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Youth Program

2. Scheduling and Tracking:
a. UC CalFresh Google Calendar: Per scheduling expectations
i. All schedules are submitted through the online UC CalFresh Google Calendar every two
weeks. This Calendar can be found here:
https://docs.google.com/spreadsheets/d/1pDZXyX2U72vSeMoOhAugCsXQDFBhPL R
B1lJcmmYk6Ss/edit#gid=172804292

1. Your calendars are due every other Friday at 5pm the same day as your
timesheet.

2. Schedules are approved by your direct supervisor the following Monday.

3. If there are changes to your schedule after it has been approved, communicate
those changes through your approval email to your supervisor and update the
google calendar.

4. When setting appointments on your calendar include the length of time they will
last and travel time.

i.  Example: If scheduled at a school from 8-3pm, block out entire time. This
will facilitate group scheduling.

5. Adult education or youth prep may be requested of you by a colleague or
supervisor.

i.  Torequest help for youth prep access the youth prep checklist found
here: http://ucanr.edu/survey/survey.cfm?surveynumber=12885

ii. Itis encourages to discuss these requests with the educator or
coordinator before adding to their schedule.

iii. If you are scheduled to teach adult education, help with youth prep, or
teach youth lessons, a checklist will be sent with directions and request
information.
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b. The Box: Refer to How to set up BOX account
The box is a shared file where staff can access documents and share them with the team.
Important documents on the BOX are:
i. Educator Tracking Database
ii. Weekend_Van_Sedan Calendar
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c. Educator Tracking Database: Refer to: Getting Started with the New Educator Tracker
instructions.
i. The educator tracker is to be updated monthly, by the end of each month.
1. Your direct supervisor will review the documents with you in your check in.
ii. Update with any changes to teacher demographics or dropped educator, as well as
materials given to teachers and lessons delivered.
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d. Weekend_Van_Sedan Calendar: Refer to calendar found on the box.
i. Refer to the travel section_UC Leased vehicles for reserving the Van or Sedan.
ii. Staff are assigned weekends throughout the year.
1. If there is an event the staff assigned that weekend will be required to work that
event.

2. If you are not sent a checklist by two weeks before your assigned weekend, you
will not have to work that weekend.
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