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URBAN smARTS SITES AND STAFF


Athens Elementary School�Ms.Diaz, Principal


 2707 Gerald, 78211  977�7475, fax 674�8329


 Case Management:  Southwest Center�Diane Alonzo, Supervisor, 675�3040,  fax 674�8329





Connell Middle School�Juan Hernandez, Principal


Teacher Liaison: April Flores


400 Hot Wells, 78223, 534�6511				fax 534�6589


Case Management: TBA





Harris Middle School�David Williams, Principal


Teacher Liaisons: Charlotte Gregory, Elizabeth Castillo


325 Pruitt Avenue, 78204, 226�4952			fax 226�9448


Case Management: Southside Center�Mike Casarez, Supervisor,  924�4862





MLK Middle School�Janet G. Peden, Interim Principal


Teacher Liaison: Thomas Jones


3501 Martin Luther King, 78220, 223�8621		fax 223�6907


Case Management: Eastside Center�Lillie Brown, Supervisor, 226�8114





Page Middle School�Della Rodriguez, Principal


Teacher Liaisons: Jerry White, Norma Williams


401 Berkshire Avenue, 78210, 533�7331			fax 533�7369


Case Management: Downtown Center�Mike Casarez, Supervisor, 223�9224





Rhodes Middle School�Andrew Rodriguez, Principal


Teacher Liaison: Robert Aguilar


3000 Tampico Street, 78207, 433�5092			fax 433�7299


Case Management: Westside Center�A.B. Dennis, Supervisor, 737�0701





Tafolla Middle School�John Almaguer, Prinicpal


Teacher Liaison: Gina Garza


1303 W. Durango Blvd, 78207, 227�3383			fax 227�7044


Case Management: Westside Center�A.B. Dennis, Supervisor, 737�0701





Whittier Middle School�Nancy A. York, Interim Principal


Teacher Liaison: Vanessa Bailey


2101 Edison Drive, 78201, 735�7181			fax 735�0740


Case Management: Northside Center�James Hopkins, Supervisor, 734�7018





Berti Vaughan, AiE Program Director,


Department of Arts and Cultural Affairs





Gloria Esparza,  Acting Social Services Manager,


Youth Services Division, Department of Community Initiatives


Monthly program calendars appear here. It was not possible to convert these calendars. They show the days of the week that Urban smARTS meets--Monday through Thursday and indicate vacation weeks.








Introduction





THE DEPARTMENT OF ARTS 


& CULTURAL AFFAIRS (DACA)





DACA is an agency of the City of San Antonio established in 1988. DACAs primary activities are cultural programming, grantmaking, facility management, and providing services to Artists and arts organizations.





The Arts�in�Education (AiE) programs are Urban smARTS, ArtsTeach and CORE. These programs are supported by grants and are implemented through collaboration with area school districts and Artists. The goal of AiE programs is making the arts basic to educational curricula pre K through grade 12. Projects may include teacher training, student programs, and projects leading to curriculum development, extended residencies, demonstration projects, etc.





YOUTH SERVICES DIVISION (YSD), 


DEPARTMENT OF COMMUNITY INITIATIVES





YSD is an agency of the Department of Community Initiatives whose goal is to divert youth ages 10�16 from the juvenile justice system. In addition to providing youths with case management and counseling, caseworkers at six neighborhood�based centers, located geographically throughout the City, conduct criminal research with assistance from the Runaway Program and provide opportunities for court mandated community service with assistance from the Juvenile Restitution Program.





URBAN smARTS





In 1993, DACA, Community Initiatives, and San Antonio Independent School District joined hands and developed Urban smARTS, an arts�centered prevention program designed to divert middle school students in urban risk areas away from gangs, drugs and contact with the Juvenile Justice System. Teaching Artists collaborate to create engaging interdisciplinary activities for Urban smARTS students. Nutrition, field trips, and home transportation are also incorporated into the program. As part of its diversion goals, the program seeks to improve student academic achievement, attendance and behavioral problems.  
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ARTIST GUIDELINES





The following guidelines were created to help you succeed in the Urban smARTS environment.


 


I. Discipline procedures





Be on time and prepared. Have materials, examples, and activities ready for the children each day.





Work with the other artists and coordinating teacher to set up rules and a discipline procedure to be used at your site.





Write these rules and procedures down. Go over them with the children at the beginning of the program. Also incorporate if possible a reward system for excellent behavior. You may want to send a list of these rules and procedures home with the children for their parents to sign and bring back.





Once your site has established a discipline policy, follow it. Be consistent. Remember you are a visitory at your school and you should abide by school rules and policies. Even if you disagree with some rules try never to discuss these disagreements in front of the children.





II. Working with children on your own





Abide by the rules and procedures set up at your site. Be yourself but be consistent.





If you work with a variety of materials establish with the children distribution and cleanup procedures.





Set the example of appropriate behavior. Be polite, friendly, and enthusiastic. Children are greatly affected by example and positive feedback.





Do not take things too personally. Some of these children have a lot of problems and all of them are at an age of great emotional and physical change. Their disruptive behavior is generally not a personal vendetta against you.





Try to emphasize to the children that it is their behavior, and not them personally, that is unacceptable in discipline situations.  Be sympathetic but be careful of being too empathetic.  You are not professionally trained to solve all of their problems.  Remember there are case workers and school counselors that you can direct children to for social and emotional problems.





Be flexible.  If the children don't respond to one activity try something else.  Encourage but never force children to participate.





III.	Working with the other artists and coordinating teacher





Work as a team to set up rules and discipline procedures.  You may not always agree but work for compromise and back each other up once you have established rules and procedures.





The coordinating teacher is with children all day and is a valuable resource to go to for advice on working with the children.  The teacher is there to administrate, advise, and handle some discipline situations, but should not be expected to handle all discipline responsibilities.





When working with the other artists you are certainly encouraged to coordinate activities.  However, each artist is still responsible for their own day to day planning and preparation for working with the children.





If a disagreement arises between artists or coordinating teacher please work to solve these problems away from the children.  If necessary contact DACA for a mediation conference.





Some artists are more outgoing and the children may respond quicker to some of you than others.  This is not a popularity contest.  Remember, be yourself.  All of you have something valuable to offer the children.  Use each other as resources and support at your sites and don't hesitate to share ideas and ask for advice from artists at other sites.





IV.	Working with case workers





Case workers are valuable resources on the children's background though some information may be confidential.  Please respect that confidentiality.  They are an important link to the children's parents and can follow up on children who have low attendance in the program.  Share with caseworkers any concerns you have about a child's behavior that is pertinent to the caseworker's involvement with that child.  





Make case workers feel welcome to attend exhibits and presentations you have planned for the program.





V.	Working with school administrators





If possible try to invite the principal and assistant principals to visit your program.  Administrators are generally very busy but make them feel welcome.  You need to leave them with the impression that this program is an asset for their school, not another burden for them to worry about.  Be ambassadors for the arts and the benefits children gain from them.





VI.	Example of rules and discipline procedures.





Keep rules to a minimum.  Here are some rules you may want to use in your program.





ò	Obey all rules and policies set by your school.


ò	No physically violent behavior.  Examples:  pushing, hitting, kicking, fighting.


ò	No verbally abusive behavior.


ò	Respect the rights of teachers, artists, and peers.


ò	Stop talking and listen when artists or coordinating teachers are giving instructions.


ò	Be on time and where you belong during program hours.


ò	Be responsible for equipment or materials and distribution and cleanup procedures used during the program.


ò	Adhere to snack, break, field trip, and bathroom policies set by the program.


ò	Notify coordinating teacher if you will not be able to attend the program and where you will be during that time.


ò	Participate (try it, you might like it).





Here are some examples of discipline procedures.





ò	One on one verbal counseling for minor infractions.


ò	Keep a written record on children who continue disruptive behavior after verbal counseling.


ò	Set a limit on written infractions (for example, three).  After that the child's parents are called and informed of the child's behavior.  Coordinating teacher and case workers are generally responsible for calling parents.


ò	Suspend children for a day or days for continued disruptive behavior or major infractions (example, fighting).  Parents should definitely be called at this point.  Inform children that they are welcome to come back as long as their behavior improves.


ò	A child should not be removed from the program unless they are continually disruptive and considered a deterrent to the other children's creative participation in this program.  Artists, coordinating teacher, and case workers should confer when a child is to be permanently removed from the program and DACA should be informed of the child's removal.


ò	Try to set up a reward system and praise children for excellent behavior.


ò	Give children  an opportunity to remove infractions written down on them by showing and maintaining improved behavior over a designated time period.


ò	Place children who are disruptive together or potentially combative toward each other in separate groups.





Other discipline techniques





ò	Time out seclusion from group activities.


ò	On campus suspension.


ò	Field trip suspension.





VII.	Positive reinforcement procedures





The information listed above basically deals with how to handle disruptive behavior, however some of the best ways to avoid disruptive behavior are through rewarding excellent behavior and continual positive feedback.  Below is a list of suggested rewards and positive procedures.


ò	Try to say something positive even when dealing with disruptive behavior.


ò	Verbally encourage children's participation.


ò	Compliment children's improvement, even if it is minimal.


ò	Display children's art work throughout the program.


ò	Stage mini performances throughout the program.


ò	Give our awards, coupons, and prizes.  Make sure that eventually all the 


	children receive some kind of positive recognition.


ò	Have special foods for snack to reward excellent behavior, for example, pizza, 		hot dogs, popcorn, ice cream, or soft drinks.


ò	Set up special days like a play day when you play organized games or watch a 		movie video.


ò	Set up special field trips if money allows.  Examples:  skating party, picnic, or 		zoo.


Remember these rewards should not be bribes.  Children should be expected to behave appropriately.  Rewards should be given for recognition and used as positive incentives.





In conclusion, this information is suggested to help you run a smooth program.  However, if you have additional suggestions or still need assistance and more information, please contact DACA.
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Dress Code for Teaching Artists


A dress code has been created to help maintain the integrity of the Urban smARTS program and its employees. 


ò	Knee length shorts and skorts may be worn. 


ò	Skirts or dresses must be knee length or longer. 


ò	Any clothes that are suggestive or indecent or which cause distraction are 		prohibited. Specifically, tank tops, muscle shirts, halter tops, spaghetti straps, 		exposed backs or midriffs, and see�through garments without a shell or shirt worn under the garments are prohibited. 


ò	Indecent/inappropriate patches, writings, or drawings on clothing or body are 		prohibited. Clothing with inappropriate advertising or statements that are lewd, 		offensive, vulgar, obscene or inflammatory (e.g. alcoholic beverage, sex, to		bacco, drugs, gang, etc.) are also prohibited. 


ò	Visible body piercing jewelry is prohibited except for ear piercing. Excessive 		tatoos must be covered.





Absenteeism


Consistent with all places of employment, advance notice is required when Teaching Artists will not be present to fulfill their duties. In the event of illness or emergency, please call DACA at (210) 222�2787 as soon as possible but no later than 10:00 a.m. This will give the Program Manager time to find a substitute teacher before 3:00 p.m. Failure to notify DACA of absenses is cause for termination of employment.
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PAYROLL PROCESSING GUIDELINES





Urban smARTS Teaching Artists are paid every two weeks. Questions and concerns regarding payroll should be directed to Lois W. Guchu at (210) 222�2787.





Timesheets are DUE in the office every other Thursday (see attached payroll schedule). TIMESHEETS RECEIVED AFTER THE DUE DATE WILL BE PROCESSED DURING THE NEXT TWO WEEK PAY PERIOD.





Lead Teaching Artists are responsible for mailing or faxing their groups' timesheets to: Urban smARTS, Department of Arts and Cultural Affairs, P.O. Box 839966, San Antonio, Texas 78283�3966; FAX: (210) 228�0263.





PLEASE MAKE SURE THAT EACH TIMESHEET IS FILLED OUT COMPLETELY AND ACCURATELY. PLEASE CHECK THE FORM FOR THE FOLLOWING;





THE BEGINNING AND ENDING TIME OF EACH DAY IS ACCURATE. YOU ARE PAID ONLY FOR THOSE HOURS WHICH YOU WORK,





TIMESHEETS ARE COMPLETED CLEARLY AND LEGIBLY,





YOU HAVE SIGNED THE FORM. (Unclear and/or unsigned timesheets will not be processed without clarification. Clarification may prevent you from receiving your paycheck in a timely manner.).





FICA will be deducted and paid to the Internal Revenue Service by the Department of Arts and Cultural Affairs. By law, this is matched by your contribution.





Checks will be mailed every other Friday by 11:00 a.m. If you wish, you may make arrangements in advance to pick up your check in the Department of Arts and Cultural Affairs, Majestic Building, 222 E. Houston Street, Suite 500.





Checks will not be distributed to anyone other than the Teaching Artist named on the check without consent of the Teaching Artist. Proper arrangements must be made in advance if someone other than you will pick up your check.
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Payroll Due Dates





TIME SHEET DUE			PAYCHECK MAILED





1997


Thursday, October 30			Friday, November 7





Thursday, November 13		Friday, November 21


Thursday, November 27		Friday, December 5





Thursday, December 11		Friday, December 19





1998


Thursday, January 22			Friday, January 30	





Thursday, February 5			Friday, February 13	


Thursday, February 19		Friday, February 27





Thursday, March 5			Friday, March 13


Thursday, March 19			Friday, March 27





Thursday, April 2			Friday, April 10


Thursday, April 16			Friday, April 24


Thursday, April 30			Friday, May 8





Thursday, May 14			Friday, May 22


Thursday, May 28			Friday, June 5





Thursday, June 11			Friday, June 19
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SUPPLY GUIDELINES








AiE art supplies are kept in inventory by DACA in the central office, Majestic Building, 222 E. Houston Street.





Visual Artists receive a basic materials kit for their arts activities.





Performing and Theater Artists notify Program Directors for ArtsTeach, CORE and Urban smARTS of needs for productions and/or performances.





Program Directors for ArtsTeach, CORE and Urban smARTS will determine distribution of art supplies. Consideration is based on Teaching Artist's curriculum and cost�effectiveness of supply requests.





Requests for supplies must be submitted no less than two weeks in advance. This will enable Program Directors to research the best prices available and/or solicit donations.





Please be mindful that AiE programs are on a shoestring budget. Purchasing supplies in bulk saves us money. Staff are working hard to account for supply expenditures as they relate to program needs. Be assured that AiE staff are dedicated to meeting your supply requests and are flexible in accomodating individual needs. However, we also require your cooperation to maximize cost�effectiveness.








DACA Supply List


This is a partial list of supplies kept in DACA’s art supply store





American ecowriter


Art tools


Block printing ink


Brickrylic (yellow)


Brushes


Chalk (colored)


Charcoal


Colored Pencils


Construction paper (various colors


Craft Sticks


Crayons


Drawing pencils (various types)


Egg containers


Erasers (various types)


Forks 


Glazes


Glitter


Glue (various types)


Glue Guns


Hot Glue Sticks


Ink


Kiln Wash


Long noses


Makeup (theatrical)


Markers (various types)


Masking tape


Painting paper


Paints (various types and colors)


Paper (drawing, painting, tracing, quadrille)


Paper Towels and Napkins


Pastels


Polyurethane


Rulers


Scissors (large and small)


Scotch tape


Spoons


Spray Fixative


Stamp pad inkers


Texture gel


Tooth Picks


Varnish (gloss and matt)


Watercolor Pencils


Wire (green)











Artist’s Directory List & Urban smARTS Staff





[Insert list of artists, art form, addresses, phone numbers and staff information]












































