
 

 

 

 

OF WATERTOWN  
 

21ST CENTURY PROGRAM COORDINATOR EXPECTATIONS 

DAILY  

1. Provide a safe and inviting atmosphere for members to work on school work, reading, and/or high-yield 

activities.  

2. Remain on-site immediately after school until 4:30 PM (or until the last child is picked up) every 

scheduled program day.  

3. Offer recognition incentives for member participation, including prizes, parties, etc.  
4. Serve all snack components and record daily snacks served.  

5. Track and record member attendance via Google Docs before you leave for the day.  

 

ONGOING  

1. Communicate any questions, concerns, or supply needs with the Program Director.  

2. Ensure all member enrollment forms are received promptly at the Boys & Girls Club Main Site.  

3. Market the program throughout the school: Include open Houses and communication with teachers, 

students, and parents about the availability of the program (via word of mouth, posted signage, email, and 

school newsletters).  

4. Attend all meetings and trainings as needed.  

 

ABSENT/SUBSTITUTE  

1. If the coordinator is unable to attend a program session, they will assign a substitute. This must be 

communicated with both the school principal and the Program Director prior to the beginning of the 

program session.  

2. All substitutes will be paid at a rate of $20/session.  

3. No additional pay will be issued if a Club staff member fills in as a substitute.  

4. All substitutes and volunteers must have a completed background check and application on file with either 
the Watertown School District or the Boys & Girls Club of Watertown.  


