CTP Gift Card Procedures
General Information

· Gift Cards are for unpaid positions only.

· Maximum weekly reward possible:  1 Gift Card
Black Book (“Attendance”)
· Gift Card Paydays calendar—back of book, student list (doesn’t include students in paid positions)
· Master student schedules (both group & individual)

File folders (left top drawer of desk)
· One each for Subway, Value Village & Dollar Tree

· Student signs for gift cards (write date, staff initials, gift card #, & amount)

Procedure
· Ask students where & when they worked for the week.

· Check against master schedules & weekly attendance in Black Book.

· Gift Card Paydays calendar in Black Book

· Write S, V, or D for gift cards

· Write N if student did not earn a gift card for the week

· Sign staff initials next to the gift card cards to the students

Possible Combinations
· 2 days

unpaid


1 Gift Card

· 1 day


unpaid


No Gift Card
· 2 days 

unpaid, 2 sites,

1 day at each site

1 Gift Card

· 3 or 4 days

unpaid, 2 sites,

3 or 4 days


1 Gift Card

· 2 days Garden/Sprout or 1 day Garden/Sprout & 1 day CTP site=Kevin’s gift card (if they don’t work Garden/Sprout at all but work 2 days at other CTP sites, give a CTP gift card)
Unpaid Positions 
*St. Vincent 
*Value Village
*CCS
     *Next Step 
*Arc

*Recycle Crew
*Work Crew (1-2 days)    *Will. Kids Club (1-2 days) *Coffee Cart
*Garden (Kevin provides gift cards for us to give them)


*Misc.

*Sprout (Kevin provides gift cards for us to give them)
*Springfield Times
*Terrific Toddlers

*Others
Paid Positions
*Laurel Hill

*Goodwill
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