Attendance for Volunteers
3.1 Program Structure

e Age Groups: 8-18 years old

e Curriculum: Podcasting, Video Production, Performing Arts, Content Creation,
Sublimation, Music Production/Engineering, Photography, Graphic Design,
Esports, Financial Literacy, Intro to Entrepreneurship

e Key Activities: Youth Entrepreneurship, Financial Literacy, Workforce
Development

3.2 Scheduling

e Office Hours: 10 am to 5 pm
e Program Hours: 4 pmto 8 pm
e Breaks and Holidays: Follow Columbia Public Schools agenda

3.3 Attendance Tracking

e Procedure:
o Record keeping:

m Keep detailed records of attendance to monitor patterns and
identify students who may need additional support
o Attendance incentives:
m Provide awards for students/staff who have perfect attendance via
recognition or rewards
e Absence Management:

o Define Expectation
m A clear outline of expectations for attendance with the importance
of regular participation
o Specify Acceptable Reasons
m An excused absence may consist of an iliness or family emergency.
Notifying Dream Tree staff in place of an absence would consist of

contacting us via phone call, text, or email within 24 hours.
o Unexcused Absence

m Verbal warning, write-up, termination
e Contact phone numbers:
Raymond Hall: (573) 818-5084
Eddie Pilot: (573) 256-9497
Karmella Wright: (573) 239-3181
Tammy Wright: (314) 614-3698
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o Office: (573) 777-9704



