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PROGRAM LEADER BASICS 
 
1. Be on TIME (Let Site Director know you will be late) 

2. Only 3 absences allowed in a school year (Must call Site Director before 10am) 

3. Always be in uniform when stepping on campus or going to trainings 

a. Navy blue, black or khaki pants or shorts (No jeans or basketball shorts) 

b. Navy blue, black or white sneakers (No open toe shoes or boots) 

4. No facial piercings or plugs (Males no earrings at all) 

5. Cover ALL visible tattoos 

6. Sunglasses and hats (bill to the front) may only be worn outdoors 

7. ALL trainings are mandatory 

8. No chewing gum 

9. Absolutely NO foul language to staff or students 

10. DO NOT use cell phone at any time (No texting) 

11. Absolutely no student cell phone use 

12. GREET EVERYONE! (NO EXCUSES) 

13. Lead by example, be polite 

14. You are a mentor NOT a friend 

15. Do NOT sit down during ICES hours 

16. Use attention getters 

17. Make sure students’ sign in & out EVERYDAY 

18. Keep students in line at ALL times during transition (Walk in the middle or behind the line, NOT in front) 

19. Establish restroom rules based on safety guidelines 

20. Supervise students at ALL times 

21. Check ALL students’ homework (Check agendas daily) 

a. Students MUST have something to do during HW time (academic worksheets or reading) 

22. Keep noise level down at all times (ex. snack, homework time, enrichment) 

23. Keep students from wandering 

24. Do NOT participate in sport activities with students (Demonstrate only) 

25. Report ALL major and minor incidents to your Site Director 
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26. Do NOT have students put their heads down, face the wall or write standards as a punishment 

27. Address students by their name (Do not make nick names for them) 

28. Do NOT take or post pictures of the program on your social media 

29. DO NOT be-friend students on social media or accept their friend request 

30. Lesson plans are due to your Site Director on a monthly basis 

31. Keep all areas CLEAN 

32. Take care of ALL ICES property 

33. Clock IN & OUT every day. It’s your responsibility! 

34. Be a CONSISTENT positive force at your site. 

35. Make it fun and always think outside the box (Be creative) 

36. SMILE! 

 
Signature:____________________________________ Date:_________________ 
 
Print Name:_________________________________ 
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