within sight and sound of assigned group.

 	Knows how many children are in their group at all times and through 
	 name-to-face counts every 30 minutes.

 	Leads groups of children and facilitates learning and participation.

 	Manages student behavior to ensure all students are fully engaged.

 	Prepares Expeditions materials, equipment, and demonstrations.

 	Keeps conversations appropriate and professional.

 	Accurately record time worked each shift, using the AlphaBEST approved 
	 method of punching in/out in ADP. 

02
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ACCOMMODATIONS: accommodations@alphabest.org
•	 For questions about the accommodation plan process or student behaviors. 

CURRICULUM: curriculum@alphabest.org
•	 Provides assistance with Expeditions-based questions.

CUSTOMER CARE: customercare@alphabest.org | 866-300-7750
• 	 Assists families with registration, billing, schedule changes, account support and help 
	 with KangarooTime.

HUMAN RESOURCES: humanresources@alphabest.org
• 	 Supports staff by managing hiring, benefits, compliance, and workplace well-being.

IT: 
•	 Fill out a Support Ticket on any staff iPad for issues with iPads, site phones, email or Chromebooks.

LEARNING OPERATIONS: learningops@alphabest.org
•	 Assists with the scheduling of training, LearningHUB, training certificates and badges.

LICENSING: licensing@alphabest.org
•	 Provides assistance for license-specific questions.

PAYROLL: payroll@alphabest.org
•	 Supports staff by managing hiring, benefits, compliance, and workplace well-being.

RISK MANAGEMENT:  safety@alphabest.org
•	 Provides assistance on Student and Team Member injuries, Student incidents, and 
	 Worker’s Comp.

SUBSIDY: subsidy@alphabest.org
•	 Supports families needing subsidies or voucher assistance.

COPY YOUR AM!
Any time you reach out for assistance, ensure that you CC your Area Manager 

on the email to keep them in the know!

04 CONTACTS AT ALPHABEST
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NOTES:

New Site Director Onboarding
Whether leading a newly established site or stepping into an existing one, your onboarding 
will provide the tools, support, and guidance you need to manage your team and confidently 
create a successful program.

INTRODUCTION TO THE TEAM:

	  	Familiarize parents with the KangarooTime app for smooth pick-up procedures.

	  	Introduce yourself to staff, school staff, and parents, providing your 
		  AlphaBEST contact details.

	  	Provide parents with your site schedule and necessary pick-up info.

	  	Get familiar with ADP and the appropriate punch-in and out method for your site.

SETTING EXPECTATIONS:

	  	Review daily expectations with Group Leaders and Staff, using repetition to 
		  reinforce key points.

	  	Set up the Chill Zone: Optional (depending on site needs).

	  	Provide parents with your site schedule and necessary pick-up info.

	  	Program Expectations:
		  •	 Review rules
		  •	 Review schedules
		  •	 Review expected behavior with all staff and students
		  •	 Review time punches

	  	Each staff member must follow:
		  •	 Site-specific Policies
		  •	 Emergency Preparedness
		  •	 Health and Safety Regulations
		  •	 Required Training
		  •	 Certifications
		  •	 Accurately punch in/out based on time worked
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Once all students have arrived and attendance is taken, 
have daily announcements with all students/staff to go 
over the day’s schedule. This could also be a time to remind 
students of expectations and procedures, and even ask them 
to share some expectations.

BEHAVIORAL EXPECTATIONS
	 	 Ensure that all staff members follow 								      
		  the AlphaBEST Code of Conduct.

	 	 Site Directors should not be on their 								      
		  phones unless absolutely necessary— 
		  ask a Group Leader to step in if needed.

	 	 Lead by example and step in when 								      
		  group leaders need help.

SITE DIRECTOR ROLE
	 	 Always maintain supervision of both staff and students.

	 	 Stay organized and maintain organization at your site.

	 	 Be present and available for your team, parents, and school.

	 	 Check in with Group Leaders frequently to ensure they are supported.
		  Act as the point of contact for emergencies.

	 	 Ensure all Team Members clock in/out daily.

	 	 Daily approval of staff time.

	 	 Implementing and supervising Expeditions.

	

AlphaBEST provides job descriptions to its team members to outline job requirements. 
The job description outlines WHAT team members are expected to do for AlphaBEST.

General Expectations 
and Procedures
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STAFF AND SITE SPECIFIC ORIENTATION:
	 	 Site Director performs the On-Site Orientation with all team members within 
		  the first five days of their start date.

	 	 Discuss attendance expectations:
		  •	 Texts						      •	 Emails
		  •	 Call-offs					     •	 Scheduling time off
		  •  	 Punching In/Out correctly		  • 	 Training time vs. work time

	 	 Schedule staff meetings and verify site-specific duties.
	

Strong leadership is key to creating a positive and effective program. As a leader, you set the 
tone for the site’s culture, teamwork, and success. You empower your team to deliver the 
best experience for children and families by modeling professionalism, enthusiasm, and 
clear communication.

As a Site Director, leadership in your role is one of the most important drivers of success in our 
business. You are essential to carrying out our mission each day. The Site Director shapes the 
daily experience for children, families, school partners, and staff. Strong site leadership creates 
a safe, engaging, and well-run program, builds trust with parents and principals, supports team 
performance and retention, and ensures consistent execution of the AlphaBEST promise. All 
of the information in this Site Success Guide is provided to make sure you have the resources 
you need to meet AlphaBEST’s expectations in the critical role of Site Director. It is your 
responsibility to read this Guide and use it daily. If you have questions, don’t be afraid to ask. 
We are here to support your success and want you to use the resources available to you, 
including the support and leadership teams. We are ready to help you as you learn your job, 
grow your skills, and launch into whatever you want to be at AlphaBEST!

Lead the Way:
Site Director management and leadership

General Expectations 
and Procedures

TEAM MEMBER EXPECTATIONS:
	 	 Team Members must wear uniform:
		  •	 AlphaBEST Shirts
		  •	 AlphaBEST Badge
		  •	 Jeans or Pants
		  •	 Closed-toe Shoes

	 	 Maintain a professional appearance.

	 	 You should arrive no later than 15 minutes before students arrive. Punch in when 		
		  you begin work.

	 	 Maintain a professional appearance.

	 	 Punch in and out daily based on your actual time worked.



WHY MENTORING MATTERS

SKILL DEVELOPMENT:
Mentoring helps Group Leaders build 
essential skills such as:
•	 Classroom Management
•	 Effective Communication
•	 Lesson Facilitation

CONFIDENCE BUILDING:
With guidance and support, Group Leaders 
gain the confidence to make decisions, handle 
challenges, and engage with children effectively.

CONSISTENT PROGRAM QUALITY:
Mentoring ensures Group Leaders understand 
and uphold AlphaBEST’s standards, creating a 
consistent, high-quality experience for students 
and families. A consistent schedule provides 
stability for the children and prevents 
unwanted/unpredictable behavior.

STRONG TEAM DYNAMICS:
Mentorship builds collaboration, trust, and a 
supportive environment, leading to a more 
cohesive and effective team.

COACHING AND MENTORING

Site Directors act as mentors and coaches 
to guide and support their Group Leaders 
in growing their skills and confidence. 		
By providing consistent feedback, 
encouragement, and opportunities for 
development, they help ensure a strong, 
capable team that delivers the best 
outcomes for children and families.

	Site Directors should regularly check 		
	 on Group Leaders to ensure smooth 		
	 operations.

	Use positive reinforcement and 
	 provide constructive feedback.

	Ensure Group Leaders are following 		
	 safety protocols and adhering to 		
	 AlphaBEST standards.

	Ensure Group Leaders are following 		
	 activity plans for expeditions and 		
	 community circle activities.
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After each quarter, please 
ensure that any extra supplies 

left over from Expeditions 
are organized in the 

art cabinet for
use in 

other projects!

Extra Supplies?

	 	 Items should be clearly labeled to ease rotation transitions. 
		  Dedicate 1-2 shelves to organize your Expedition into “grab-and-go” boxes.

	 	 Keep supplies organized and update inventory 							     
		  throughout the year.

	 	 Organize materials into categories:
	 	 •	 Office Supplies
		  •	 Student Supplies 
		  •	 Expedition Supplies

	 	 Print and post inside the team member cabinet:
		  •	 Student Allergy List 
		  •	 Medication List
		  •	 No Photography List
		  •	 Print and post at the designated spot the ADP QR code for punching in/out.

	 	 Ensure all staff (including the Site Director’s iPad) have 						    
		  a passcode. Please note: Passcodes should not be written on the device. 

	 	 Ensure you have downloaded AB Studio app 								      
		  on the staff iPads for the Expeditions.

	 	 Set up Google School Drive and Gmail.

	 	 Set up KangarooTime: Website KT + create 								      
		  group lists for Group Leaders.

	 	 Set up the printer and test printing from the Chromebook.

	 	 If you have access to the school’s Wifi, 									       
		  please connect staff iPads to that to save on data charges.

	

Creating a positive learning environment is essential for an effective program. Environments 
influence how children behave. 

Attractive, comfortable, well-organized environments help children feel at home and become 
productively engaged in program activities and experiences. How a space looks and feels matters 
to both children and adults.

ALPHABEST CABINETS
Each site should have a designated team member cabinet for site phone, medication box, office 
supplies, binders, etc. Another cabinet/area for student games, art, and curriculum supplies.

Site Set-Up 101
Setting up your site before the first day of the program:
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	 	 Use walkie-talkies to communicate 									       
		  with one another when in separate spaces.

	 	 Hang doorbell at the parent 											        
		  drop off/pick up door along								       with 			 
		  the doorbell sign.

	 	 Monitors are used for expeditions 									       
		  with facilitated learning videos.

	 	 All iPads should be stored, charged and 									      
		  locked in tech tubs at the end of the day.

	 	 Be sure your site phone is charged, your 								      
		  voicemail password is set up, and you									       
		  check your voicemails.

	

PLEASE REMEMBER:

IT Support Tickets are for help with the 
staff + student iPads, site phones, and site printers.

If you need help with Sphero, Bloxels, or any tech-related curriculum, 
please get in touch with your Area Manager and the Curriculum Team.
If you need a new doorbell or walkie-talkies, please get in touch with

 your Area Manager. Please contact payroll@alphabest.org if the 
ADP QR Code for punching in/out is not working properly—not IT.

TECHNOLOGY
Providing tech equipment for AlphaBEST staff enhances their ability to plan and deliver effective 
programs that meet the needs and interests of the students. Technology also plays a vital role in 
ensuring the safety of students and staff in our programs. 

Setting Up Your Site (cont.)
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Setting Up Your Site (cont.)

PARENT BOARDS
At AlphaBEST, the parent board serves as a communication 
tool and should be set up daily, right outside or inside the 
parent drop-off/pick-up door, where parents can clearly see it. 
Please see the Reference Materials section for more information 
on Parent Boards and Site Set-Up.

Use magnetic dots to attach all necessary items to your parent 
board; please do not use any kind of tape or putty on the parent 
boards. The clear, acrylic frames are for the fire drill log, your 
license, and site schedule. All signs on the parent board should
be laminated or placed in the acrylic frame.
	 Site Schedule					  
 	 Tuition Reminder/KangarooTime QR Code
	 Snack Menu					   
	 Staff Info Sheet: 
	 •	 The team member’s name.		
	 •	 The site phone number and email address.
	 •	 Do not add personal contact information.	
 	 Fire Drill Log
	 Copy of your Site’s License (if applicable)

Parent Boards should match the visual shown below. If your local licensing requirements 
require additional postings, please include them as well.

SIGNAGE & POSTINGS
Signage at AlphaBEST is essential for clear communication, helping parents locate programs, 
contact Site Directors, and identify first aid stations. It also supports students by providing a 	
daily schedule and expectations, creating a well-organized and engaging environment.

	 Post signs on the door to inform parents of the location, phone number for the 
	 program and to ring the doorbell.
	 A daily schedule with times and activities is to be posted for everyone in the program 		
	 to easily reference.
	 Post rules and expectations for the students to refer to during program time.
	 Sign to indicate the location for the first aid kit and emergency numbers.
	 Place these two signs on the outside of the Team Member’s cabinet where they are 
	 visible to all team members.

LOOKING FOR A SIGN?
You should post only AlphaBEST-approved signage at your site, unless it 
is a licensing posting. All approved signage can be found on the Drive, 
in the Folder: AB Program Support.
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MATERIALS ORGANIZATION

	  	Print or download (to your Drive or computer) weekly documents on the 			 
		  first day of the week:
		  •	 Child allergy report (must be printed)
		  •	 Contact list
		  •	 Weekly roster
	  	Set up a Site Director table:
		  •	 Laptop
		  •	 Site Phone 
		  •	 Walkie-talkies 
		  •	 First-aid Kit
	  	Take out “grab-and-go” boxes for the day’s Expedition.
	  	Set up the Parent Board outside or inside the parent pick up door.
  	 	Ensure snack is available for when students arrive to program.
	  	Set up an activity for students to participate in as they arrive to the program.

SAFETY AND PREPAREDNESS
	  	Verify that the Medication Lock Box is functional and stocked.
	  	Refill first aid kit and ensure it is easily accessible during program hours.
	  	Allergy and medication lists are clearly posted for staff with a cover sheet to 		
		  protect privacy.
	  	Inspect physical spaces:
		  •	 Gym 														           
		  •	 Bathrooms Cafeteria
		  •	 Playground
		  •	 Outside doors
		  •	 All other licensed spaces
	 Report any issues to the site administrator

	  	Emergency numbers are saved in the site phone.
	  	Check with the front office for any student absences.

TIMECARDS

   	 	Time cards are to be approved daily. Team members must accurately punch their 		
		  own time in/out rather than make edits. Excessive edits will be flagged and 
		  investigated for time fraud. Sites/individuals having problems with punching 
		  in/out should contact payroll.

Site Set Up: Prep (cont.)
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ParentSquare is a great way 
to connect with your parents 

and families quickly. 
Using the schedule option 

for messages you need to send 
allows for stress-free 

communication!

At AlphaBEST, effective communication is key to maintaining a safe and supportive environment 	
for staff and families. 

Additionally, proper documentation of accidents and incidents helps maintain safety, ensures 
accountability, and provides a reference for future situations, keeping everything transparent 	
and compliant.

COMMUNICATIONS TOOLS
	  Site phone should always be with you.
	  Use the Parent Square App for communication, checking for attendance, and 
		    sending updates to parents.
	  Respond to emails, texts and phone calls within 24 hours. 

DOCUMENTATION & COMPLIANCE
	  Licensing binder should be accessible to the Site Director at all times and include 	
		    all required documents, including state-specific requirements.

	  Staff who are directly involved, or witnessed an accident or incident should fill out 	
		    the appropriate JotForm.

	  Site Director will contact student’s parent/guardian in the event of an 			
		    accident/incident.

SCHEDULE A MESSAGE!

	

Communication & 
Documentation
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At AlphaBEST, a well-organized site setup is key to running a successful program. Setting up 	
the site creates a welcoming environment for students and families and ensures all materials 	
and equipment are ready for daily activities. It also provides staff have everything they need to 
effectively manage the program and meet licensing requirements BEFORE students arrive.

SET-UP
 Turn on technology:
	 •	 Chromebook/Laptop 		
	 •    iPads              		
	 •   	Apple TV remotes 			 
	 •    Site Phone				 
	 •    Walkie-talkies

 All walkie-talkies are turned on, make sure everyone has one, and is on the 
       same channel.

 Check emails, site phone texts, and voicemails before students arrive.

 Outdoor checks for safety must be documented, including outdoor playground safety.

 Hang up doorbell and doorbell sign at parent pick up location. Plug in doorbell ringer 	
	 where staff can easily hear.

 Set up your monitor and ensure that the Apple TV is working and connects to 		
       a staff iPad.

 Ensure every team member has a KT log and is logged in.

 Put out your parent board by the parent pick-up door.

 Put out baskets for students’ belongings.

 Expeditions for the day/week.

	 SITE INFORMATION:

	 WIFI:						           SITE PHONE:

	 IPAD PASSCODE: 				         SITE PHONE PASSCODE:				  

     	   

	 OTHER:

Daily Site Operations
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When welcoming students to the program, greet them by
name. This will help you learn names faster, help with
attendance and building a rapport with the students!

CHECK IN:
	Check in students as they arrive to the program.

 All students present should be checked in on KT.

 Follow protocol for all students who cannot be checked in.

 For any students who should be present, but are not, follow the protocol.

1) 	 Student Check-in/out: Should be done BY PARENTS at drop off for Before school, 
	 Schools Out, Summer, and check out should be completed by AB Site staff when
	 releasing them to school. For after-school, check-in should be completed by AB site 
	 staff when they accept students into the program. Check out should be done BY PARENTS.

2) 	 Marking staff present: Once an SD or GL is clocked in, they must double-tap their 
	 photo icon on the Point of Care app and mark “present, while also moving their Icon 
	 to the appropriate program.

HEALTH AND SAFETY
	Perform student headcounts every 30 minutes and during transitions.

	Daily health checks should be completed and documented (visual checks, conversations).

	Ensure proper handwashing protocols are followed by staff + students.

	Team members should not eat in front of students due to student allergies, and it 	
	 can distract students from their focus. Eat before/after your shift, or on break, 		
	 away from the students.

Daily Site Operations (cont.)



22

Community Circle is a focused, daily meeting with your students to enhance Social Emotional 	
Learning (SEL) and communication skills. We include SEL in our programs because it helps 		
children manage emotions, solve problems, and show empathy. What you learn and teach within 
Community Circle are some things you take with you throughout the entire program time.

COMMUNITY CIRCLE
 Each quarter, 9 weeks of lessons will be pushed out directly to the Staff iPads.
 Community Circle should be done daily, in order, starting with Week 1 Day 1.
 If you miss a day, just start back up on the day you left off.

	

Community Circle 
is a DAILY REQUIREMENT.

 Each group leader should 
facilitate their own group’s 

community circle and its 
activities Community Circle 

should be done at the
beginning of the 

afternoon program.

Community Circle
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AlphaBEST’s emphasis on experiential learning is what makes us stand out in the world of after
school care providers. Through our innovative content, we enable kids to tap into their innate
sense of wonder and curiosity to connect with what interests them most. AlphaBEST has partnered 
with Kids Included Together (KIT) to support staff training on accommodations.

As this is a selling point for many of our families, IT IS A DAILY REQUIREMENT to 
provide exactly what we advertise: top tier, high-interest activities that build wonder and 

community! Site Directors are responsible for ensuring Expeditions are implemented 
daily at their site by setting expectations, monitoring delivery, and providing support 

when needed. While they may occasionally step in to help facilitate an Expedition, 
Group Leaders are responsible for leading them. Site Directors ensure accountability 

and consistency in implementation. 

Quarterly Expedition Overviews will be held virtually before each quarter to go over all of the
activities and specific needs. Every week, students will participate in a rotation of activities
focusing on the 5 main curriculum categories:

EXPEDITIONS
	When you receive an Expedition kit, either leave the materials that are specific to 		
	 that Expedition kit in the box until it’s time to use them or organize them by subject 		
	 in the cabinets.
	Organize the print for each lesson (you can have students help you with this task too).
	All materials are to be prepped and ready for the day’s activities BEFORE students 		
	 arrive at the program.
	 Ensure all Group Leaders are following the activity plans and actively engaging			 
	 with students.
	Activities should be done in the order listed in the app.

•	 Pre-watch all Facilitated Learning videos ahead of time.
•	 Ensure that the monitor is set up and can connect 
	 to the iPad.
•	 Make samples to show students and to find out where 			 
	 students may need more guidance.

QUESTIONS ABOUT EXPEDITIONS?
Please reach out for internal support so we can document this process.

Expeditions
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Safety First:
Child Safety and Supervision
Child safety is the number one priority for AlphaBEST programs. Preparing for different
scenarios when working at an AlphaBEST program is essential to ensure the safety and 
wellbeing of the children in your care as you anticipate and address potential risks or emergencies.

HEADCOUNTS & TRANSITIONS
 	Perform face-to-name checks and ensure safe transitions.
 	Headcount system: Track where kids are at all times, whether via KangarooTime or 	
	 manual logs as required by licensing standards.
 	In case of missing children, follow site protocols and notify the Area Manager.
 	Perform headcounts every 30 minutes during the program
	 and during transitions.
 	Perform playground checks regularly to ensure safety.

MONTHLY SAFETY DRILLS 
 	Ensure playground checks are conducted monthly and daily with bad weather. 
 	Fire drills should be done monthly, preferably on the 1st day or 1st week with 		
	 nice weather.
 Hold emergency preparedness training with drills according to state requirements:
	 •	 Lockdown
	 •	 Shelter-in-Place
	 •	 Fire drill
	 •	 Weather related drills

COMMUNICATION IS KEY!
Make sure to give parents a

heads up when you have drills.
Use ParentSquare and your 

parent board to post 
your schedule.
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SUPERVISION PROTOCOLS

 	Active supervision: Within sight, sound, and intervention.

 	Students are not allowed to use monkey bars.

 	Group Leaders are responsible for setting up the curriculum before kids arrive and 	
	 must be ready to take custody when kids arrive.

 	NO sitting during supervision times—constantly move to ensure proper engagement.

 	Handwashing: Ensure proper handwashing protocols are followed for staff and children.

 	Snack time supervision: Ensure students are seated while eating and that 
	 appropriate food safety protocols are followed.

 	Bathroom supervision: Limit bathroom use to 1 student at a time; ensure 
	 children are accounted for during bathroom trips.

QUICK REFERENCE GUIDE

Each site is provided a
Quick Reference Guide for 

AlphaBEST Emergency Protocols. 
Ensure all staff know the location 
and are able to access this guide.

NOTES:

Child Safety & Supervision (CONT.)
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Strong connections with parents and families are key to creating a successful after-school 
environment. Effective communication and engagement help ensure that both students and 
families feel valued and supported.

MANAGING PAYMENTS AND PAUSING ENROLLMENT

 	Reach out to parents if a child’s enrollment is paused or if they not on the check-in list.
 	 If a child is absent but should have attended, contact the parents for confirmation.

PARENT COMMUNICATION EXPECTATIONS

 	Encourage parents to download the KangarooTime app for secure check-in/check-out.
 	Ensure parents are aware that only authorized individuals can pick up children, using 
	 ID verification, and the authorized individuals must be listed as approved pick up in
	 the KT app.
 	Regularly update the parent board (tuition reminders, schedule, snack menu, etc.).
 	Reach out to parents of new students:
	 •	 Introduce yourself
	 •	 Provide a pick-up location
	 •	 Inform about the requirements of the KangarooTime app.

				    At AlphaBEST, sites use the ParentSquare app to interact with families 
				    and keep them updated about our programs. Here are a few ways
				    you can use ParentSquare at your site: 

				    •	 Communicate with families about special events,
					     activities, and upcoming drills.
				    •	 Post pictures of projects or activities (pending photo 
					     release forms).
				    •	 Post your monthly newsletter to share important dates, 
					     activities, and general information about what we have 				  
					     been doing.
				    •	 Send weekly expedition previews and recap questions.

Parent and Family Engagement
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Licensing ensures that our before + after-school programs meet safety and quality standards. 
Following licensing requirements protects children, staff, and the program. 

Staying prepared for inspections shows our commitment to excellence and builds trust with 
families and the community.

DOCUMENTATION AND HEALTH REQUIREMENTS

 Ensure that the licensing binder is up-to-date and contains necessary forms.
 Monthly updates for child registration forms and allergy information.
 Keep medication administration logs up-to-date.
 Conduct and document safety checks regularly.
 Audit staff and student files for expiring documents:
	 •	 Immunizations 
	 •	 Continuing education 
	 •	 Monthly audits of medications for expiration dates on medication forms

LICENSING STANDARDS AND SITE INSPECTIONS

 Prepare for licensing inspections by maintaining accurate records.
 Verify compliance with state licensing requirements:
	 •	 Child-to-staff ratios 
	 •	 Snack Menu
	 •	 Emergency Protocols 
	 •	 Required documents: IEP Accommodation Plans, etc.
 Ensure all students’ special needs are discussed with the Area Manager.
 Regularly audit staff files to ensure compliance:
	 •	 Professional Development Certificates 
	 •	 Background checks 
	 •	 CPR

	

License Compliance

Use a complete first aid kit (separate from your first aid kit you 		
use each day) that is untouched to provide during a licensing 
visit. This ensures that all the proper supplies are in the first aid kit!
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Knowing how to run a successful emergency drill ensures student safety, staff preparedness, 
and a swift, organized response in critical situations.

COMMUNICATION:

 	Speak with school administration about their procedures and how they conduct 		
	 drills during the school day.
 	Before the drill, talk with students about:
	 •	 What you will be doing 
	 •	 Expectations for their behavior 
	 •	 Why do we do drills
 	Remember, drills should not be announced-they should be treated as if they are 
	 a true emergency.
 	Communicate with families via text, email, ParentSquare, or a notice on the parent 		
	 board to let them know of upcoming drills.

PRACTICE:

 	 If you are practicing a drill where you stay in the building, designate areas that
	 students should go to.
 	 If you exit the building, ensure that students are silent during transitions so they are 	
	 able to hear emergency directions.
 	 If the drill requires you to exit the building, designate spots for each group to 
	 congregate so attendance can be taken quickly.

DEBRIEF:

 	Gather students after the drill to talk about what they did well and how they can 
	 improve next time (and why it’s important).
 	Talk with staff about how the drill went and for ways to improve for future drills 
        	 or emergency situations.
 	Document the drill with the type of drill and the date to keep for your records.

Emergency Drill How-To
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Keeping children and staff safe during unexpected situations is an essential part of the Site 
Director’s role. Handling emergencies calmly and following protocols helps prevent harm and 
ensures a quick, effective response. Please note: Medications need to be with the group that the 
child is in at all times.

LEVELS OF ACCIDENTS/INJURIES

 	Level 1: Scratch/paper cut (requires band-aid):
	 •	 Complete Student Injury, Illness, or Accident Form
	 •	 Speak with or text parents/guardians an update as soon as possible 

 	Level 2: Child fell (scrapes, scratches, minor head injury):
	 •	 Complete Student Injury, Illness, or Accident Form
	 •	 Notify your Area Manager
	 •	 Speak with or text parents/guardians an update as soon as possible 

 	Level 3: Emergency:
	 •	 Call 911
	 •	 Call to notify parents/guardians immediately, then notify the Area Manager
	 •	 If school personnel are on site when 911 is called, a staff member must 
		  notify the school principal/leadership
	 •	 Complete Student Injury, Illness, or Accident Form

STUDENT REPORT DOCUMENTATION

 	Write specific, clear descriptions of injuries:
	 •	Ensure only relevant details are included (who, what, when, where, why)
	 •	Do not include any identifiable information about any other children
	 •	Complete every question as written with clear, specific answers. Do not use “N/A” 	
		  unless it truly does not apply. Each response is required for accurate review 
		  and trend tracking. 

All Student Injury, Illness, or Accident Forms must be completed through JotForm. Follow state 
guidelines for other ways it must be documented and stored.

Handling the Unexpected:
Crisis and Incident Management

STUDENT INJURY/ILLNESSES/ACCIDENT REPORTING FORM
Scan the QR code to take you to our accident/incident form
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Handling student behavior is a key part of creating a positive and productive environment at 
your site. By addressing behaviors thoughtfully and consistently, Site Directors can support 
students in making better choices while maintaining a safe and respectful atmosphere for everyone.

WE SEE YOU!
Celebrate student achievements with special events or recognition programs.

EXTREMELY CHALLENGING BEHAVIORS
At AlphaBEST, the following behaviors are considered to be extreme and should be 
documented EVERY TIME they are observed:
	 •	 Eloping (running away) 
	 •	 Extreme Defiance 
	 •	 Physical Aggression
Refer back to the registration packet to ensure no special needs or disabilities were indicated.

At no time should ANY children in our programs have multiple (more than 3) Behavior (Incident) Reports 
for extreme behaviors without your Area Manager, District Manager, or Regional Director being aware.

Supporting Students:
Student Behavior Support

REQUIRING DOCUMENTATION

•	 Aggression
•	 Frequent hitting, kicking, or pushing.
•	 Emotional Outbursts
•	 Tantrums or prolonged crying.
•	 Isolation
•	 Consistent withdrawal from peers 
	 or activities.
•	 Inappropriate Language
•	 Offensive words or actions.
•	 Safety Concerns
•	 Behaviors that pose a risk to self 
	 or others.

COMMON BEHAVIORS

•	 Minor Disagreements
•	 Brief conflicts that resolve quickly.
•	 Restlessness
•	 Signs of tiredness or needing 
	 a break.
•	 Impatience
•	 Brief frustration while waiting.
•	 Mild Disruptions
•	 Talking out of turn or fidgeting.
•	 Social Withdrawal
•	 Temporary disengagement 
	 from activities.

STUDENT INCIDENTS REPORTING FORM
Scan the QR code to take you to our student incident form



INDIVIDUALIZED SUPPORTS
•	 Case-by-case approach to reasonable accommodations 
•	 Individualized supports and accommodations
•	 Accommodations plan developed with the family
•	 Do not wait to report and document behaviors. SDs should					   

tell AMs immediately to get the process underway.

TARGETED SUPPORTS FOR SOME STUDENTS
•	 Targeted supports for students that need it
•	 AlphaBEST Accommodations Team
•	 Family Involvement and Collaboration
•	 Partnership with kids Included Together (KIT)

UNIVERSAL SUPPORTS FOR ALL STUDENTS
•	 Community Building
•	 Setting Group Expectations and Rules
•	 Enriching Curriculum
•	 Partnership with Schools and Families
•	 Community Circle

31

Accommodations
When a student is unable to access the environment, participate in activities, or communicate
effectively, it may be time to start an accommodation plan.

An accommodation plan is a document that lists what reasonable changes will be made to
remove a barrier that prevents the student from learning or getting work done.

PARENT INTERVIEW
If a parent identifies a need for an accommodation for their child OR the site team members 
identify a child that needs additional support within the program, the Site Director and/or Area 
Manager will reach out to the parent/guardian to gather additional information.

AlphaBEST has partnered with Kids Included Together (KIT) to help 
create accommodation plans. KIT helps to provide students with special 
needs opportunities to increase their skills while building on their 
potential. As a Site Director, you will be asked to be a part of this process.

Site Directors will have access to all student accommodation plans. Accommodations can be 
made for ANY child in the program if it helps them stay on task, safe, regulate themselves, etc. 
All behaviors need to be documented and reported to a supervisor! Please reach out for internal 
support so we can document this process, and follow the internal process prior to the KIT calls.

REQUIRING DOCUMENTATION

•	 Aggression
•	 Frequent hitting, kicking, or pushing.
•	 Emotional Outbursts
•	 Tantrums or prolonged crying.
•	 Isolation
•	 Consistent withdrawal from peers 
	 or activities.
•	 Inappropriate Language
•	 Offensive words or actions.
•	 Safety Concerns
•	 Behaviors that pose a risk to self 
	 or others.
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AlphaBEST offers training to support your success, from onboarding to specialized programs
like SEL, Letters Alive, monthly site staff meetings, and leadership coaching. Our goal is to give
you the tools, knowledge, and confidence to thrive and provide the best experience for children
and families.

REQUIRED CERTIFICATIONS

 	Site Directors should maintain current certifications:
	 •	 CPR
	 •	 First Aid
	 •	 Professional Development Certificates
	 •	 Yearly training on Group Management, Operations, Safety, IT, and Expeditions

STAFF TRAINING AND EVALUATION

 	Conduct monthly training sessions for Group Leaders on
	 expectations, child engagement, and safety protocols.
 	Provide ongoing feedback and coaching to Group Leaders to ensure adherence			 
	 to AlphaBEST standards.

LEARNING HUB
The AB Learning Hub is where you can access all your
training and professional development resources. It’s
an essential tool to help you grow in your role, stay
informed, and ensure your site is compliant with
licensing requirements.

ACCREDIBLE BADGES
Accredible badges are digital credentials you can earn by
completing specific training programs at AlphaBEST.
These badges recognize your achievements and show your
dedication to professional growth. They can be shared on
platforms like LinkedIn, showcasing your skills and
expertise to others.

Learning Never Stops:
Training and Professional Development
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Monthly duties are vital for ensuring the continued success and smooth operation of the
program. These responsibilities provide the foundation for long-term success and help 
Site Directors stay proactive in supporting their teams and students.

COMPLIANCE AND SAFETY

 	 Audit staff and student files for expiring documents, such as immunizations or 
	 certifications.
 	 Conduct and document fire, tornado, and emergency preparedness drills.
	 Check with the state standards.
	 Replenish first aid kits and verify medication lockboxes are functional.
 	 Audit and update licensing binders to ensure compliance with state requirements.
 	 Conduct an inventory of supplies and create replenishment orders for the Area Manager.

STAFF DEVELOPMENT AND COMMUNICATION

 	Plan and host a staff meeting:
	 •	 To review progress
	 •	 Address concerns
	 •	 Provide training or updates

 	Send out monthly newsletter to parents.

Monthly Responsibilities
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End-of-Year and Site Closure Procedures are essential steps to ensure a smooth wrap-up
of the program and proper preparation for the next season. Following these steps helps
maintain program quality and sets the stage for a successful reopening. You will receive
more info around the end-of-the-year closing procedures from your manager.

TO DO LIST:

 	 Inventory supplies:
	 •	 Organize and send a replenishment order to the Area Manager.

 	Clean and store all program items and supplies.

 	Lock up all:
	 •	 Staff/Student Files
	 •	 Technology
	 •	 License Binders

 	Return medications to parents including:
	 •	 EpiPens
	 •	 Inhalers
	 •	 Other Medications

 	Review past-due accounts and discuss plans with the Area Manager.

 	Host an end-of-year site clean-up and organize materials for summer or next school year.

 	Lock up or return to your Regional Office all staff and student files, licensing binders, 
	 and technology for the summer break.

 	Compete End-of-Year Checklist.

End-of-Year & Site Closure:
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HOW WE ENSURE QUALITY 
Quality at AlphaBEST is maintained through a simple, consistent process that ensures every 
program delivers on our standard: 

EVERY DAY, EVERY SITE: 
Safe, inclusive, and engaging enrichment that inspires learning beyond the school day. 

1. 	 Site Success Guide 
	 This Guide establishes the expectations for operating an AlphaBEST program and 
	 defines what it means to deliver on our Promise. 

2. 	 Site Success Review 
	 The Site Success Review is an on-site observation conducted several times each year 
	 by a trained reviewer and/or Area Manager. It provides a clear view of how the program 
	 is operating and where support may be needed.

	 Site observations cover 5 topics and last approximately 90 minutes.

3. 	 Quality Review Meetings 
	 Bimonthly Quality Review Meetings are led by the VP of Programs and Regional 
	 Directors. These meetings review site data and trends to identify priorities and align 
	 coaching, training, and support across the organization. Your Role as a Site Director Site 
	 Directors will use the Site Success Review tool to self-assess early in the school year 
	 and ensure their site is aligned with AlphaBEST expectations.

YOUR ROLE AS A SITE DIRECTOR 

Site Directors will use the Site Success Review tool to self-assess early in the school year and 
ensure their site is aligned with AlphaBEST expectations.

Quality Assurance:
Site Observation Tool



Date: Site Location: Time In: Time Out: Site Director: Total Number of Staff and 
Children Present:

Area of Observation: Demonstrated
Not  

Demonstrated

Not Observed 
(indicate why 
not observed)

Comments

Part 1: SITE SETUP

Parent Board is set up + at parent door

Parent Board is up to date

Site cellphone number and contact information is posted on 
the door visible for parents

Site cellphone is on site, charged, ringer on and present in 
the programming area

Schedule is posted and accurate, and all team members are 
aware and follow the schedule

They have accurate staff and student files (if applicable)

Team Members set up Team Member Items: Licensing 
binder, parent board, chromebook, walkies, phone, staff 
iPads, etc

Emergency Procedures Flip Book is posted and accessible. 
The emergency Contact page is updated with current 
contacts

Drills (Fire, Emergency and Tornado) Log Complete

First Aid Kits are complete and accessible 

Student incident reports are completed and submitted 
promptly 

Program is tidy and organized with little to no clutter visible

Team members prepare snack + clean tables

Students' belongings are arranged and put away

Date: Site Location: Time In: Time Out: Site Director: Total Number of Staff and Children 
Present:

Area of Observation: Demonstrated
Not  

Demonstrated

Not Observed 
(indicate why not 

observed)
Comments

Part 2: SAFETY

Team Members arrive in dress code, with lanyards/school badges

Staff are not using their cell phones during program time

Staff are using walkie talkies to clearly communicate with each other

Students arrival procedures being followed: lining up, checking them in 
with face to name

Site Director follows AlphaBEST protocol for students that do not arrive 
to the program (contacting parents, talking to school admin)

Staff to child Ratios are met

Team members are following the hallway expectations

Staff are checking the restrooms before allowing children in

Bathrooms have toilet paper, paper towels, and no other people are 
present

All students are being escorted to and from the restrooms.

Students wash and dry their hands before leaving restroom

All students are washing their hands before snack

Staff take iPads, First Aid Kit, walkie, emergency meds, and site phone 
outside with them 

Staff check playground safety checklist 

Team Members are actively supervising without participating in 
activities

Team members not sitting down while outside

Staff actively walking around playground and redirecting proper use of 
equipment

Staff can identify problematic areas and have positioned themselves to 
remain proactive to any possible issues

If recreation time is in the gym, ensure activities are set up and gym 
time is structured

Evidence of procedures to ensure that all children are within sight and 
sound at all times (dismissal times, playground, etc)

Evidence that emergency drills are being conducted regularly and drill 
schedule is being communicated to parents.

Hazardous materials are locked and out of reach of students 
(medications, cleaning supplies, staff belongings etc.)

SITE OBSERVATION TOOL
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Date: Site Location: Time In: Time Out: Site Director: Total Number of Staff and Children 
Present:

Area of Observation: Demonstrated
Not  

Demonstrated

Not Observed 
(indicate why not 

observed)
Comments

Part 2: SAFETY

Team Members arrive in dress code, with lanyards/school badges

Staff are not using their cell phones during program time

Staff are using walkie talkies to clearly communicate with each other

Students arrival procedures being followed: lining up, checking them in 
with face to name

Site Director follows AlphaBEST protocol for students that do not arrive 
to the program (contacting parents, talking to school admin)

Staff to child Ratios are met

Team members are following the hallway expectations

Staff are checking the restrooms before allowing children in

Bathrooms have toilet paper, paper towels, and no other people are 
present

All students are being escorted to and from the restrooms.

Students wash and dry their hands before leaving restroom

All students are washing their hands before snack

Staff take iPads, First Aid Kit, walkie, emergency meds, and site phone 
outside with them 

Staff check playground safety checklist 

Team Members are actively supervising without participating in 
activities

Team members not sitting down while outside

Staff actively walking around playground and redirecting proper use of 
equipment

Staff can identify problematic areas and have positioned themselves to 
remain proactive to any possible issues

If recreation time is in the gym, ensure activities are set up and gym 
time is structured

Evidence of procedures to ensure that all children are within sight and 
sound at all times (dismissal times, playground, etc)

Evidence that emergency drills are being conducted regularly and drill 
schedule is being communicated to parents.

Hazardous materials are locked and out of reach of students 
(medications, cleaning supplies, staff belongings etc.)
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Date: Site Location: Time In: Time Out: Site Director: Total Number of Staff and Children 
Present:

Area of Observation: Demonstrated
Not  

Demonstrated

Not Observed 
(indicate why not 

observed)
Comments

Part 3: INCLUSIVE

Evidence of Community Circle

All Team Members can identify and communicate student 
accommodations and health plans OR where to access that 
information

Team Members are greeting children as they check them in

Group Leaders are engaged with students while they are waiting 
with simple games or conversation.

Staff are using a calm tone, and guiding students through program 
transitions using supports like quiet signals and attention getters. 

Staff are reinforcing, and remind students of, expectations 
throughout the program

Evidence that positive student behaviors are being reinforced

Staff facilitate proper student interactions (disagreements, ect) per 
CCC guidelines

Staff use positive redirection techniques when necessary to 
support student behavior

De Escalation techniques are evident for students that are 
dysregulated

Date: Site Location: Time In: Time Out: Site Director: Total Number of Staff and Children 
Present:

Area of Observation: Demonstrated
Not  

Demonstrated

Not Observed 
(indicate why 
not observed)

Comments

Part 4: ENGAGING

Facilitated Learning is set up an iPad is connected

Current curriculum is downloaded on the iPads

Curriculum materials are prepared in advance. Knowledge 
of lesson is evident (activities modified if necessary)

Team Members set up curriculum materials

Supplies and materials are organized and maintained

Staff are actively engaged with children through 
conversation and assistance with activity

Club time provides individualized skill development. Builds 
on students’ interests and talents
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Date: Site Location: Time In: Time Out: Site Director: Total Number of Staff and Children 
Present:

Area of Observation: Demonstrated
Not  

Demonstrated

Not Observed 
(indicate why 
not observed)

Comments

Part 4: ENGAGING

Facilitated Learning is set up an iPad is connected

Current curriculum is downloaded on the iPads

Curriculum materials are prepared in advance. Knowledge 
of lesson is evident (activities modified if necessary)

Team Members set up curriculum materials

Supplies and materials are organized and maintained

Staff are actively engaged with children through 
conversation and assistance with activity

Club time provides individualized skill development. Builds 
on students’ interests and talents
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Date: Site Location: Time In: Time Out: Site Director: Total Number of Staff and 
Children Present:

Area of Observation: Demonstrated
Not  

Demonstrated

Not Observed 
(indicate why not 

observed)
Comments

Part 5: RELATIONAL

Site Director stopped in the front office to say hello

Site staff greets any visitors from AlphaBEST (regional 
leaders, certified reviewers, etc)

Site Directors are actively leading the team, and are aware 
of all aspects of the program. 

Observed communication with parents or caregivers is 
positive and friendly

Team Members are using AlphaBEST approved apps to 
communicate with parents via text.

Staff engage in positive conversation with one another

40
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SITE DIRECTOR MANAGEMENT SITE 

AlphaBEST’s Management Site is where you can find answers to administrative issues.
	 •	 Ensure you are logged in to your AlphaBEST email account on your browser 
		  (the site is restricted to those with company emails)
	 •	 Go to:
		  https://sites.google.com/alphabest.org/sitedirectorsupportsite

7TAPS

We’ve made getting short and to-the-point training even simpler by housing all of our 7taps 
training in one place! Please note: 7taps can also be found in the course catalog on the Learning 	
Hub. These are not paid trainings.

If you’re new to 7taps, you will find some simple instructions to get you started on your journey. 
You will find some sample courses below to learn more about microlearning here at AlphaBEST.
	 •	 Go to:
		  https://sites.google.com/alphabest.org/sitedirectorsupportsite

AB KNOWLEDGE BASE 

				  
				    Scan the QR code to browse over 300 articles on tips + tricks from
				    the AB Knowledge Base.
				    https://help.alphabest.org/employee

See the Reference Materials in this binder for more resources.

Helpful Websites
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Empowering Site Directors for Program Excellence

Site Success Guide
Reference Materials
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108
Parent and Family Engagement
•	 Parent Square and Parent Communication

109
Handling the Unexpected
•	 Student Injury Response Flow Chart
•	 Bathroom Policy

114 
Supporting Students
•	 Accommodation Process
•	 Student Behavior Support

119
Learning Never Stops
•	 Learning Hub Quick Reference Guide
•	 Labor Management Guidelines

125
Employee Knowledge Base
•	 Employee Knowledge Base: 				  

A Comprehensive Resource for Staff Updated

Site Success Guide:
Reference Materials
44 
Welcome to AlphaBEST
•	 Site Director Job Description
•	 Group Leader Job Description

55
Our Way, Your Way
•	 Mission, Vision, Core Values and 				  

Behavior Standards
•	 My Work App (ADP) Errors Cheat Sheet
•	 ADP Clock In Instructions
•	 ADP Clock Out Instructions
•	 My ADP Submit a Missing Punch

67
Site Set-Up 101
•	 Parent Board, Site Set-Up + Signage
•	 Site Schedule Template
•	 Expedition Implementation
•	 Weekly Expedition Rotation
•	 Template
•	 Closing Checklist
•	 KT Site Director Cheat Sheet
•	 AB Studios Educator App
•	 IT Support Ticket Submission Guide 
•	 iPad Management Summary
•     How to Access Assets for IT

101 
Safety First
•	 Active Supervision
•	 Face-to-Name Checks
•	 Handwashing + Hygiene
•	 Safe Transitions
•	 Snack Safety + Protocols
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Our Mission:													           
We engage children’s minds and expand their horizons in safe and discovery-filled environments.

Our Vision:
We will shape the future generations of thoughtful, curious problem-solvers and collaborators by 
showing them that learning can be fun, engaging and can happen anywhere.

Position Objective:
The Site Director is a positive, inspiring leader who is responsible for working with Group Leaders
and Group Leader Assistants to accomplish organizational goals. Goals include child safety, 
passionate delivery of quality programming, financial success through optimization of resources, 
adherence to state licensing regulations, and stakeholder satisfaction.

Key Responsibilities and Duties:
Child Safety and Supervision: 
Adheres to the policies and procedures in a proactive manner, making the safety and care of 
children a primary focus.

1. 	 Observes students to recognize unidentified physical, psychological, and/or behavioral
	 needs, reporting them to supervisor as soon as possible.
2.	 Ensures student accommodation plans are carried out daily at the site level.
3. 	 Oversees and administers the CACFP/Food Program at the site level by ensuring snack
	 requirements are fulfilled and tracked daily.

Talent/Student Management:
Supervises, trains, mentors, coaches, and manages all staff and students in the program at the site. 
Provides monthly goals to support site staff as a contribution to professional development to grow 
and retain superior talent.

1. 	 Participates in final interviews for Group Leaders/Group Leader Assistants and ensures
	 chosen applicant is cleared to work with the proper background checks.

2. 	 Completes new hire paperwork as required and conducts onboarding duties and ongoing
	 team member training on appropriate site-specific information.

Position Description for: SITE DIRECTOR / SITE DIRECTOR II

Department: Program Operations

Revision Date: June 2024

Reports to: Area Manager

Direct Reports: Yes

Location: As Assigned/Varies

Supervisory Role: Yes

Exempt Status: Non-Exempt

Hours: Part Time or Full Time (SD II)

SITE DIRECTOR JOB DESCRIPTION

REV 6/2024
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3. 	 Encourages positive performance of team members, recommending corrective action to
	 supervisor when necessary. Builds successful and cohesive team of Group Leaders/Group
	 Leader Assistants at assigned site. 

4. 	 Manages the daily site schedule and ensures the proper staff to student ratio is met even
	 when call outs and time off requests occur.

5. 	 Monitors and approves daily staff time for Group Leaders/Group Leaders Assistants.

6. 	 Uses technology appropriately to complete and submit incident reports, rosters, receipts, 		
	 and all other program related records in accordance with established policies and in a 
	 timely manner.

7. 	 Supports and implements human resource policies and procedures, maintaining 			 
	 confidentiality of student and team member information and sharing appropriately with
	 authorized members of management or required outside agencies.

Program Quality, Licensing and Safety:
Designs, organizes, evaluates, and oversees the site to produce the highest quality program.

1. 	 Responsible for ongoing site compliance with childcare licensing requirements to include
	 paperwork, staff training, staff file maintenance and preparation for licensing visits.

2. 	 Effectively utilizes reporting forms/tools/resources for daily licensing onsite compliance.

3.	 Implements the daily delivery of curriculum and positive behavior supports according to
	 AlphaBEST expectations and requirements at a time when it impacts the largest number of
	 students in the program. Provides evidence of curriculum completion.

4. 	 Ensures emotional, psychological, and physical safety of students remain a top priority in 
	 the site through active supervision and maintaining a safe environment. Conduct drills and 		
	 report any deficiencies to supervisor immediately.

5. 	 Coordinates and attends events at the site level. Represents AlphaBEST in a professional
	 manner at any site, school, or community events. Conducts program tours for 
	 prospective parents.

6. 	 Markets program at site to increase enrollments for growth and retention.

7. 	 Follows mandated reporter protocol to properly report any incident to supervisors, 
	 licensing,etc.

8. 	 May be requested to perform duties at one or more sites according to business needs.

9. 	 Attend all required meetings.

REV 6/2024



46

Stakeholder Satisfaction:
Builds strategic working relationships and maintains high levels of parent, student, staff, 
contractor/district and school satisfaction throughout all sites.

1. 	 Utilizes effective and appropriate communication techniques with students, parents, district
	 representatives, and team members by conveying information and ideas clearly; possesses
	 effective oral and written communication skills. 

Professional Development and Continuous Improvement: 
Seeks opportunities to learn and grow personally and professionally with a focus on continuous
improvement.

1. 	 Provides guidance and feedback to help team members strengthen specific knowledge/skill
	 areas to accomplish individual and team goals. Utilizes corrective action processes and forms
	 to correct behavior and provide performance management feedback as needed.

2.	 Holds and facilitates monthly meetings to distribute information consistently and reinforce
	 training of group leaders/group leader assistants on site specific tasks.

NOTE: Site Director IIs are considered full-time due to program hours requiring a minimum 
of 30 hours worked per week and must maintain those hours year-round, even in the summer 
months. The job duties listed above are the same for part-time or full-time Site Directors;
however, SD II’s may have additional job responsibilities based on local/state school district,
licensing, or AlphaBEST region requirements.

THE SITE DIRECTOR HAS READ AND UNDERSTANDS THE POSITION EXPECTATIONS OF THIS 
ROLE, INCLUDING ADA REQUIREMENTS, AND RECOGNIZES RESPONSIBILITIES ARE SUBJECT 
TO CHANGE BASED ON BUSINESS REQUIREMENTS.

Name: 

Date: 

REV 6/2024
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POSITION SPECIFICATIONS:

EDUCATION: 
High School diploma or equivalent required. Education and experience-based requirements for 
this position will be governed by state child care regulations.

EXPERIENCE:
At least three (3) years’ previous experience in AlphaBEST before and after-school program 
implementation strongly desired. In new school districts, experience implementing curriculum in 
before and after-school programs or a teaching background preferred.

KNOWLEDGE: 
General knowledge of all zone curriculum. Basic Microsoft Office experience preferred. Working 
knowledge of state policies and procedures regarding childcare regulations. In depth knowledge 
of health, hygiene and nutritional requirements of children. Comprehensive knowledge of 
occupational health and safety regulations pertaining to the children and staff.

CERTIFICATIONS: 
Must be CPR and First Aid certified.

ABILITIES AND SKILLS: 
Strong organizational, communication (both verbal and written) and supervisory skills required, 
preferably in multi-site environment. Strong interpersonal skills and the ability to work effectively 
with a diverse population required. Ability to work independently, balance multiple tasks, set 
priorities, and solve problems. Quick learner with the ability to work in a fast paced, high energy, 
dynamic environment. 

PERSONAL CHARACTERISTICS: 
Proven ability to provide a supportive and caring work environment for team members and 
co-workers. Serves as a positive role model; must be enthusiastic, energetic, creative and 
sensitive to children. Must be able to work collaboratively and build positive and effective 
business relationships.

INTERNAL RELATIONSHIPS: 
Shall maintain internal relationships necessary to achieve purpose of position and desired results.

EXTERNAL CONTACTS: 
Shall maintain necessary job-related external contacts to assure satisfactory results.

WORK REQUIREMENTS: 
Must be available to work a flexible schedule to meet program staffing needs. Will work in a 
classroom setting with regular stooping, bending and lifting required. Must be able to lift up to 
25 pounds. Travel to local area program sites required.

NON-DISCRIMINATION: 
AlphaBEST Education, Inc. is an Equal Opportunity Employer. This position shall be filled on the 
basis of the qualification and ability to perform the essential functions of the job and without 
regard to race, color, religion, gender, sexual orientation, gender identity, age, national origin, 
disability status, protected veteran status or any other basis prohibited by law.

REV 6/2024
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ADA REQUIREMENTS - WORKING CONDITIONS AND PHYSICAL EFFORT
(Information is Mandatory for the Position Description File)

JOB TITLE: SITE DIRECTOR

DIRECTIONS: Check all characteristics which apply to position and select appropriate level if 
applicable. If other specific requirements are necessary, please add to bottom of form.

PHYSICAL REQUIREMENTS:

 	 Will remain in a stationary seated position
	 25% of the time.

  	 Will remain in a standing position 			 
	 75% of the time.

  	 Must occasionally move about to access
	 other areas in building, files, equipment, 		
	 etc.

 	 Will occasionally ascend/descend steps		
	 (i.e. steps or ladder).

  	 Will occasionally bend, stoop, crouch, or
	 kneel to position self or objects.

  	 Will occasionally reach, turn and twist to
	 reach or position self or objects.

 	 Will occasionally push or pull items up 
	 to 50 pounds.

  	 Will frequently operate or use a keyboard,
	 calculator or other equipment with controls.

  	 98% of time no lifting required 
	 (two percent under 25 pounds).

  	 Move be able to occasionally move/ 		
	 transport without assistance weights up to		
	 (up to 50 pounds).

 	 Carrying -- 98% of time no carrying required	
	 (two percent under 25 pounds).

  	 Will frequently view, identify, inspect 		
	 written information, monitor displays, 		
	 items /objects.

  	 Will frequently observe / view objects from 	
	 a distance.

  	 Must frequently communicate and converse
	 with others.

ENVIRONMENTAL REQUIREMENTS:

 	 Occasionally work in close proximity 		
	 with others and will work inside.

 	 Consistently work in close proximity with
	 others and will occasionally work outside.

 	 Will frequently travel to conduct business.

MENTAL FACTORS 
(check level required for position):

Decision-making level:

	 Intermediate (with input from supervisor)
	 or 
 	 High (independent)

Reasoning level:

	 Minimum

 	 Intermediate 

 	 High

Analytical aptitude:

 	 Minimum

 	 Intermediate

 	 High

	 High level of short-term memory required

OTHER CONSIDERATIONS FOR THIS 
POSITION DESCRIPTION: 

 	 N/A

REV 6/2024
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Our Mission:
We engage children’s minds and expand their horizons in safe and discovery-filled environments.

Our Vision:
We will shape the future generations of thoughtful, curious problem-solvers and collaborators
by showing them that learning can be fun, engaging and can happen anywhere.

Position Objective:
The Group Leader assists the Site Director with the implementation of a high-quality program, 
which promotes curiosity, creativity, and a love of learning. The Group Leader delivers lessons and 
facilitates learning by maintaining a healthy, safe, warm, and engaging learning environment, in 
accordance with state regulations.

Key Responsibilities and Duties:

CHILD SAFETY AND SUPERVISION 

1. 	 Provides constant supervision of children by staying within sight and sound of assigned 		
	 group. Adheres to policies and procedures in a pro-active manner, making the safety 			
	 and care of children the primary focus.

2.	 Follows licensing regulations/standards, such as reporting child incidents and proper health
	 and hygiene procedures.

3. 	 Assists in emergency situations such as evacuation procedures and CPR/First Aid.

4. 	 Continuously monitors the environment, including outside play areas to maintain a safe 		
	 and healthy site.

5.	 Reports suspected child abuse and neglect in accordance with mandated reporter guidelines.

6. 	 Stays apprised of child-related food allergies, special needs, and other medically 			 
	 sensitive conditions.

Position Description for: GROUP LEADER

Department: Program Operations

Revision Date: July 2022

Reports to: Site Director

Direct Reports: Yes

Location: Various

Supervisory Role: No

Exempt Status: Non-Exempt

Hours: Part Time

GROUP LEADER JOB DESCRIPTION

REV 3/2023
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7. 	 Reports to Site Director any concerns regarding child behavior, sickness, health-related
	 observations, accidents or incidents requiring medical attention, or matters that should be
	 reported to the parents.

8.	 Provides direct assistance and accommodations to students with special needs, such as 	
	 non-English-speaking students or those with physical and mental disabilities.

9. 	 Assists in enrollment/snack, recording and submitting daily records, and any other required
	 documents to Director.

10. 	 Inspect on a daily basis all facilities, equipment, and supplies and be sure all are accounted
	 for and put away at the end of each day.

11. 	 Become familiar with state requirements and emergency procedures and notify the Site
	 Director if you notice a violation or have concerns.

12. 	 Assist with maintaining the overall condition of your space, eating areas, and other program
	 space that you use on a regular basis (i.e. safe, clean, neat)

PROGRAMMING

1. 	 Leads groups of children and facilitates learning while encouraging positive 			 
	 peer interactions.

2. 	 Plans and facilitates core programming to advance the physical, social, emotional, and
	 intellectual development of children.

3. 	 Works collaboratively with peers, shares program-related information and shares in
	 collective tasks.

4. 	 Encourages creativity and intellectual curiosity by building on the student’s interests 
	 and talents.

5. 	 Oversees work of the Teacher’s Assistant, if applicable.

6. 	 Maintains all supplies, equipment and materials; informs the Site Director when
	 new/additional supplies are needed.

7. 	 Tutors and assists children individually or in small groups during homework time.

8. 	 Participates actively with other staff in the planning process of zones.

9. 	 Effectively implements innovative and engaging activities utilizing best instructional 
	 practices to develop physical and intellectual growth of children

10. 	 During summer or holiday camps, contributes to and participates in daily camp activities,
	 including check-in and check-out, opening/closing ceremonies, snack & lunch supervision,
	 and programming. Will attend field trips and assist with transportation training as needed.

REV 3/2023
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ENVIRONMENT

1. 	 Provides a caring family-oriented environment where positive staff, child, and parent
	 relationships are fostered.

2. 	 Manages student behavior to ensure all students are fully engaged. Uses transition signals
	 and positive behavior supports.

3. 	 Presents a friendly, positive, and warm learning environment. 

4. 	 Engages with children in a positive and respectful way, through listening, acceptance, 
	 and appreciation. 

5. 	 Understands and appreciates the unique needs of the children, including cultural, language 		
	 and special needs. Provides accommodations as needed.

6. 	 Articulates to children clear standards and expectations, asks questions and actively listens,
	 and gives timely effective feedback.

7. 	 Maintains a well-organized and clean space conducive to learning.

8.	 Prepares lesson materials, bulletin board displays, exhibits, equipment, and demonstrations.

PROFESSIONALISM

1.	 Manages, mentors, and coaches Group Leaders and Teacher’s Assistants by demonstrating
	 expected behaviors, disseminating required knowledge, and assisting with skill development.

2. 	 Sets high standards of performance for self and others; assumes responsibility and
	 accountability for successfully completing assignments or tasks.

3. 	 Responsible for exercising discretion maintaining Program and student/family information 		
	 on a confidential basis.

4. 	 Maintains professional standards with students, parents, and colleagues.

5. 	 Treats others with courtesy, sensitivity, and respect. Considers and responds appropriately
	 to the needs and feelings of all stakeholders.

6. 	 Conveys information and ideas clearly; possesses effective oral and written communication skills.

7.	 Behaves in an honest, fair, and ethical manner. Shows consistency in words and actions.
	 Models high standards of ethics.

8. 	 Respects and honors cultural diversity among children and families.

9. 	 Exhibits a genuine nurturing, caring attitude to all children.

10. 	 Maintains a positive, calm attitude and a soft voice, and encourage this attitude and voice in others.
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11. 	 Maintains a cooperative attitude of working together with Group Leaders, Site Director,
	 parents, and Program Specialists in planning and implementing activities.

12. 	 Builds a positive relationship with each participant in the program and fosters positive
	 connections between participants. Actively engages with children at all times with the goal
	 of fostering the positive development of each child and the group. 

PROFESSIONAL DEVELOPMENT AND CONTINUOUS IMPROVEMENT

1. 	 Seeks opportunities to learn and grow personally and professionally with a focus on
	 continuous improvement.

2. 	 Attends and maintains the required training hours as mandated by the state licensing agency.

3. 	 Seeks help when needed and responds to requests for help in a supportive manner.

4. 	 Focuses on continuous improvement by taking action to improve existing conditions and
	 processes. Uses appropriate methods to identify opportunities, implement solutions, and
	 measure impact.

5. 	 Actively participates in all aspects of staff development, including weekly
	 observations/mentoring, team meetings, pre-service training, an additional at least 15-20
	 hours of training during the school year.

Other Duties May Be Assigned: I have received and read the Group Leader job description 
and understand the requirements of the job. I understand this job description is not intended 
to be all inclusive; I am expected to perform other duties as assigned by my supervisor. 
Further, I acknowledge that AlphaBEST Education, Inc. reserves the right to revise or change 
job duties as the need arises.

THE GROUP LEADER HAS READ AND UNDERSTANDS THE POSITION EXPECTATIONS OF THIS 
ROLE, INCLUDING ADA REQUIREMENTS, AND RECOGNIZES RESPONSIBILITIES ARE SUBJECT 
TO CHANGE BASED ON BUSINESS REQUIREMENTS.

Name:

Date: 
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POSITION SPECIFICATIONS:

EDUCATION: 
High School diploma or equivalent required. Education and experience-based requirements for 
this position will be governed by state child care regulations.

EXPERIENCE: 
At least three (3) years’ previous experience in AlphaBEST before and after-school program
implementation strongly desired. In new school districts, experience implementing curriculum in 
before and after-school programs or a teaching background preferred.

KNOWLEDGE: 
General knowledge of all zone curriculum. Basic Microsoft Office experience preferred.
Working knowledge of state policies and procedures regarding childcare regulations. In depth
knowledge of health, hygiene and nutritional requirements of children. Comprehensive knowledge
of occupational health and safety regulations pertaining to the children and staff.

CERTIFICATIONS: 
Must be CPR and First Aid certified.

ABILITIES AND SKILLS: 
Strong organizational, communication (both verbal and written) and supervisory skills required, 
preferably in multi-site environment. Strong interpersonal skills and the ability to work effectively 
with a diverse population required. Ability to work independently, balance multiple tasks, set 
priorities, and solve problems. Quick learner with the ability to work in a fastpaced,high energy, 
dynamic environment.

PERSONAL CHARACTERISTICS: 
Proven ability to provide a supportive and caring work environment for team members and 
co-workers. Serves as a positive role model; must be enthusiastic, energetic, creative and 
sensitive to children. Must be able to work collaboratively and build positive and effective 
business relationships.

INTERNAL RELATIONSHIPS: 
Shall maintain internal relationships necessary to achieve purpose of position and desired results.

EXTERNAL CONTACTS: 
Shall maintain necessary job-related external contacts to assure satisfactory results.

WORK REQUIREMENTS: 
Must be available to work a flexible schedule to meet program staffing needs. Will work in a 
classroom setting with regular stooping, bending and lifting required. Must be able to lift up to 
25 pounds. Travel to local area program sites required.

NON-DISCRIMINATION: 
AlphaBEST Education, Inc. is an Equal Opportunity Employer. This position shall be filled on the 
basis of the qualification and ability to perform the essential functions of the job and without 
regard to race, color, religion, gender, sexual orientation, gender identity, age, national origin,
disability status, protected veteran status or any other basis prohibited by law.
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ADA REQUIREMENTS - WORKING CONDITIONS AND PHYSICAL EFFORT
(Information is Mandatory for the Position Description File)

JOB TITLE: GROUP LEADER

DIRECTIONS: Check all characteristics which apply to position and select appropriate level if
applicable. If other specific requirements are necessary, please add to bottom of form.

PHYSICAL REQUIREMENTS:

 	 Will remain in a stationary seated position
	 25% of the time.

  	 Will remain in a standing position 			 
	 75% of the time.

  	 Must occasionally move about to access
	 other areas in building, files, equipment, 		
	 etc.

 	 Will occasionally ascend/descend steps		
	 (i.e. steps or ladder).

  	 Will occasionally bend, stoop, crouch, or
	 kneel to position self or objects.

  	 Will occasionally reach, turn and twist to
	 reach or position self or objects.

 	 Will occasionally push or pull items up 
	 to 50 pounds.

  	 Will frequently operate or use a keyboard,
	 calculator or other equipment with controls.

  	 98% of time no lifting required 
	 (two percent under 25 pounds).

  	 Move be able to occasionally move/ 		
	 transport without assistance weights up to		
	 (up to 50 pounds).

 	 Carrying -- 98% of time no carrying required	
	 (two percent under 25 pounds).

  	 Will frequently view, identify, inspect 		
	 written information, monitor displays, 		
	 items /objects.

  	 Will frequently observe / view objects from 	
	 a distance.

  	 Must frequently communicate and 			
	 converse with others.

ENVIRONMENTAL REQUIREMENTS:

 	 Occasionally work in close proximity 		
	 with others and will work inside.

 	 Consistently work in close proximity with
	 others and will occasionally work outside.

 	 Will frequently travel to conduct business.

MENTAL FACTORS 
(check level required for position):

Decision-making level:

	 Intermediate (with input from supervisor)
	 or 
 	 High (independent)

Reasoning level:

	 Minimum

 	 Intermediate 

 	 High

Analytical aptitude:

 	 Minimum

 	 Intermediate

 	 High

	 High level of short-term memory required

OTHER CONSIDERATIONS FOR THIS 
POSITION DESCRIPTION: 

 	 N/A
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AlphaBEST opened its first program in 2005 and began with contracts in two school districts serving 
approximately 50 schools. Today, AlphaBEST provides Extended Day, Summer Camp, and Enrichment 
programs at 600 sites across the nation. We are incredibly proud that in this time of growth, we have 
retained more than 99% of the district contracts established in our years of operation.

AlphaBEST Mission

We engage children’s minds and expand their horizons in safe and discovery-filled environments.

AlphaBEST Vision

We will shape the future generations of thoughtful, curious problem-solvers and collaborators 
by showing them that learning can be fun, engaging and can happen anywhere.

AlphaBEST Core Values and Behavior Standards

AlphaBEST’s core values drive the culture of the organization. Team members, regardless of job 
title or position, are expected to showcase AlphaBEST’s values every day and uphold the behavior 
standards that ensure we will be our best. It is understood that individuals can interpret the 
meaning of these seven small core value statements very differently based on personal values and 
past experiences. Therefore, AlphaBEST provides team members with guidance about what these 
core values should look like when they are put into practice. Core values are the expectations, 
while behaviors and AlphaBEST actions show team members how to exhibit the values each day 
in the workplace.

OUR WAY, YOUR WAY



AlphaBEST Core Values & Behaviors

BEST AT WHAT WE DO
Competencies: Excellence and Professionalism

AlphaBEST team members strive for excellence in all aspects of the role, demonstrating 
professionalism and consistently meeting or exceeding performance expectations.

Key Behaviors:
• Manages input of data across all AlphaBEST systems (i.e., timekeeping, payroll, 

and student systems) accurately and efficiently.
• Shows a high level of dedication and accountability in their core role.
• Is consistent and reliable in their daily tasks and responsibilities.
• Represents AlphaBEST with professionalism.
• Takes responsibility to understand role expectations (reviews manuals, job 

description, policies, procedures, completes training, etc.) 
• Delivers (or supports Operations in the delivery of) the highest level of quality 

programs.

BE
ST

AT WHAT WE DO

CHILDREN FIRST
Competencies: Safety and Well-being

AlphaBEST team members consistently prioritize the safety and supervision of every child 
in every program, every day.

Key Behaviors:
• Maintains a safe and secure environment for all children.
• Effectively supervises children and manages student behavior.
• Understands and complies with all safety standards.
• Ensures all licensing requirements are met to provide a high standard of care.

C
H

IL

DREN FIRST

DRIVEN BY INNOVATION
Competencies: Innovation and Growth

AlphaBEST team members embrace a growth mindset and actively seek opportunities to 
improve and innovate. This involves being a catalyst for positive change and contributing 

to a “career launchpad culture”.

Key Behaviors:
• Thrives when taking on new responsibilities and stretching beyond current role 

expectations.
• Proactively identifies and implements new and creative solutions.
• Actively seeks and accepts feedback, and implements behavioral change based 

on the information received.
• Maintains a focus on continuous improvement strategies, resulting in high-quality 

personal and professional work.
• Demonstrates initiative and a willingness to learn.

D
RI

V
EN

BY INNOVATIO
N

ALPHABEST CORE VALUES AND BEHAVIORS
HAVE FUN

Competencies: Engagement and Enthusiasm
AlphaBEST team members create a fun, engaging, and positive learning environment for 

children while maintaining a high level of enthusiasm for their work.

Key Behaviors:
• Infuses joy and creativity into daily activities and curriculum implementation.
• Maintains a positive, upbeat attitude that fosters a “discovery-filled” environment.
• Engages children in hands-on learning that sparks their curiosity.
• Shows enthusiasm for their role and for AlphaBEST’s mission.
• Creates an enjoyable and positive environment for children and teammates.

HAVE FUN

MAKE IT RIGHT
Competencies: Accountability and Resolution

AlphaBEST team members take ownership of mistakes, addressing unexpected situations 
seamlessly, and learning from missteps to find a positive resolution.

Key Behaviors:
• Accepts responsibility for errors and focuses on finding a resolution.
• Communicates honestly about challenges and works to make things right.
• Uses a problem-solving mindset to prevent similar issues from happening again.
• Matches words and actions to build trust with teammates and leaders.

M
AK

E IT R I GHT

VALUE CONNECTION
Competencies: Collaboration and Team Impact

AlphaBEST team members build and maintain strong, positive connections with children, 
families, and colleagues to foster a supportive and collaborative environment.

Key Behaviors:
• Engages and communicates effectively and respectfully with all stakeholders.
• Provides and receives peer support and works well with a team.
• Demonstrates high-quality work and understands how their work positively 

impacts children and the team.
• Creates a safe, trusting environment for fellow team members.

VA
LU

E
CONNECTION

“YES MINDSET”
Competencies: Proactive Problem-Solving

AlphaBEST team members embrace a “can-do” mindset and are proactive in solving 
problems and overcoming challenges.

Key Behaviors:
• Demonstrates a willingness to learn new things and take on new responsibilities.
• Thinks critically and creatively to address challenges with a positive mindset.
• Anticipates potential problems and takes action to prevent them.
• Adapts to situations quickly and understands various viewpoints of a problem.

“ Y
ES

MINDSET”
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HAVE FUN
Competencies: Engagement and Enthusiasm

AlphaBEST team members create a fun, engaging, and positive learning environment for 
children while maintaining a high level of enthusiasm for their work.

Key Behaviors:
• Infuses joy and creativity into daily activities and curriculum implementation.
• Maintains a positive, upbeat attitude that fosters a “discovery-filled” environment.
• Engages children in hands-on learning that sparks their curiosity.
• Shows enthusiasm for their role and for AlphaBEST’s mission.
• Creates an enjoyable and positive environment for children and teammates.

HAVE FUN

MAKE IT RIGHT
Competencies: Accountability and Resolution

AlphaBEST team members take ownership of mistakes, addressing unexpected situations 
seamlessly, and learning from missteps to find a positive resolution.

Key Behaviors:
• Accepts responsibility for errors and focuses on finding a resolution.
• Communicates honestly about challenges and works to make things right.
• Uses a problem-solving mindset to prevent similar issues from happening again.
• Matches words and actions to build trust with teammates and leaders.

M
AK

E IT R I GHT

VALUE CONNECTION
Competencies: Collaboration and Team Impact

AlphaBEST team members build and maintain strong, positive connections with children, 
families, and colleagues to foster a supportive and collaborative environment.

Key Behaviors:
• Engages and communicates effectively and respectfully with all stakeholders.
• Provides and receives peer support and works well with a team.
• Demonstrates high-quality work and understands how their work positively 

impacts children and the team.
• Creates a safe, trusting environment for fellow team members.

VA
LU

E
CONNECTION

“YES MINDSET”
Competencies: Proactive Problem-Solving

AlphaBEST team members embrace a “can-do” mindset and are proactive in solving 
problems and overcoming challenges.

Key Behaviors:
• Demonstrates a willingness to learn new things and take on new responsibilities.
• Thinks critically and creatively to address challenges with a positive mindset.
• Anticipates potential problems and takes action to prevent them.
• Adapts to situations quickly and understands various viewpoints of a problem.

“ Y
ES

MINDSET”
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INTRODUCTION
This Handbook is designed as a ready reference for team members throughout employment with 
AlphaBEST. In this Handbook, team members can find AlphaBEST’s employment policies, rules and 
benefit programs, but this Handbook is not necessarily the final word on each issue. Depending on 
a team member’s position, a team member may receive other policies that govern his or her 
employment with AlphaBEST.

The benefits and policies described in this Handbook may be modified, suspended, or revoked at 
any time, at the discretion of AlphaBEST, without prior notice and without any written revision of 
this Handbook, as permitted by applicable law. The benefits, rules, and practices described in this 
Handbook are general pronouncements of current Company policy and are not to be construed 
as being or creating any terms or conditions of an employment contract, express or implied. The 
contents of this Handbook are presented as a matter of information only. The plans, policies, and 
procedures described are not conditions of employment.

Nothing in this Handbook is intended to preclude any team member from engaging in conduct 
that is protected by Section 7 of the National Labor Relations Act, including but not limited to the 
right to engage in concerted protected activity for the purposes of mutual aid and/or protection. 
Nothing in this Handbook will be interpreted, applied, or enforced to interfere with, restrain, or 
coerce team members in the exercise of Section 7 rights. 

This Handbook is the property of AlphaBEST, and AlphaBEST also reserves the right to alter the 
contents of this Handbook as necessary at any time, for any reason, with or without cause or 
prior notice.

Team members are required to read, understand, and comply with this Handbook and sign the
Acknowledgment of Team Member Handbook and Employment At-Will.

GENERAL EMPLOYMENT INFORMATION
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If you receive this message: 
“You are scanning the QR code 
outside of the MyWork app”. 
Please follow the instructions below.

You will need to log into the MyWork app by ADP, this is the same 
username used for ADP Mobile. Once you have logged in, there 
should be a tile that says punch. You select Punch, then select Scan, 
and you will scan the QR code here. If you are clocking in, just press 
punch. If you are clocking out, you will change the recent transfer to 
NONE and then punch. You may have to go between the site name 
and NONE in order for it to register.

If you receive an error message when
clocking in the app, please screenshot 
it and send it to us. If an employee 
cannot access their ADP account, please 
have them reach out to us 
at Payroll@alphabest.org.

If you receive an error message that states “Low accuracy location 
data”, please try the following:

Based on the error you have received, can you please confirm in 
your SETTINGS APP on your phone that you have allowed location 
services “While using the app” and “Precise location” for the 
MyWork app?
 
Your settings should resemble 
this image:

ADP WORKFORCE MANAGER QR CODE AND 
ACCESS TROUBLESHOOTING
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If you receive this error, you may be using the wrong user name.

Based on the error you are receiving, please try to close out your 
app completely and reopen it. It also might be your username. 
Can you please provide us with the username you are using to 
access the MyWork app?

If you receive “Outside of Geo fence” please send this
this email.

Please check your phone settings to ensure you have allowed a 
precise location for the MyWork app. Can you please send us a 
screenshot of your map? This can be found under “Where can I 
punch?” Please include the purple person, the entire school, and 
the blue dot. If you are the only person experiencing this issue,
please turn your phone off and back on while you are at the 		
site. This will help your phone connect to the surrounding 		
networks better.

ADP WORKFORCE MANAGER QR CODE AND 
ACCESS TROUBLESHOOTING
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If you receive this error, you may have left 
the app running in the background.

If you are receiving a white screen:

Please notify us at payroll@AlphBEST.org 
immediately. Unfortunately, this is an 
error that ADP is experiencing. They are 
working on a solution to fix this as soon 
as possible. 

Please have your Site Director or Area 
Manager enter your time for you until 
this is fixed. Also, please continue to log 
in periodically as they may have found a 
solution before we are able to notify you.

ADP WORKFORCE MANAGER QR CODE AND 
ACCESS TROUBLESHOOTING
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Please try clearing your cache and cookies (this
can be completed through a web browser on
your cellular device) and try logging in again
and delete the URL that’s in the box, and enter
the following:

https://wfmgr.adp.com

Please ensure you copy and paste the link
exactly as it is, Any “/” or spaces before or 
after the link can cause it to error as well. 		
Once pasted, click save.

If you receive this error message, please close 
and reopen the app. If the app is left running in 
the background, the app will time out and give 
this error message when one tries to re-access. 
You may also receive this error message if
there’s an issue with the Wifi/service.

ADP WORKFORCE MANAGER QR CODE AND 
ACCESS TROUBLESHOOTING
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If you receive this error message, please ensure you are using the
correct user ID and not a previous employer. You are able to reset
your password or reach out to us at payroll@alphabest for further 
assistance (we can also assist if your account is locked).

Can you please send a photo of the QR code that you are
currently using to Payroll@alphabest.org? This way we 
are able to ensure that you are using the correct and most 
update to date QR code. Also, please make sure that you 
are capturing the entire QR in your scan box when scanning.

ADP WORKFORCE MANAGER QR CODE AND 
ACCESS TROUBLESHOOTING
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If “None”, is not saving;
Please click the dropdown
menu and click a school
name. The name should
reflect in the “recent
Transfer” box, click the
dropdown menu again and
select None. One may need
to do this numerous times
in order for “None” to save.

ADP WORKFORCE MANAGER QR CODE AND 
ACCESS TROUBLESHOOTING
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CLOCK IN INSTRUCTIONSClock In Instructions
Download the ADP MyWork application.

Scan the QR Code below to download the application in your mobile store.

IOS Device Android Device

Please note: You will only be able to punch in by scanning the QR code on site.

Step 1: Log into ADP MyWork and 
select the Punch tile on your Dashboard.

Step 2: Select the blue scan icon to 
scan your location’s QR code.

Step 4: Select the Punch button.
Step 3: Scan your location’s 

Clock In QR Code. 
(This will populate a field in “Recent Transfers”.)
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MISSING PUNCH INSTRUCTIONSClock Out Instructions

Please note: You will only be able to punch out by scanning the QR code on site.

Ensure you have punched in before attempting to punch out.

Step 1: Log into ADP MyWork and 
select the Punch tile on your Dashboard.

Step 2: Select the blue scan icon to 
scan your location’s QR code.

Step 4: Select the Punch button.Step 3: Scan your location’s 
Clock Out QR Code.



67

PARENT BOARD SET-UP
Please only add the AlphaBEST-approved signage with 
the magnetic frames. Do not use tape or putty on the 
parent boards. 

•	 Main AlphaBEST Header
•	 Small Headers
•	 Tuition Reminder
•	 First Aid
•	 Menu
•	 Staff Info Sheet
•	 Site Schedule
•	 Flyer

SITE SET-UP

•	 Keeping your site organized is key.
•	 Label shelves by Expeditions so that it will
      be easy to pull when it’s time to do Expeditions.
•	 Hang up your doorbell with your doorbell sign.
•	 Charge your Walkie Talkies and use them daily.
•	 Charge all tech items every evening.
•	 Lock tech tubs at the end of each shift.

If you need AlphaBEST Signage, please follow 
the steps below:

•	 Log in to your AlphaBEST Email.
•	 Go to your Drive and search “AB Program Support”							     

- There you will find AB Approved Signage and more.

If you have any questions about parent boards, site 
signage, or need a sign created, contact:
Amanda Chambers at achambers@alphabest.org

Clock Out Instructions

Please note: You will only be able to punch out by scanning the QR code on site.

Ensure you have punched in before attempting to punch out.

Step 1: Log into ADP MyWork and 
select the Punch tile on your Dashboard.

Step 2: Select the blue scan icon to 
scan your location’s QR code.

Step 4: Select the Punch button.Step 3: Scan your location’s 
Clock Out QR Code.

PARENT BOARD, SITE SET-UP, + SITE SIGNAGE



DAILY SCHEDULE
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

2:30-2:50 pm Attendance/Bathroom

2:50-3:10 pm Snack/Bathroom

3:10-3:25 pm Community Circle

3:25-4:00 pm Gross Motor/Recess/Outside

4:00-4:20 pm Wash Hands/Bathroom

4:20-5:20 pm

World Languages 
& Culture

Arts &
Entertainment

STEM Maker Fitness & 
Wellness

5:20-5:45 pm Student’s Choice
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DAILY SCHEDULE

Following a daily site schedule helps students feel secure, focused, and ready to be engaged. 
When students know what to expect throughout the day, transitions become smoother, behavioral 
challenges are reduced, and more time can be spent on meaningful learning and engagement. 
A predictable routine also supports the development of responsibility, self-regulation, and positive 
habits by providing clear expectations and structure.

Consistency is the key to making a schedule effective. When team members reliably follow the 
schedule each day, students build trust in the routine and are more likely to remain engaged, 
participate appropriately, and respond positively to expectations. Consistent schedules create a 
stable environment where students can thrive.
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At AlphaBEST, we believe every child deserves an engaging, high-quality extended-day
experience. Implementing Expeditions daily is a core part of AlphaBEST’s mission and a 
mandatory part of every team member’s job. This guide outlines how each team member 
contributes to bringing Expeditions to life.
 
GROUP LEADER 
 	 Prepare with confidence for Expeditions using the 3-Step Prep method. 

	 3-STEP PREP METHOD:

	 1. 	 Use the material list on the Activity Guide to gather all the information. 
	 2. 	 Watch the Intro Video for that session. 
	 3. 	 Complete the activity and make a sample. 

 	 Support success for every student. 
	 •	 Focus on the student experience. 
	 •	 Facilitate with flexibility and creativity using provided modifications to support 
		  diverse learners. 
 	 Attend Expedition-specific overviews/trainings/workshops. 

SITE DIRECTOR 
 	 Work with your Area and District Managers to build and maintain the Expedition Rotation. 
	 (See an example behind this guide) 

 	 Support Your Team. 
	 •	 Ensure Group Leaders have what they need. 
	 •	 Attend training together when possible. 
	 •	 Create and implement a plan to ensure Expedition prep. 

 	 Stay Materials-Ready 
	 •	 Double-check that all materials have arrived. 
	 •	 Store them neatly in designated spaces. 
	 •	 Flag any missing or damaged items to your AM or DM quickly so replacements 
		  can be sent. 

 	 Communicate the Excitement: Help caregivers and school partners understand the 
	 enrichment students are receiving. 
	 •	 Post your Expedition Rotation on the parent board. 

 	Attend Expedition-specific overviews/trainings/workshops.

 	Fulfill all Group Leader responsibilities as needed. 

 

AB EXPEDITION IMPLEMENTATION GUIDE
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SITE DIRECTOR 
 	 Work with your Area and District Managers to build and maintain the Expedition Rotation. 
	 (See an example behind this guide) 

 	 Support Your Team. 
	 •	 Ensure Group Leaders have what they need. 
	 •	 Attend training together when possible. 
	 •	 Create and implement a plan to ensure Expedition prep. 

 	 Stay Materials-Ready 
	 •	 Double-check that all materials have arrived. 
	 •	 Store them neatly in designated spaces. 
	 •	 Flag any missing or damaged items to your AM or DM quickly so replacements can be sent. 

 	 Communicate the Excitement: Help caregivers and school partners understand the 			 
	 enrichment students are receiving. 
	 •	 Post your Expedition Rotation on the parent board. 

 	Attend Expedition-specific overviews/trainings/workshops.

 	Fulfill all Group Leader responsibilities as needed. 

AREA MANAGER / DISTRICT MANAGER 
 	Support and ensure the Expedition implementation 
	 •	 Guide, encourage, and celebrate wins. 
	 •	 Model the Standard. 

 	Communicate the Excitement: Help school partners understand the enrichment students 
	 are receiving. 

 	Bridge Communication: Pass along information and connect your staff with the curriculum 			 
	 resources they need. 

 	Attend Expedition-specific overviews/trainings/workshops when possible.

 	Fulfill all Group Leader & Site Director responsibilities as needed.

DEFINITIONS 
CURRICULUM: All content that comes from the Curriculum Team (Enrichment, Expeditions, 			 
Break Camp, Summer Camp) 
EXPEDITIONS: Nine-week enrichment units used in AB extended day programs. Every 		
quarter, five new Expeditions are introduced. These are a cornerstone of our extended day 
programs and are designed to be accessible, flexible, and fun.

AB EXPEDITION IMPLEMENTATION GUIDE



MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
India SPHERO City Soccer Drama-African 

Folktales
Maker Great 

Inventors
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It is important to create consistency within your program. Each quarter, the curriculum team will
give you an expedition rotation schedule. Once an expedition is assigned to that day, stick to that
schedule for the entire quarter. This consistency will also help with planning and preparing
materials! Below you will find an example of a weekly expedition schedule.

 

ALPHABEST EXPEDITION ROTATION
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Transitions are the times when children move from one activity or space to another (e.g., 
indoor to outdoor, snack time to activity, arrival to group). These are high-risk moments for 
lapses in supervision. This training will help staff execute smooth, safe, and compliant transitions. 

Objectives:

 	 Define what a transition is and why it’s a critical time for supervision. 
 	 Follow step-by-step procedures for safe transitions. 
 	 Conduct headcounts and face-to-name checks during transitions. 
 	 Use strategies to keep children engaged, calm, and safe. 
 	 Plan transitions ahead of time. 

What Is a Transition? 

A transition is any time a group of children moves from one location or activity to another. 

Examples include: 

 	 Arrival and dismissal. 
	 Bathroom breaks. 
	 Moving between indoors and outdoors. 
	 Shifting from one activity center to another. 
	 Lining up to go to the cafeteria or gym. 

Why Transitions Matter:

	 Children can wander off or be left behind. 
	 Ratios can be compromised if movement isn’t supervised. 
	 Children may become disruptive if transitions are chaotic. 

	 	 Transitions are one of the top times when supervision issues are flagged during 
		  licensing visits. 

SAFE TRANSITIONS GUIDE
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Step-by-Step: Safe Transition Procedures: 

1. 	 Prepare Before the Transition 

	  	 Give children a 5-minute warning. 
	  	 Explain where they’re going and what to expect. 
	 	 Assign staff and/or kids to zones (e.g., front, middle, back of line). 
	  	 Bring your updated roster in paper form or on your iPad. 

Step-by-Step: Safe Transition Procedures 

2. 	 Conduct a Face-to-Name Check

	  	 Match each child’s face to their name and photo on the roster. 
	  	 Confirm that every child is accounted for before movement begins.	

3. 	 Move as a Group
	 	 Use a walking rope or buddy system for younger children. 
	  	 Maintain sight and sound of all children. 
	  	 Walk, don’t rush. Keep the group tight. 
	  	 The line doesn’t need to be perfectly straight, just orderly. 

4. 	 Conduct Another Face-to-Name Check Upon Arrival 

	  	 Immediately verify that all children arrived at the destination. 
	 	 If a child is missing, follow your site’s emergency protocol. 

5. 	 Engage Children During the Transition 
	 	 Use songs, games, or chants to keep children focused. 
	  	 Reinforce rules (e.g., walking feet, indoor voices). 

Best Practices: 
	  	 Use walkie-talkies to communicate with staff. 
	  	 Avoid splitting the group unless staffing allows for a proper ratio. 
	  	 Never leave a child behind or out of sight. 
	  	 Have one staff member lead the group, and one follow from behind. If you 
		  are alone, always follow the kids, keeping instructions on stopping points 
		  given to the line leader. 

Red Flags to Avoid:
	  	 Moving without checking attendance or headcount. 
	  	 Letting kids run ahead or fall behind. 
	  	 Staff are distracted by conversations or phones. 
	  	 Skipping check-ins after reaching the destination.

SAFE TRANSITIONS GUIDE
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 	 Site Director to approve staff time daily in ADP.

 	 All Site Director supplies are put away in the correct place. Be sure to treat the
	 printer, doorbell, parent communication board, binders, Site Success Guide, and
	 AlphaBEST sign with extra care.

 	 All tables are clean (no snack or craft residue left behind on tabletops or seats).

 	 All Group Leader supplies are put away where they belong - not thrown randomly
	 into a cabinet, crates are stacked nicely and free of trash, and kits are neat and
	 stored properly.

 	 Ensure the Chromebook, student + staff iPads, the site phone, and all walkies are
	 turned off and resting on the chargers.

 	 All gym equipment was brought in and put away neatly.

	 All areas used by AlphaBEST are swept, mopped, or vacuumed as needed, and the
	 perimeter is free of trash.

 	 Student belongings left behind are turned into the “lost and found”.

	 The AlphaBEST sign is brought inside and stored carefully.

 	 Ensure all AlphaBEST areas are clean, neat, and free of clutter.

 	 Ensure the bathrooms are clean, free of trash, and the toilets are flushed.

	 Ensure all lights are turned off, if required.

 	 Make sure the door locks behind you when you leave.

Leave the space better than you found it.

ALPHABEST CLOSING CHECKLIST
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Average Day for Summer Program:
STEP 1:
 	 Log in to the Point of Care App using your KT Login.
	 • Staff need to log in to their own KT account. If they do
	       not have one, the AM can create one for them.
	 • Staff MUST mark themself present. This should be the
	       first step once logging into the POC App.

STEP 2:
 	 Log in to the Kiosk App using the same login info you used
	 for the POC App.
	 •	 Parent checks child in via the Kiosk App.

STEP 3:
 	 Parents should always be checking the child in.
 	 Staff takes custody of the child via Summer Class 
	 (swiping the child from the right side to the left).
 	 The parent also checks the child out via the Kiosk App.
	 •	 Staff should not check students out on their own. They should have the 
		  parents use the Kiosk App so we can keep accurate records of who picks
		  the child up.

STEP 4:
	 • 	 Staff log out of the Point of Care App each day, as well as the Kiosk App.

Average Before and After School Day:
BEFORE SCHOOL:

STEP 1:
 	 Log in to the Point of Care App using your KT Login.

STEP 2:
 	 Log in to the Kiosk App using the same login info you used for the POC App.
	 • 	Parent checks child in via the Kiosk App.

STEP 3:
 	 Parents should always be checking the child in.
 	 Staff takes custody of the child via the Before School Class (swiping the child from
	 the right side to the left).
 	 Before School Programs Check-out - releasing them to school: Group Leader or Site Director. 

ALPHABEST SITE DIRECTOR REFERENCE SHEET FOR KANGAROOTIME
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STEP 4:
 	 Staff checks the child out of the Before School Class via Point of Care (swiping the
	 child from left side to the right).

	 IMPORTANT: This step is very important, or children will stay clocked in all day,
	 causing attendance to be inaccurate.

AFTER SCHOOL:

STEP 1:
	  Log in to the Point of Care App using your KT Login.
	 • 	 Staff checks the child in via After School Class via Point of Care.
	 •	 Staff takes custody of the child via After School Class (swiping the child
		  from right side to the left).

STEP 2:
	 Log in to the Kiosk App using the same login info you used for the POC App.

STEP 3:
 	 Parent checks child out via the Kiosk App.

Average Day for ONLY AFTER SCHOOL:
	 Log in to the Point of Care APP using your KT credentials.
 	 Staff checks the child in via After School Class via Point of Care.
 	 Parent checks child out via Kiosk app.
 	 Staff logs out of Point of Care.

ALPHABEST SITE DIRECTOR REFERENCE SHEET FOR KANGAROOTIME
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ATTENDANCE MENU:

HOW TO ADD A FLEXIBLE SCHEDULING SESSION VIA THE ATTENDANCE MENU:

 	 Select Attendance in the navigation menu.

 	 Select Attendance/Bookings.

 	 Select the pink Add Session button at the top of the screen.

 	 Enter the date of the Flexible Scheduling session.

 	 Select the class and the child’s name.

 	 Select the fee that will be charged to the account for the drop-in session.

	 IMPORTANT: This should always be the Flexible Scheduling Fee.

	 Select the pink Save button to save.

	 Log into KT web version at k2.kangarootime.com

ALPHABEST SITE DIRECTOR REFERENCE SHEET FOR KANGAROOTIME
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HOW TO MANUALLY CHECK A CHILD IN/OUT VIA THE ATTENDANCE MENU:

 	 Select Attendance/Booking in the navigation menu.

 	 Scroll down to the list of children and locate the necessary child.

 	 On the Attendance table, in the Actions column, select the check mark icon to check in 
	 the child.

 	 To mark a child absent, hit the A button and select the reason.

 	 To check out, select the arrow icon.

HOW TO ADJUST A CHECK IN AND CHECK OUT TIME:

 	 Select Attendance in the navigation menu.

 	 Select Attendance/Bookings.

 	 Scroll down to the list of children and locate the correct child.

 	 On the Attendance table, in the Actions column, select the more icon (three dots). 

 	 Select View/Edit, Select Edit.

 	 Make the desired edits.

 	 Select Save.

NOTE: Be aware of what time your programming starts and ends – if children are checked	in 
early (before programming is supposed to start) or checked out late (after programming is 
supposed to end) this could have financial implications for families. It is a good idea to get 
into the habit of checking the attendance list as the last thing you do before leaving to make 
sure all children have been checked out. If children are left checked in, that could cause financial 
implications for the family.

ALPHABEST SITE DIRECTOR REFERENCE SHEET FOR KANGAROOTIME
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HOW TO TAKE BULK-ATTENDANCE OF A GROUP: CHECK-IN

	 Select Center Overview.
 	 Select Classroom.
 	 Tap the Children’s tiles in your presence.
 	 Place and hold a finger on a selected child’s tile.
 	 Drag and drop a selected child’s tile to the left side of the tablet screen (classroom side).
 	 Review the custody window.
	 • Tap the green checkbox to remove a child from the change custody list.
 	 Select the Confirm button.

HOW TO TAKE BULK ATTENDANCE OF A GROUP: CHECK-OUT

	 Select Center Overview.
 	 Select Classroom.
 	 Tap the Children’s tiles who are leaving the center’s custody.
 	 Place and hold a finger on a selected child’s tile.
 	 Drag and drop a selected child’s tile to the right side of the tablet screen.
 	 Review custody window.
 	 Tap the green checkbox to remove a child from the change custody list.
	 Select the Confirm button.

HOW TO MARK YOURSELF AS PRESENT AS A STAFF MEMBER:

	 Log in to the Point of Care app.
	 Find your photo under the Available column and drag your icon into the correct class.
 	 Double-tap your icon.
 	 Select the Present button.
	 • 	 You can also mark yourself as Not Present using the same steps should
		  you no longer be present in the classroom.

HOW TO CHANGE STAFF IN POINT OF CARE:

 	 Click on the 3-line icon (AKA “hamburger” menu) in the top left corner of your screen. 
	 • 	 Click on Change Staff.
 	 You can toggle the Show All button to see who is available, then select the
	 staff member you would like the device to switch to.
 	 Hand the device to the staff member, and they will need their PIN to officially
	 switch the staff member, in which all activities will be logged until another
	 switch has been made.

NOTE: For a staff member to show as available to take over, they MUST have their icon in a 
classroom before you tap on the Change Staff option.

ALPHABEST SITE DIRECTOR REFERENCE SHEET FOR KANGAROOTIME
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HOW TO REFRESH POINT OF CARE

 	 Expand the hamburger menu in the top left corner of your screen.
 	 Click Center Overview.
 	 The app is refreshed and reflects all actions and activity occurring in the
	 classrooms across the center.

HOW TO CREATE A TEMPORARY CLASSROOM IN POINT OF CARE 
(MAKING GROUPS)

 	 Log in to the Point of Care App using your KT Credentials.
 	 From the Center Overview screen.
 	 Review the classroom Staff and ensure 2 Staff are Present in the classroom. 
	 • 	 Add Available Staff members to the classroom if needed.
 	 Select Classroom.
 	 Tap a Staff member present in the classroom.
 	 Tap the children’s tiles that will move.
 	 Select the Split Class icon located below the children’s tiles.
 	 Enter Group Name or use the default name provided.
 	 Select Space.
 	 Select the Confirm Split button.

MOVING A CHILD FROM ONE GROUP TO ANOTHER:
 	 From the Detailed view, select the class/group the child is currently in.
	 Find the child and double-tap the square with the child’s icon.
	 Select More...
	 Select the Change Classes option, select the group where the child should be moved.
 	 Select Change Class.

HOW TO MOVE A CLASS/GROUP TO A DIFFERENT SPACE:
 	 From the Overview view in Point of Care, hold down on the six dots on the
	 class you want to move.
 	 Drag and drop the tile to the space you want the class to move to.

POINT OF CARE APP
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HOW TO COMBINE A GROUP WITH THE ORIGINAL CLASS 
(ex., you create a custom group called *Insert Staff Name* group from the After School Class):

 	 From the Overview view in Point of Care, hold down on the six dots on the group you 		
	 want to combine with the class.
	 Drag and hover over the main class until it turns green.
 	 Drop the group into the class – staff and children will re-join that class.

HOW TO PERFORM THE NAME TO FACE ACTION:
 	 Within the class, tap the icon that looks like a person with a clock.
	 The Name to Face screen will pull up all checked in children in the class – tap the tiles 		
	 on all children you would like to perform the Name to Face action.
	 Tap submit.
 	 After you tap Submit, you’ll be directed back to the classroom view without any 		
	 indication that the action has been performed; however, the Name to Face has 			
	 been recorded, and the data can be pulled via the Name to Face report.

PRO TIP: 	
You can set an alarm on the iPad for every 30 minutes so you never miss a Face.

POINT OF CARE APP
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SCHEDULED GROUPS FEATURE GUIDE

What are Scheduled Groups?
This feature helps you organize enrolled students into smaller, focused groups for specific 
activities, based on age, or scheduling needs within your programs.

How to Access Scheduled Groups:
	 Step 1:	 Navigate to our School product using the app switching bar.
	 Step 2:	 Select the School you want to work with.
	 Step 3:	 Go to our Classes page.
	 Step 4:	 Click the group icon (looks like multiple people) next to the Options filter.

How to Create a New Group:
	 Step 1: 	 Start Creating
		  •	  Click “New Group”.

	 Step 2: 	 Select Your Base Class
		  •	 Choose the Class you want to base your group on.
		  Note: You can only select students from this chosen class.

	 Step 3: 	 Set Up Group Details
		  Complete the following information:
		  •	 Enter Group Name.
		  •       Select Starting Space for the group.
		  •	 Select the Days of the Week you want the group scheduled for.
		  •	 Enter the Date Range for when the group should run.
		  Important: Groups created today will appear the next day. This 24-hour delay 
		  protects data integrity in case attendance has already been taken.

	 Step 4: 	 Select Students
		  •	 Choose which students to assign to your group; bulk selection is possible.
		  •	 Use the grade filter to easily find students by grade level.
	 	 Important: Students can be added to an active group at any time (the 24-hour 		
		  delay will apply here as well; they will show the following day).

Helpful Features:
 Automatic Roster Management
		  •     Smart Scheduling: Students appear on rosters based on their individual schedules, 
		         so no manual scheduling needed.
		  •     Auto-Removal: If a student’s enrollment ends, they’re automatically removed from 	
			         group rosters.
		  •     Enrollment Sync: Group assignments respect student enrollment schedules 
			        automatically, once assigned.
 Easy Student Identification
		  •     Students are clearly labeled with age and grade throughout our School product.
 Customizable Views
		  •     Use filters on the Classes page to customize how you view your groups and classes.

Need help? 	      Contact our support team for assistance with Scheduled Groups or any other 
		         School product features.



Program

Tuition

Frequency = Weekly means 
the child has a weekly enrollment, 
and the days beneath indicate which 
days the child is expected to attend 
for the program in the contract. Frequency = Casual

means the child is only 
enrolled in flex scheduling 
for the program in the contract. 
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An enrollment contract is the representation of a child’s relationship to your programming, 
indicating the program the child is enrolled in (before school, afterschool, holiday camp, summer 
camp, etc.), the name of the tuition rate the family will be charged, the start and end date of the 
enrollment, and the frequency + days the child’s expected attendance.

CONTACTS:
• 	 Primary Contact: Inherent access to everything a parent would need (enrollment, contact 
	 management, messaging (when it’s been turned on), check in/out times, flexible scheduling
	 (when available), billing.
• 	 Authorized Contacts: Granular permissions to billing, messaging (when it’s been turned 	
	 on), and check-in/out times. Authorized contacts cannot enroll a child, use flexible 
	 scheduling, or manage contacts.

BILLING:
Balances:
	  	 Amount Due = the amount the parent sees on their bill.
	  	 Unbilled Balance = Transactions that have hit the account since the last bill has came 	
		  out but have not appeared on a bill (late payment fee, late pickup fee, etc.).
	 	 Account Balance = Amount Due + Unbilled Balance.

TIP: 	 Parents can enroll in autopay via the app, but cannot de-enroll. They would need to call 	
	 or email customer care to have that done.

ACCOUNTS: ENROLLMENT CONTRACTS
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HISTORY PAGE:
	 •	 This page gives you insight into the last bill that went out, an anticipated amount for 	
		  the next bill, and all issued bills and payments. This would be your main troubleshooting 	
		  spot to help a parent understand their bill, but you can always refer the family to 		
		  customer care should the billing questions become complicated.

DOCUMENTS:
	 • 	 You can find enrollment form PDFs for the family, + any other uploaded 
		  documentation from the enrollment form within the documents tab.
	 •	 The documents tab does not have an upload button; it is designed only for intake via 	
		  the enrollment form.

INTERNAL NOTES
	 • 	 Via internal notes, you can log interactions with parents or children (ex., Behavioral 		
		  issues with the child, negative interactions with families, etc.).
	 • 	 How to add an internal note:
		  • 	 Select Families from the navigation menu.
		  • 	 Select Accounts.
		  • 	 Select the Family’s profile that you’d like to add an internal note to.
		  • 	 Select the Internal Notes tab underneath their name.
		  • 	 Select Add Note Thread.
		  • 	 Complete each required field as indicated with an * (Title, Type, Note).
		  • 	 Click Save.

ACCOUNTS: ENROLLMENT CONTRACTS
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Internal notes act as threads, so there is no need to have, for example, 2 notes regarding billing 
with a specific family, or behavior issues with a specific child – consistently use the same threads 
to keep information organized.

IMPORTANT: Internal notes do not take the place of any previously established forms you
need to fill out for AlphaBEST/licensing.

REPORTS:

Via Exports, you can find the following:

	 Child Health & Wellness: Allergies, Medical Conditions, and Restrictions.

	 Contact Details (Emergency & Primaries): Information for all contacts associated with 	
	 a child, by individual child.

	 Class Attendance Roster: Week to week export of enrolled children’s expected attendance.

 	 Name to Face: All name-to-face tracking, which includes who ran the name
	 to face, time, and the child.

ACCOUNTS: ENROLLMENT CONTRACTS



AB Studios Onboarding Guide - 2025-2026 

How to Download the AB Studios Educator’s App 

1. Connect your device (iPad) to Wi-Fi or ensure the device is receiving a cell signal.

○ Student iPads do not have cellular data. You will need to connect devices to Wi-Fi
to download or update apps from the AlphaBEST Hub app.

Try using Wi-Fi before cellular data. This method is quicker and cost-efficient.

 AlphaBEST Hub 

2. How to Install Curriculum Apps.

○ Open the AlphaBEST Hub app.

○ Select “Apps” in the bottom menu.

○ Tap “See All” to view available apps.

○ Browse the app list for AB Studios.

© 2025 AB Studios. All rights reserved. 1 

AB Studios Onboarding Guide - 2025-2026 

3. Install the AB Studios Educator’s App.

○ Select the AB Studios Educator’s App.

○ Tap “Install”.

○ Return to the iPad Home screen.

Download one app at a time. Downloading two or more apps simultaneously
may prevent the apps from downloading or installing properly.

How to Access the AB Studios Educator’s App 

1. To access the AB Studios app, follow these steps.

○ Connect your device to Wi-Fi or ensure the device is receiving a cell signal.

○ Open the AB Studios Educator’s App.

© 2025 AB Studios. All rights reserved. 2 
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3. Install the AB Studios Educator’s App.

○ Select the AB Studios Educator’s App.

○ Tap “Install”.

○ Return to the iPad Home screen.

Download one app at a time. Downloading two or more apps simultaneously
may prevent the apps from downloading or installing properly.

How to Access the AB Studios Educator’s App 

1. To access the AB Studios app, follow these steps.
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○ Open the AB Studios Educator’s App.
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2. Log in to AB Studios

○ Open the AB Studios Educator’s App on your device.
○ Enter your account email (username) and password.
○ Tap “Sign In”.

AlphaBEST Education will use the following login credentials:

Username: [yoursite_email]@alphabest.org 

Password: Alpha2025!             (case sensitive) 

3. Explore available Courses. Select a course.

© 2025 AB Studios. All rights reserved. 3 
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4. Download Courses for Offline Viewing (no Wi-Fi)

○ To view courses offline (no Wi-Fi). Download one course at a time by tapping the
“Download Course” button on the course menu page.

Keep the course menu open and remain connected to Wi-Fi until the download
is complete. Avoid closing or leaving this page until the download has finished.

You're now ready to view AB Studios' content offline! 

© 2025 AB Studios. All rights reserved. 4 
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How to Mirror Your iPad Screen to Apple TV 

1. Prepare Your Devices

○ Ensure your iPad and Apple TV are connected to the same Wi-Fi network or configured
for Peer-to-Peer AirPlay (Bluetooth and Wi-Fi enabled on both devices).

2. Log in to AB Studios Educator’s App

○ Open the AB Studios app on your device.
○ Enter your account email (username) and password.
○ Tap “Sign In”.

© 2025 AB Studios. All rights reserved. 5 

AB Studios Onboarding Guide - 2025-2026 

3. Initiate Screen Mirroring.
○ Open Control Center on your iPad.
○ Swipe down from the top-right corner (for newer iPads).
○ Swipe up from the bottom edge (for older iPads).
○ Tap Screen Mirroring (two overlapping rectangles icon).

4. Select your Apple TV. If prompted, enter the AirPlay code displayed on your TV screen.

© 2025 AB Studios. All rights reserved. 6 
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3. Initiate Screen Mirroring.
○ Open Control Center on your iPad.
○ Swipe down from the top-right corner (for newer iPads).
○ Swipe up from the bottom edge (for older iPads).
○ Tap Screen Mirroring (two overlapping rectangles icon).

4. Select your Apple TV. If prompted, enter the AirPlay code displayed on your TV screen.
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5. Stop Mirroring.

○ Return to the Control Center on your iPad.
○ Tap Screen Mirroring, then select Stop Mirroring.

Your screen will now display on your Apple TV-connected display! 

© 2025 AB Studios. All rights reserved. 7 
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How to AirPlay a Video to Apple TV 

1. Open the AB Studios Educator’s App and find your course.

2. Select a Session.
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5. Stop Mirroring.

○ Return to the Control Center on your iPad.
○ Tap Screen Mirroring, then select Stop Mirroring.

Your screen will now display on your Apple TV-connected display! 

© 2025 AB Studios. All rights reserved. 7 

AB Studios Onboarding Guide - 2025-2026 

How to AirPlay a Video to Apple TV 

1. Open the AB Studios Educator’s App and find your course.

2. Select a Session.
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3. Start the video. Tap the AirPlay icon in the top-left corner of the video player.

4. Select your Apple TV. If prompted, enter the AirPlay code displayed on your TV screen.

Your video will now display on your Apple TV-connected display! 

© 2025 AB Studios. All rights reserved. 9 
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ALPHABEST EDUCATION 
This guide is designed to help Alphabest Education employees easily submit IT support tickets. 
Please follow the steps below to ensure your request is processed efficiently. 

HOW TO SUBMIT AN IT SUPPORT TICKET:

1. 	 Access the IT Support Form: The IT Support Ticket link will be on the homepage of 
	 all Staff/SD iPads. A photo to the right shows what the app looks like on the staff iPads.
2. 	 Fill Out the Form: Complete all required fields on the form. Provide as much detail as 
	 possible about your issue or request. This will help the IT Support team resolve your 
	 ticket more quickly. 
3. 	 Submit the Form: Once you have filled out all the necessary information, click the 		
	 “Submit” button. 
4. 	 Confirmation: You will receive a confirmation email or notification that your ticket has been 
	 submitted. Keep this confirmation for your records. 

Link to Support Ticket: https://2l4hv.share.hsforms.com/2e0AtpjyEQRKghcpM22pT2g

TIPS FOR SUBMITTING AN EFFECTIVE IT SUPPORT TICKET:

 	 Be Specific: Describe the issue in detail. If there are error messages, please include those. 
	 Add what you are trying to accomplish. All these details will help our team solve these 	
	 items quickly. 

	 Screenshots: If possible, include screenshots of the issue. This can help the IT Support team 
	 better understand the problem.

 	 Hardware Information: Serial Numbers are imperative. This will help us narrow down 
	 which device is having an issue. We, as a company, manage thousands of devices. Adding a 
	 Serial Number to a support ticket speeds up our process and ultimately the resolution process. 

 	 Other Useful information: If you are asking for a replacement, what address works best to 
	 ship to? Include deadlines/dates by which tasks will be needed. 

	 FAQS 
	 Question: 	 What if I don’t know what category to choose for my issue? 
	 Answer: 	 Select the category that seems most relevant. The IT Support Team will 
			   re-categorize it if necessary.

	 Question: 	 How long will it take to resolve my ticket?
	 Answer: 	 Resolution time varies depending on the issue’s complexity. You can check 
			   the ticket status or contact IT Support for an update. 

	 Question: 	 What should I do if I need to update my ticket? 
	 Answer: 	 Reply to the email from our IT Specialist that you received after submitting 
			   your ticket with any updates or additional information. 

IT SUPPORT TICKET SUBMISSION GUIDE
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Keeping our iPads happy and healthy is crucial for program continuity, data security, and 
protecting our investment. This guide will cover how to keep your iPads clean, update their iOS, 	
connect to our MDM, and ensure device security. 

1. 	 Keeping our iPads Clean - The Germ Factor 
	 iPads accumulate germs, dirt, and grime quickly, especially since children use them 			 
	 frequently. Regular cleaning helps prevent the spread of illness. 

2. 	 Keeping iOS Up to Date
	 iOS is the operating system that powers iPads and other Apple mobile devices, similar 		
	 to Windows on a computer. Keeping it updated is essential for: 
	  	Essential security patches 
	  	Bug fixes for better performance 
	  	New features and improvements 
	  	Compatibility with apps and MDM 

	 How to Update iOS: 
	 •	 Connect to Wi-Fi and Power: Ensure your iPad is connected to a stable Wi-Fi net			 
		  work and plugged into a power source. 
	 •	 Update iOS: 
		   	Open the “Settings” app. 
		   	Navigate to “General”. 
		   	Select “Software Update”. 
		  	 If an update is available, tap “Download and Install.” Enter your passcode if 			 
			   prompted. 
		   	Read and agree to the terms and conditions. 
		   	Wait for the update to complete; your device will restart. Ensure it remains 			 
			   connected to power and Wi-Fi. 
	 •	 Verify the Update: 
		  After the restart, go to “Settings” > “General” > “About” to check the iOS 
		  version number. 

Update Frequency and Responsibility: 
Install updates as soon as they are available. Schedule a monthly audit of your iPads to check for 
necessary updates. 

3. 	 MDM: Keeping our iPads Secure - Checking In 
	 MDM (Mobile Device Management) helps us manage and secure our iPads. This includes 		
	 enrolling devices, configuring settings (Wi-Fi, email), monitoring device status, and 			 
	 deploying apps, enforcing security policies, and managing content. 

Why “Check In” iPads? 
Checking in iPads ensures the Hub app can connect and stay up to date with current policies and 
curriculum, and that security measures are installed. It also confirms the iPad is being utilized and 
is active 22. This process needs to be done on all SD, Staff, and Student iPads monthly. 

IPAD CARE GUIDE FOR SITE DIRECTORS 
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Steps for Checking In iPads: 

1. 	 Connect to Wi-Fi/Hotspot: Connect the Student iPad (blue case) to a hotspot or Wi-Fi. 
	 Staff iPads can use cellular service or connect to Wi-Fi or a hotspot. Let the iPad stay 
	 connected for 1 minute. 

2. 	 Open the Hub App: Open the Hub app on the iPad. 

3. 	 Sync Device: 
	   	Select “Support” in the bottom right corner of the app. 
	   	Select “Sync Device”. 

You should then see an updated “Last Seen” date, indicating your iPad is synced. 

4. 	 iPad Security - Passcodes 

Having passcodes on devices is incredibly important for several critical reasons: 

 	 Protects Personal and Sensitive Information: iPads store a vast amount of personal 
	 data, including photos, contacts, messages, and financial details. A passcode prevents 
	 unauthorized access to this sensitive information. 

	 Secures Confidential Work Data: Passcodes maintain the confidentiality of sensitive 
	 business documents and emails, ensuring compliance with data security policies.

	 Deters Theft: A locked device is harder to “reset” and resell, making it a less attractive 		
	 target and increasing the chances of recovery if lost or stolen. 

 	 Compliance and Accountability: Passcodes are one of the mandatory security 
	 requirements in organizational settings. 

Passcode Requirements for SD and Staff iPads: 

SD and Staff iPads are now protected by passcodes. 

	 You will receive a pop-up to set a passcode. 

 	 You have 1 hour to complete this task before being forced to add a passcode. 

	 When “Change Now” is selected, a keyboard will appear to type your chosen passcode. 

	 The AlphaBEST IT Team requests you to assign your passcode to the last 4 digits of your  
	 site phone number. 

	 Do not write this password (or any other AlphaBEST passwords) down and post it at 
	 your site. These passwords should remain secure at all times.

IPAD CARE GUIDE FOR SITE DIRECTORS 
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AB Assets:

AB Assets is often also called SnipeIT. SnipeIT is the platform we use to track all of our IT devices 
deployed to a site.

AB Assets is the platform on which both on-site devices and employee-issued devices are
visible. This is available from both the iPads and from a web browser using either the site email
or your employee email.

How to Access AB Assets / SnipeIT:

To view assets on an iPad, open the AB Assets app. If you are not logged into the site email,
you will be prompted to do so.

1. 	 Navigate to Gmail and log in.

2. 	 Click the 9 dots in the top right corner

IPAD CARE GUIDE FOR SITE DIRECTORS 
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3. 	 Scroll down and click on AB Assets (Alphie icon).

4.	 If prompted, click on your account.

Accessing Assets on AB Assets / SnipeIT

1. 	 Navigate to AB Assets / SnipeIT (assets.alphabest.org)

2. 	 Click “Assets”. The next screen will show you all devices assigned to you or your site.

IPAD CARE GUIDE FOR SITE DIRECTORS 
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3. 	 Click “Accessories”. This page will show items such as chargers and HDMI cords
	 assigned to you or your location.

You may have some licenses assigned to you as well. This will show licenses such as Adobe,
Grammarly (coming soon), JotForm, etc. as assigned.

IPAD CARE GUIDE FOR SITE DIRECTORS 
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Active supervision is a key component of ensuring child safety in all before and after-school 
programs. This training module is designed to reinforce staff understanding of supervision 
expectations and best practices, aligned with Licensing Minimum Standards. Supervising children 
in the bathroom, gym, and playground presents unique challenges and requires extra vigilance. 
These are common places where supervision issues occur. This training guide outlines how to 
maintain active supervision in these areas and includes realistic scenarios for discussion. 

Objectives:
 
 	 Define Active Supervision. 
	 Identify the 6 Strategies of Active Supervision: Positioning, Scanning, Listening, 
	 Anticipating, Engaging, Counting. 
	 Explain what active supervision looks like in bathrooms, gyms, and playgrounds. 
	 Use effective strategies to maintain sight, sound, and awareness of all children. 
	 Respond to supervision challenges in these high-risk areas. 
 	 Identify and avoid common supervision mistakes. 

What is Active Supervision? 
	 Maintain sight and sound of all children at all times. 
	 They are positioned to see and respond to children’s needs. 
 	 Continuously scan the environment. 
	 Stay engaged with children, not distracted. 
 	 Perform regular face-to-name checks. 

Best Practices 

1.	 Positioning: Place yourself where you can see the entire area. 
2. 	 Zoning: Assign staff to cover specific areas or groups of children. 
3. 	 Listening: Always listening to the kids, especially when things get too quiet. 
4. 	 Face-to-Name Checks: Conduct headcounts during: 
	  	 Arrival 
	  	 Transitions (indoor to outdoor, bathroom breaks, etc.) 
	  	 Every 30 minutes 
5.	 Engagement: Actively interact with children and redirect unsafe behaviors while maintaining 
	 a supervisory role. Engagement does not include participating in games or physical activities. 
6. 	 Documentation: Record supervision logs and any incidents promptly. 

Bathroom Supervision 
GUIDELINES: 
	  	 Limit bathroom to 1 child at a time. 
	  	 Never allow children to go alone. 
	  	 Position yourself just outside the bathroom with the door slightly open (if appropriate).
	 	 Face-to-name check upon arrival and when leaving.
	  	 Pay attention to timing and follow up if a child takes too long. Best Practices:
	  	 Maintain communication with the staff supervising the main group. 
	 	 Never enter a stall unless there is an emergency. 

ACTIVE SUPERVISION GUIDE 
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Gym Supervision 
GUIDELINES: 
	  	 Spread staff out to cover all corners of the gym. 
	  	 Maintain visual and auditory contact at all times. 
	 	 Avoid clustering staff together. 
	 	 Monitor play equipment and activities for safety. 

Best Practices: 
	  	 Divide the gym into zones and assign a staff member to each. 
	  	 Use proactive language and redirection to guide safe play.
	 	 Intervene immediately if behavior escalates or a child is injured. 
	  	 Games should be led by staff members. Limit free play in the gym. 

Playground Supervision 
GUIDELINES: 
	   	 Actively walk the area—do not sit or group together. 
	   	 Stay alert and rotate positions as children move. 
	  	 Pay close attention to blind spots (e.g., slides, behind equipment).
	   	 Count children every 15–30 minutes or during any transitions. 

Best Practices: 
	  	 Use a signal to gather children if needed. 
	   	 Review safety rules with children regularly. 
	  	 Immediately report hazards or broken equipment. 

If you're not actively watching the children, you're not actively supervising.

Red Flags 
	   	 Children wandering unsupervised. 
	   	 Staff distracted by phones or conversations. 
	   	 Delayed response to injuries or conflicts. Be proactive versus reactive.
	   	 Missing or incorrect headcounts.

Tips for Success 
	   	 Keep moving—don’t sit or turn your back. 
	   	 Do frequent face-to-name headcounts. 
	   	 Always know where each child is and what they’re doing. 
	  	 Plan transitions ahead of time. 
	  	 Speak up when you see lapses in supervision. 

Key Reminders 
	   	 Supervision is about presence, awareness, and proactive engagement. 
	   	 Position yourself with intention. 
	  	 Communicate with your team. 
	   	 Use tools like headcounts, walkie-talkies, and visual scans.

ACTIVE SUPERVISION GUIDE 
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Face-to-name checks are a critical component of active supervision and are required to maintain 
proper child-to-staff ratios. This guide will help staff understand the importance of conducting 
face-to-name checks, how to conduct them correctly, and when to perform them to ensure child 
safety and compliance with licensing standards. 

Objectives:
 	 Define face-to-name checks and explain their importance. 
	 Identify when face-to-name checks must be completed. 
 	 Demonstrate proper techniques for conducting face-to-name checks. 
 	 Recognize common mistakes and how to avoid them. 

What Is a Face-to-Name Check? 
A face-to-name check is the process of physically and visually verifying that each child present is 
accounted for by: 
	 Looking at the child’s face 
 	 Matching them with their name and photo on a current roster or attendance sheet. 
	 This process 	ensures that all children are supervised and that no child is left behind 
	 or unaccounted for.

When to Conduct Face-to-Face Checks 
 	 At arrival and dismissal 
	 During transitions (e.g., indoor to outdoor, snack to activity) 
	 Every 30 minutes during program hours 
	 Before and after bathroom breaks 
	 During emergency drills or actual emergencies 

Steps for Conducting a Face-to-Name Check 
1.	  Have a current roster or attendance sheet with photos (if available). 
2.	  Call each child by name and make eye contact. 
3.	  Visually confirm the child is present and safe. 
4.	  Mark attendance or check off the child on your roster. 
5.	  If a child is missing, immediately notify your Site Director and follow the missing child protocol. 

Best Practices 
 	 Keep your roster updated and in your possession at all times. 
	 Use a calm, focused approach—don’t rush. 
 	 Verbally interact with children while checking names to confirm presence. 
 	 Avoid distractions like phones or side conversations during checks. 
 	 Work as a team and verify with coworkers if unsure.

Red Flags to Avoid 
	 Skipping checks because you “know” the kids 
 	 A headcount is not a face-to-name check. Always match names to faces.
 	 Delayed response when a child goes missing

FACE-TO-NAME CHECKS GUIDE



104

Handwashing is a fundamental practice in maintaining a healthy environment within child care 
settings. Proper hand hygiene prevents the spread of germs and illnesses, ensuring the safety and 
well-being of both children and staff. This guide provides structured protocols and best practices 
for effective handwashing routines. 

Objectives:
 	 Understand the importance of hand hygiene in preventing disease transmission.
  	 Learn the correct handwashing techniques as per health guidelines. 
 	 Identify critical times when handwashing is necessary. 
 	 Implement strategies to teach and reinforce handwashing habits among children.
  	 Ensure compliance with Texas Minimum Standards for hygiene practices. 

Why Handwashing Matters 
 	 Disease Prevention: Regular handwashing reduces the spread of communicable diseases 
	 such as colds, flu, and gastrointestinal infections. 
 	 Compliance: Adhering to hand hygiene protocols meets the requirements set by the Texas 
	 Health and Human Services Commission. 
 	 Role Modeling: Staff demonstrating proper hand hygiene sets a positive example for children.
 	 Safety: Minimizes the risk of outbreaks within the facility, ensuring a safe environment for all. 

Staff and Children Should Wash Hands: 
	 Upon arrival at the facility. 
	 Before and after eating or handling food. 
 	 After using the restroom. 
 	 After outdoor play or handling shared equipment. 
	 After contact with bodily fluids (e.g., nose blowing, coughing). 
 	 After handling pets or animals. 
 	 Before and after administering first aid. 
 	 Whenever hands are visibly dirty. 

Proper Handwashing Technique 
1. 	 Wet hands with clean, running water (warm or cold), turn off the tap, and apply soap. 
2. 	 Lather hands by rubbing them together with the soap, covering all surfaces, including 
	 backs of hands, between fingers, and under nails. 
3.	 Scrub hands for at least 20 seconds. (Tip: Hum the “Happy Birthday” song twice.)
4. 	 Rinse hands well under clean, running water. 
5.	 Dry hands using a clean towel or an air dryer. 

      NOTE: 	 If soap and water are unavailable, use a hand sanitizer with at least 60% 
		  alcohol. However, handwashing with soap and water is preferred, especially 		
		  when hands are visibly dirty.

HANDWASHING + HYGIENE GUIDE 
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Teaching Children Handwashing 
 	 Demonstrate the steps of proper handwashing. 

	 Use Visual Aids: Posters and songs can make learning fun and memorable.

 	 Supervise younger children to ensure they follow the steps correctly. 

 	 Incorporate handwashing into the daily routine to establish the habit. 

Best Practices 
	 Maintain accessible handwashing stations with necessary supplies. 

	 Regularly check and restock soap, paper towels, and hand sanitizer.

	 Encourage a culture of hygiene through positive reinforcement. 

	 Conduct periodic training sessions for staff on hygiene protocols. 

Red Flags to Avoid 
 	 Inadequate supervision during children’s handwashing. 

 	 Running out of essential supplies like soap or paper towels. 

	 Allowing children to skip handwashing after critical activities.

 	 Staff not adhering to hand hygiene protocols themselves.

HANDWASHING + HYGIENE GUIDE 
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Snack time is more than a break to eat—it’s a critical time for maintaining child safety, health, 
supervision, and compliance with licensing regulations. This training guide will support staff 
in creating a safe, allergy-aware, and well-managed snack environment for school-age children. 

Objectives 
 	 Understand why snack time is a high-risk moment requiring strict supervision.
 	 Follow step-by-step snack protocols that meet health and licensing standards. 
	 Prevent cross-contamination and allergen exposure. 
 	Maintain proper child supervision, ratios, and face-to-name checks. 
 	Promote positive hygiene and food safety practices. 

Why Snack Safety Matters 
 	Food allergies can lead to life-threatening reactions. 
 	Cross-contamination of allergens must be prevented. 
 	Snack time often involves group movement and gathering, increasing risks of choking, 
	 distraction, or child wandering. 
 	Licensing standards require staff to know each child’s allergies and follow posted protocols. 

STEP-BY-STEP: SNACK SAFETY PROCEDURES: 

1. 		  Prepare Before Snack Time 
		  	 Wash hands and wash and sanitize tables. 
		   	 Review the posted allergy list and food allergy emergency plans. 
		  	 Ensure snacks are safe for all children (no sharing food). 
		   	 Set up snack materials in advance (cups, napkins, utensils). 

2.		  Conduct a Face-to-Name Check 
		  	 Use your roster to verify attendance before serving snacks. 
		  	 Match each child’s face to their name and allergy information. 

3. 		  Serve Snacks Safely 
		  	 Ensure each child receives only the snack designated for them. 
		  	 Monitor children actively while they eat. 
		  	 Discourage food sharing or trading.
		  	 Children should remain seated while eating or drinking. Now walking around.

SNACK SAFETY & PROTOCOLS GUIDE 
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4. 	     Sanitize and Dispose Properly 
	   	 Have children throw away trash or place reusable items in the designated bin.
	   	 Sanitize tables and wash hands again after snack. 
	   	 Document any incidents (choking, allergic reaction, injuries).

Best Practices 
	  	 Review allergy plans daily. 
	 	 Sit with children during snack to model behavior and supervision.
	  	 Use gloves or utensils when handling food. 
	  	 Keep EpiPens and allergy action plans accessible. 
	 	 Use walkie-talkies to call for help in an emergency. 

Red Flags to Avoid 
	  	 Serving food without reviewing the allergy list. 
	  	 Leaving food unattended or children unsupervised. 
	  	 Letting children trade or share food. 
	  	 Skipping face-to-name checks during snack. 
	  	 Not washing hands before or after snack. 

Stay Alert. Stay Safe. Snack Smart!

SNACK SAFETY & PROTOCOLS GUIDE 
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PARENTSQUARE GUIDE

                               + Parent Communication:
Logging In
 	 Log in using your AlphaBEST site email address. If you do 		
		 not know your password or want to change/reset it, 			 
		 click “Forgot Password?” ParentSquare will email you a
		 link to reset your password.

ParentSquare Troubleshooting
 	 Kangarootime and ParentSquare sync daily, so all active 		
		 parents in KT are automatically imported/exported to’
 	 ParentSquare. All parents are automatically enrolled in 
		 ParentSquare messages. Even if they don’t download the 		
		 ParentSquare app, they will still receive notifications
		 via text and email.

		 For questions and account help, please email 				 
		 parentsquare@alphabest.org.

If you don’t want to remember another password, 
use the “Continue with Google” function. 

Parent Communication Expectations
 	 Parent communication is not optional.

	 Editable templates for monthly (school year) and weekly (summer) newsletters are 
	 available in the Employee Knowledge Base.

	 Each week, send the Beginning of Week Expedition Intros and End of Week Expedition
	 Questions using the “New Post” button in ParentSquare and selecting “More Rich”
	 and “Use Template”             to select the Expedition Templates needed.



  Student Injury Response Flow Chart

Level 1:
Superficial injury needing

basic first aid only
(e.g. papercut, small scratch,
bump, minor nosebleed with

no head impact.

Level 3:
Serious injury requiring

immediate medical attention
(e.g. broken bone, deep cut,

seizure, loss of consciousness,
head injury with symptoms).

What level of injury?

First aid response
(Bandaid)

Complete Injury
Report in JotForm

(on the staff
iPad).

Level 2:
Injury from a fall or impact that
causes visible bruising, swelling,
or a minor cut. Child is alert and

stable with no emergency
symptoms.

Complete
Concussion

Checklist

Notify Parent/Guardian =
Call or Text. Do not wait

until pickup

Complete Injury Report in
JotForm (on staff iPad).

First aid response
(Bandaid)

Was this a
head injury?

Yes No

Notify
parent/guardian

ASAP + Area
Manager

Did the student
end up going to
Urgent Care/ER

for injuries?

Yes No

Notify AlphaBEST
Licensing Team. Monitor students

until
parent/guardian

pick up.

Call 911 immediately

Administer emergency
first aid.

After EMS transport,
start the Injury Report in
JotForm (on staff iPad).

Notify AlphaBEST
Licensing Team.

Next Day: Follow up with
the family to check on

student.

Notify parent/guardian,
Area Manager, and

school personnel if on
site.

For any questions about
the Injury Report +

Process, please contact
Trevor Combs at

tcombs@alphabest.org

What level of injury?What level of injury?What level of injury?

First aid response
(Bandaid)

Was this a
head injury?

Complete Injury
Report in JotForm

(on the staff

parent/guardian
ASAP + Area

Manager

Administer emergency
first aid.

After EMS transport,
start the Injury Report in
JotForm (on staff iPad).

Notify AlphaBEST
Licensing Team.

Notify parent/guardian,
Area Manager, and

school personnel if on
site.

Notify Parent/Guardian =
Call or Text. Do not wait

until pickup

Complete Injury Report in
JotForm (on staff iPad).

Was this a
head injury?
Was this a

head injury?

No

Complete Injury
Report in JotForm

(on the staff
iPad).

No

Notify
parent/guardian

ASAP + Area
Manager

Did the student
end up going to
Urgent Care/ER

for injuries?

No

Complete
Concussion

Checklist

Yes

end up going to
Urgent Care/ER

for injuries?

end up going to
Urgent Care/ER

for injuries?

No

Monitor students
until

parent/guardian
pick up.

Yes

Notify AlphaBEST
Licensing Team.

Yes
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PURPOSE: This policy prioritizes the safety of students and staff while adhering to state and 
AlphaBEST requirements for bathroom supervision. This policy is mandatory and must be 
followed by all staff to ensure consistency and compliance.

GENERAL GUIDELINES FOR TAKING SCHOOL-AGE STUDENTS TO THE BATHROOM:

	 Carry Walkie-Talkies: All staff escorting students to the bathroom must have a walkie-talkie 		
	 for quick communication.

 	 Staff Positioning: Staff should position themselves with their backs to the bathroom door, 		
	 allowing them to monitor sounds while ensuring student privacy. Staff should actively 			 
	 supervise by facing students waiting in line and staying attentive to the restroom entrance, 		
	 without directly observing students inside.

 	 Student Entry Protocol: 
	 •	 Students should enter restroom stalls one at a time to minimize crowding and			 
		  maintain privacy.
	 •	 In restrooms with multiple sinks or designated handwashing areas, additional 			 
		  students may enter for handwashing, provided a staff member remains posted 			 
		  immediately outside the restroom and maintains active supervision at all times.

 	 Checking In and Out: Staff must maintain a check-in/check-out system (e.g., log or verbal 		
	 confirmation) to track which students are in the bathroom at all times.

 	 Bathroom Rules Review: Bathroom rules must be reviewed daily during the walk to the 		
	 restroom or at Community Circle time to reinforce expectations (see Tab 3 for student rules).

	 Transition Activities: On-site team members should engage students in games or activities 		
	 (e.g., trivia or “I Spy”) while they wait.

 	 Emergency Situations: In case of an emergency or if a student requires assistance,			 
	 staff must follow the school’s designated protocol. All staff must carry a walkie-talkie 			 
	 for communication.

OPPOSITE-GENDER SUPERVISION:

Staff supervising students of the opposite gender must:

 	 Maintain privacy by positioning themselves outside the restroom entrance.

	 Use a walkie-talkies to request same-gender staff if entry is required.

 	 If same-gender staff are unavailable, clearly announce their presence before entering in 		
	 an emergency.

	 Ensure another staff member is present when possible for support and transparency.

ALPHABEST BATHROOM SAFETY POLICY
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SCHOOL BATHROOM GUIDELINES FOR LARGE GROUPS (35+ STUDENTS):
	 Grade-Based Grouping: Divide students into smaller groups by grade while maintaining 		
	 proper staff-to-child ratios.

 	 All Groups or Individual Use:

	 •	Students may use the restroom one at a time with supervision.

	 •	 Larger groups may be escorted when necessary, provided ratios are maintained, and 		
		  students enter one at a time.

	 •	 Never send a child to the restroom alone.

 	Line Management: Students waiting must line up against the wall near the restroom and 		
	 be engaged with activities or games.

 	 Supervision: A staff member must remain with waiting students to ensure appropriate 		
	 behavior and maintain required ratios.

ADDITIONAL REQUIREMENTS FOR PREK STUDENTS:
	 Staff Proximity and Support: Staff must remain close to the bathroom door and provide 		
	 additional assistance due to age and developmental needs.

 	 One-at-a-Time Rule: PreK students must enter one at a time.
	 Do not allow PreK students in the restroom with older children.

 	 Hygiene and Independence: Staff should remind students of hygiene steps (e.g., 			 
	 handwashing) while encouraging independence.

EMERGENCY PROTOCOLS
	 Unresponsive Child: Follow all licensing and school district guidelines in addition to			 
	  the steps below.

	 Immediate Response:
	 •	 Call for assistance using the walkie-talkies.
	 • 	 Attempt to get the child’s attention by calling their name or knocking.

	 Entering the Bathroom:
	 •	 If there is no response, ensure another staff member is present or on the way.
	 •	 Announce your actions clearly before entering.
	 •	 Assess the child’s condition while minimizing privacy intrusion.

ALPHABEST BATHROOM SAFETY POLICY
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	 Assessing the Situation:
	 •	 If unresponsive but breathing:
		  ›  	 Contact emergency services.
		  ›	 Follow standard first aid procedures.
		  › 	 Notify the Site Director and parent/guardian.
	 •	 If not breathing:
		  ›	 Administer CPR/first aid.
		  ›	 Call 911 immediately.

	 Documentation:	
	 •	 Complete an incident report with detailed information
	 •	 Submit to the Site Director and notify the Area Manager

 Non-Medical Emergencies
	 •	 If a student refuses to exit the bathroom:
	 •	 Calmly encourage the student to leave
	 •	 Notify another staff member
	 •	 Escalate to the Site Director if needed
	 •	 Inappropriate Interactions:
	 •	 Intervene immediately
	 •	 Notify the Site Director
	 •	 Follow incident reporting procedures

 Accommodations for Disabilities:
	 Staff must:
	 •	 Provide appropriate support for students with physical, developmental, or 				  
		  emotional needs
	 •	 Modify supervision as needed to ensure safety and compliance
	 •	 Maintain communication with families regarding accommodations

 Training Requirements:
	 All staff must complete training on this policy and emergency procedures, including:
	 •	 Interactive scenarios to reinforce guidelines
	 •	 Ongoing refresher training to maintain compliance

By implementing these guidelines, AlphaBEST ensures a safe, organized, and supportive 
environment during bathroom breaks. Adjustments will be made as needed to comply with
state and AlphaBEST standards.
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Summer Addendum to AlphaBEST Bathroom & Supervision Policy
PURPOSE:
To ensure student privacy, safety, and compliance with local licensing requirements when
students participate in water activities during summer programming and need to change
clothes at camp.

Policy Overview:
AlphaBEST prioritizes student safety and dignity during all aspects of care, including changing
for water play. During summer programming, children may arrive already dressed in water
attire. In the event students need to change clothes at camp (e.g., before or after water play),
the following procedures must be followed:

Changing Guidelines:
 	 One Student at a Time:
	 •	 Students must change one at a time in a designated bathroom or private changing
		  space. At no point should more than one student be in a changing space 				  
		  (bathroom stall or private room) simultaneously.
 	 Supervision & Escorting:
	 • 	 Staff must escort students or groups to and from the restroom.
	 • 	 Staff must supervise the hallway or waiting area outside the restroom to ensure
		  safety, manage transitions, and maintain visibility.
	 • 	 Staff must not enter the restroom with children unless there is an emergency and
		  proper supervision protocol is followed.
 	 Preparation & Communication:
	 • 	 Parents should be encouraged to send students to camp already dressed for
		  water play whenever possible.
	 • 	 Clear guidance around water day expectations and swimwear should be shared
		  with families at the start of camp and repeated weekly via email or by using the
		  parent communication platform.
	 Facility Use & Environment
	 •	 Bathrooms must be used as the designated changing space. Staff should ensure:
	 •	 Stalls have functioning locks and offer privacy.
	 •	 Restrooms are clean and monitored between group use.
	 • 	 Any communal spaces (e.g., locker rooms) are not used unless they can be
		  supervised and accessed by one student at a time.

Licensing & District Requirements:
	 All summer water activities and related changing procedures must comply with:
	 State and local licensing regulations
 	 School district facility use policies
 	 Health and safety requirements (e.g., no standing water pools where prohibited)

Field Trips:
 	 Staff should plan ahead to reduce the need for changing off-site unless necessary.
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ACCOMMODATIONS PROCESS

Accommodations Process
Step 1: The Area Manager or Site Director will complete an Accommodations Ticket.

Step 2: ACT Team will triage the ticket based on severity of behaviors and needs.

Step 3: If process moves forward, ACT Team will send necessary forms to parent/guardian.  A link will 
be sent to on-site team/Area Manager to book a meeting to discuss child’s strengths and challenges 
in program.

Step 4: Within 48 hours of receiving this link, on-site team/Area Manager will schedule a date and 
time for meeting. This process may take up to two weeks to complete, depending on severity and 
ACT workload.

Step 5: The ACT Team will monitor that the required documents are being received.

If there is no response 
within 3 days that Area 
Manager reaches out, 
ACT Team will email 

outlining options.

If required documents 
or decline of 

accommodations are 
not provided within 7 

days, pause in care 
may be implemented 

Step 7: Plan will be monitored with tracking 
and incident reports.  If challenging 
behaviors continue, another 
Accommodations Ticket should be 
completed to make adjustments to the plan.

Parent does 
not respond

Parent responds and 
chooses accommodations

Parent responds
and does not want 
accommodations

Follow Parent 
Handbook regarding 

behavior.

Step 6: After all steps are completed, an 
accommodations plan will be created and 
emailed to the Area Manager along with 
resources.  This will be used for 
implementation with on-site staff.  

ACT Team will follow up to do check-ins 
during the two-week trial period.  Based on 
response, the plan may be adjusted.

Follow up with Area 
Manager after 3 days 

of no response
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When do we implement the AlphaBEST accommodation process?

If there is concern with a child’s behavior. This can be based on behavior, development, 
or a disability. 

What should on-site staff be doing to help the accommodation 
process?

Once a plan is created implement the strategies recommended. As you are doing this be sure you 
are documenting all incidents that occur using the student reporting form. Student reporting form 
Without completing digital documentation and showing parents are aware of situations the ACT 
Team may not be able to move forward when behaviors persist.

When should a Pause In Care be implemented due to behavior?

A PIC should only be implemented after an ACT Team member is made aware of the situation and 
the process has been started.

What should I do if my site has created and implemented a plan 
for a child?

Please email accommodations@alphabest.org with the plan and documentation so that this can be 
converted onto the organizational forms. This will also allow for tracking of all students who are
on and receiving supports. You will see accommodations notes in our student management system 
under internal notes.

If I am not sure about what to do or the process what should I do?

Email accommodations@alphabest.org and ask for clarification.

ACCOMMODATIONS PROCESS
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Empowering Site Directors for Program Excellence

Student Behavior
Support
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		  KEY WORDS 
Knowing key words is important for team members because it helps establish a common 
understanding and promotes effective communication within the team.

CREATING CONNECTED COMMUNITIES: 
	 AlphaBEST tiered system of support for all students, including those with disabilities and
	 behavioral needs.

REASONABLE ACCOMMODATIONS: 
	 Changes to the program space, materials, activities, routine, practices, staffing, requirements, or 
	 expectations so that students can access the environment, participate in activities, and 
	 communicate effectively.

SECOND STEP: 
	 Lesson plans to help students build social-emotional skills to thrive in school and life.

ACCOMMODATIONS COLLABORATION TEAM (ACT): 
	 A multi-disciplinary team of AlphaBEST leaders who assist Site Directors, Area Managers, 
	 and Regional Directors in conducting case-by-case assessments to determine reasonable 
	 accommodations.

KIDS INCLUDED TOGETHER (KIT): 
	 A contracted partner for AlphaBEST staff to access online training.

		  THEN AND NOW

As we move away from our previous PBIS system, it is important for staff to understand the WHY behind 
the changes. Answer any questions.

			   •	 Sites would give small toys, stickers, etc. to students who were 			 
				    showing exemplary behavior.

			   •	 Rewards and consequences were typically given to the same 			 
				    students every time.

			   •	 STARS pledge was recited at sites to create community

			   •	 Focus more on how good behavior and community make a student
				    FEEL and use activities (like an extra 5 min. of recess) to stay motivated

			   •	 Positive peer pressure helps students understands the importance of 		
				    looking out for each other and doing something for the greater good

			   •	 Schools are moving away from giving rewards based on updated 			 
				    research of effectiveness

On the next page, you will go into more detail about why our previous PBIS system was not the best 
practice and how we are moving into the future.

THEN

NOW
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WHY WE’VE CHANGED

PROBLEM EXPLANATION

Dependency on Rewards Students may become reliant on receiving 
rewards to maintain positive behaviors, 
making it challenging to sustain these 
behaviors without continuous incentives.

Undermining Internal Motivation Tangible rewards can signal that a behavior 
is not inherently valuable or enjoyable, 
reducing students’ natural interest in 
the activity.

Equity Issues Tangible rewards can create feelings of 
unfairness or jealousy among students, 
fostering a competitive rather than a 
collaborative environment.

Focus on the Rewards, Not the Behavior Emphasizing rewards over the behavior 
itself can prevent students from understanding 
the true importance of positive actions.

Behavior Extinction Desired behaviors may be extinguished if 
tangible rewards are inconsistently given, 
undermining the goal of establishing 
long-term positive behaviors.

Inappropriate Reward Choices Tangible rewards might not be meaningful 
to all students, leading to disengagement 
or resentment. Older students don’t “buy in” 
to the rewards.

SOLUTION EXPLANATION

Verbal Praise and Recognition Positive reinforcement through verbal 
praise can effectively boost self-esteem and 
reinforce positive behavior.

Positive Reinforcement Through Actions Offering extra responsibilities, privileges, or 
choices as rewards can be more meaningful 
and support intrinsic motivation.

Creating a Positive Classroom Environment A classroom culture that naturally promotes 
positive behavior through respect, clear 
expectations, and supportive relationships 
leads to more sustainable positive behaviors.

Fostering Intrinsic Motivation Helping students understand the value 
and benefits of positive behavior and 
encouraging self-reflection can build 
intrinsic motivation.
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QUICK REFERENCE GUIDE
Upon hire, you will receive a brief email with instructions on how to log in to our Learning 
Management System, the Learning Hub. 

To get started, follow the step-by-step instructions outlined below. 

Step-by-Step: Instructions
STEP 1.	 LOGIN SCREEN 		
		  	 AB Learning Hub or learning.alphabest.org
 
STEP 2. 	 ENTER YOUR CREDENTIALS 
		  	 Username: 	 Enter email associated with your ADP account
		   	 Password: 	 Welcome23!
 
STEP 3: 	 UPDATE YOUR PASSWORD
		  	 Click on the User Menu, then click the pencil icon (My Profile) 
		   	 Under My Profile, click “Change Password.”
		   	 Enter your old password and your new password.
		   	 Click “Change Password.”

STEP 4: 	 VIEW YOUR ASSIGNED TRAINING 
		  	 After logging in, you’ll be on the Homepage. 
		   	 Scroll down to see your assigned courses.
		   	 Complete all required training courses before their deadlines. 

Need Learning Hub Support?
To get help with the Learning Hub, contact: learningops@alphabest.org

Key Reminder: 
We ask all team members to fully complete each assigned course. Please spend at least 50% of 
the recommended course time engaging with the material. Courses completed too quickly 
may be reassigned to ensure full understanding and proper credit. Taking the time to engage fully 
reflects our commitment to children, families, and one another, and ensures we consistently deliver 
the AlphaBEST standard of safety, quality, and care.

Happy Learning, we are glad you are here! 
You may also scan the QR code to watch a short tutorial that 
walks you through the platform.

LOGGING INTO THE LEARNING HUB
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Your Door to All Things AlphaBEST 

AlphaBEST news, tools, resources, and growth opportunities–all in one place.  

 

 

 
 
AB Pulse is AlphaBEST's employee-centered mobile app, designed to help you stay 
informed, connected, and supported wherever you are. 

Whether you're looking for company news, support resources, recognition, 
training, career opportunities, or everyday tools, AB Pulse helps you find what you 
need in one convenient place. 

 

With AB Pulse, you can access… 120
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AB Pulse
Your Door to All Things AlphaBEST

AlphaBEST news, tools, resources, and growth opportunities–all in one place.

AB Pulse is AlphaBEST’s employee-centered mobile app, designed to help you stay informed, 
connected, and supported wherever you are. 

Whether you’re looking for company news, support resources, recognition, training, career 
opportunities, or everyday tools, AB Pulse helps you find what you need in one convenient place. 



 

�� Company News & Updates 

Stay informed with important announcements, leadership messages, and 
company-wide communications. 

�� Career Growth & Opportunities 

Learn about programs like AB Ascend, Level Up, Community Leaders, internal job 
opportunities, and professional development resources designed to help you grow 
your career. 

�� Community & Connection 

Celebrate team wins, recognize colleagues, and connect with employees across 
AlphaBEST. 
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With AB Pulse, you can access…

Company News & Updates 
Stay informed with important announcements, leadership messages, and company-wide 
communications. 

Career Growth & Opportunities 
Learn about programs like AB Ascend, Level Up, Community Leaders, internal job opportunities, 
and professional development resources designed to help you grow your career. 

Community & Connection 
Celebrate team wins, recognize colleagues, and connect with employees across AlphaBEST. 

AB PULSE - SITE SUCCESS GUIDE



 

�� About Streams 

Some streams work like digital bulletin boards, providing important updates, 
announcements, reminders, and company news. 

Other streams function more like community groups where employees can share 
ideas, celebrate successes, ask questions, and connect with teammates. 

 

Quick Access with Shortcuts 

Need something fast? Use Shortcuts to access frequently used tools and resources. 
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Resources & Support 
Access policies, training materials, guides, forms, and support resources when you need them. 

Access Information 
Personal Devices: Download the AB Pulse app on your personal smartphone or tablet. 

Site Devices: For security reasons, the mobile app is not available on site-issued devices. 
Access AB Pulse through the web browser instead. 

A note for New Hires & Managers: 
All new hires should receive onboarding instructions within 24 hours of being hired and 
completing their initial ADP login, which is required to gain access to AB Pulse.

Find Your Community
AB Pulse includes different types of spaces designed to help you stay informed and connected. 

About Streams 
Some streams work like digital bulletin boards, providing important updates, announcements, 
reminders, and company news. 

Other streams function more like community groups where employees can share ideas, celebrate 
successes, ask questions, and connect with teammates. 



 

 

Download AB Pulse today or access the Website 

Apple 

 

Android  

 

 

 

Website 

 

 

 

 

 

 

 

Website 

 

 

 

 

 

 

Download AB Pulse today or access the Website 

Apple 

 

Android  
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Apple:				            Android: 				       Website:
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Quick Access with Shortcuts 
Need something fast? Use Shortcuts to access frequently used tools and resources. 

Download AB Pulse today or access the Website. 
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Managing labor costs at the site level is critical because labor is AlphaBEST’s largest expense.

Along with student enrollment, labor has a huge impact on your program’s financial health. 
When a site manages staffing carefully, aligning schedules with actual student attendance, you 
help protect resources that can be reinvested in our programs and our team members. Labor 
management encourages accountability and operational discipline, ensuring that sites remain 
both high-quality and financially stable. AlphaBEST expects Site Directors and the Operations 
leadership team to deliver both at each site and as an organization. 

Ways to manage labor at your site:

SITE DIRECTOR LABOR COST CHECKLIST

	 Ensure that child safety is always the top priority.

	 Maintain compliance with staff-to-student ratios while avoiding overstaffing.

	 Review the following each day:
	 •	 Daily student attendance
	 •	 Number of staff
	 •	 Actual need based on ratios, do not just follow the schedule. 

	 Build staff schedules to match program demand, including peak times and low-attendance 
	 periods. Set up a rotation for team members to leave early as the programs wind down each
	 day, as students leave the program.

	 Communicate call-outs and coverage needs quickly to avoid last-minute labor or 
	 compliance issues. 

	 Compare scheduled hours to actual hours worked and address variances right away. Adjust
	 schedules early in the week to limit unnecessary labor costs. 

	 Partner with leadership regularly to review labor performance and identify opportunities 
	 for improvement.

CORE VALUES:

LABOR MANAGEMENT GUIDELINES
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A COMPREHENSIVE RESOURCE FOR STAFF

Our Hubspot Knowledge Base is a centralized, self-service library designed specifically for 
AlphaBEST staff. Think of it as your go-to digital encyclopedia for all things related to your work 
here! With over 300 articles, it’s a valuable resource for finding answers to common questions 
and accessing important information quickly and efficiently.

What you’ll find in the Knowledge Base:

Our extensive collection of articles covers a wide range of topics, including:

	 IT Support: Troubleshooting common tech issues, software guides, and IT policies.

 	 Human Resources (HR): Information on benefits, company policies, leave requests,
	 and more.

 	 SMS/Kangarootime: Guides and articles on how to accomplish tasks within the
	 Kangarootime System

	 Safety: Guidelines, procedures, and resources to ensure a safe working environment.

 	 Curriculum: Educational resources, program details, and curriculum development guides.

 	 And many other great resources to support you in your role!

This wealth of information is available 24/7, empowering you to search and find the answers you
need whenever you need them, without having to wait for a response from a team member.

Direct Links to Support Tickets:

In addition to being a rich information hub, the AlphaBest Employee Knowledge Base also
provides direct links to our Support Ticket Forms. This means that if you can’t find the answer 
you’re looking for in an article, or if you need to report an issue, you can easily submit a support 
ticket directly from within the Knowledge Base. This streamlined process ensures your request gets 
to the right team quickly.

ALPHABEST EMPLOYEE KNOWLEDGE BASE: 
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How to Access the Employee Knowledge Base:	
					   
Accessing the Knowledge Base is a simple, secure process designed to ensure only authorized
staff members can view the content.

1. 	 The Invitation Email:
	 Your login access is sent directly to your email address. This invitation link will be sent 
	 to the email address you have registered in ADP. Please ensure your email address in 
	 ADP is up-to-date to receive this important invitation.

2. 	 Creating Your Password:
	 Once you receive the invitation email, click on the provided link. This link will direct you to 		
	 a page where you can create your unique password for the Knowledge Base. Choose 			
	 a strong, secure password that you’ll remember.

3. 	 Logging In:
	 After setting your password, you can access the Employee Knowledge Base at any time by
	 visiting the following URL: Help.alphabest.org/employee

You will use the email address you registered in ADP and the password you created to log in.

If you have any issues accessing your invitation email or logging in, please reach out to your 		
HR department or IT support for assistance.

ALPHABEST EMPLOYEE KNOWLEDGE BASE: 
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