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Program and Fiscal Monitoring Instrument
21st CCLC LEAPS
Program and Fiscal Monitoring Report


To be completed by the Grantee Point of Contact:
	Grantee


	Director of Program

	Phone
	Fax

	Mailing Address

	Email



	Required Signatures:

	Grantee Position/Title
	PRINTED Name
	Signature (AFTER monitoring is completed)

	Primary Point of Contact
	
	

	TDOE OEL Contact
	
	

	TDOE Project Administrator
	
	




EDGAR:  The intent of any monitoring system is “to assure [subgrantees’] compliance with applicable Federal requirements and that performance goals are being achieved.”
TNDOE OEL – (2-15)
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7
ED-5424 
The purpose of this tool, which has been adapted from guidelines contained in the National After School Alliance Standards for Quality School-Age Care, is to improve the quality of Extending Learning programs and to assess their use of best practices in youth programming.  The goal for the programs is that they motivate all students to reach their optimal academic potential and social development by engaging in meaningful and fun educational and enrichment activities in collaboration with staff, parents, volunteers, and community partners. 

The process will include site visits and observations by Tennessee Department of Education staff, as well as interviews with program personnel and participants.  Program staff may be asked for written documentation supporting the various indicators. The instrument will be scored and the rater will provide an explanation for the scores in the rater’s comments area of each category.  Program staff may ask questions and ask for clarification or feedback regarding improvements needed.

A copy of the completed monitoring instrument will be signed and left with the program director or designee. The agency may file a written appeal to the Tennessee Department of Education concerning the scoring decisions within 10 working days from the date of the evaluation. The written appeal should be addressed to Extended Learning Programs, 9th Floor, Andrew Johnson Tower, Nashville, TN 37243. The appeal packet should contain materials which support the appeal.  Extended Learning Program staff will review the materials and will notify the appellant of the decision concerning granting any scoring changes within 5 working days of receipt of the appeal. 

Extended Learning Programs staff will review grantee file materials, as well as the findings from the evaluation process, to determine which projects to continue and the level of funding to offer. 


	
Programming
	YES
	N
O
	Evidence of
Program Implementation
	Notes

	1. The Grantee has participant eligibility requirements, schedule, non-discrimination policy, Comptrollers notice, and program guidelines posted in public view. 
	
	
	|_|  Bulletin board
|_|  Other _____________
	

	2. The Grantee has procedures for filing civil rights complaints and staff is aware of EDGAR Section 76.532 prohibiting the use of grant funds for religion. 
	
	
	|_|  Interview
|_|  Other _____________
	

	3. The program schedule and disciplinary policies are included in the parent/student handbook which is distributed at orientation or upon enrollment and clearly posted in public view.
	
	
	|_|  Bulletin board
|_|  Other _____________
	

	4. Student enrollment and orientation meetings are scheduled and advertised in the community.
	
	
	|_|  Interview
|_|  Other _____________
	

	5. Any schedule changes are posted and communicated to parents, volunteers, and partners.
	
	
	|_|  Interview
|_|  Other _____________
	

	6. Parent, volunteer, and partner meetings are documented with sign-in sheets, agendas, schedules, etc.
	
	
	|_|  Interview
|_|  Other _____________
	

	7. All staff, contractors, and volunteers have undergone a thorough screening and background check.
	
	
	|_|  Interview
|_|  Other _____________
	

	
Programming
	YES
	N
O
	Evidence of
Program Implementation
	Notes

	8. An Emergency Response Plan (ERP) which includes appropriate drills and procedures for emergency situations such as evacuation, reverse evacuation, lockdown, shelter-in-space, hit the deck, drop, cover, and hold, a parent notification plan, a plan for relocating and releasing students, primary and alternate evacuation routes, plans for school-sponsored events and field trips has been developed and posted.
	
	
	|_|  Interview
|_|  Other _____________
	

	9. Identified staff has been trained in appropriate emergency management procedures and are CPR certified.
	
	
	|_|  Interview
|_|  Other _____________
	

	10. Student emergency contact and medical information is on file and easily accessible.
	
	
	|_|  Interview
|_|  Other _____________
	

	11. The program space is clean, sanitary, and safe.
Healthy food and drinks that meet the guidelines of the After School Snacks and Suppers section of the USDA Food and Nutrition Service are provided.
	
	
	|_|  Interview
|_|  Other _____________
	

	12. Children’s daily arrivals and departures are supervised and a transportation plan is on file that includes the names of adults approved to pick up each child.
	
	
	|_|  Interview
|_|  Other _____________
	

	13. Written job descriptions, work schedules, and employee timesheets are on file.
	
	
	|_|  Interview
|_|  Other _____________
	

	14. Staff has documented professional development activities on file that are appropriate to program goals and teacher/student needs.
	
	
	|_|  Interview
|_|  Other _____________
	

	15. Staff keeps accurate records of student enrollment numbers, daily attendance, and disciplinary offences.
Connectivity with the regular school day teacher and principal is documented using coordination sheets, meeting schedules, sign-in sheets, agendas, etc.
	
	
	|_|  Interview
|_|  Documentation
|_|  Other _____________
	

	16. Student selection criteria, as well as registration procedures, are clear and well-documented.
	
	
	|_|  Interview
|_|  Other _____________
	

	17. Students, parents, and partners have meaningful input into programming choices and decisions. 
	
	
	|_|  Interview
|_|  Other _____________
	

	18. Students interact with each other in positive and respectful ways.
	
	
	|_|  Interview
|_|  Other _____________
	

	
Programming
	YES
	N
O
	Evidence of
Program Implementation
	Notes

	19. Staff and students interact in a respectful manner
	
	
	|_|  Interview
|_|  Other _____________
	

	20. Staff works well together to meet the needs of all students and uses positive techniques to guide student behavior.
	
	
	|_|  Interview
|_|  Other _____________
	

	21. Staff and families work together in positive ways
	
	
	|_|  Interview
|_|  Other _____________
	

	22. Staff interaction with volunteers and partners is collegial and respectful.
	
	
	|_|  Interview
|_|  Other _____________
	

	23. Course offerings/activities reflect an effort to raise achievement scores in core subject areas.
	
	
	|_|  Interview
|_|  Documentation
	

	24. Course offerings/activities include the arts (art, music, drama, etc.) and hands-on science and technology opportunities.
	
	
	|_|  Interview
|_|  Documentation
	

	25. Enrichment activities include activities such as fieldtrips to zoos, aquariums, farms, and other entities in the community that expand students’ experiences and knowledge base.
	
	
	|_|  Interview
|_|  Documentation
	

	26. Staff has competence in the core areas of academic instruction.
	
	
	|_|  Interview
|_|  Documentation
	

	27. Staff follows the program schedule.
	
	
	|_|  Interview
|_|  Documentation
	

	28. Staff plans lessons and implements them effectively so that students are engaged in the activity or learning process.
	
	
	|_|  Interview
|_|  Documentation
	

	29. The curriculum follows state approved standards and meets the individual needs of the students
	
	
	|_|  Interview
|_|  Documentation
	

	30. Activities are utilized to enhance parental involvement with the students and their activities and one parent activity per quarter has been conducted.
	
	
	|_|  Interview
|_|  Documentation 
	

	31. Student discipline is documented with data showing the number and types of offenses, whether the number of offenses has declined or increased for each student, and the action taken.   
	
	
	|_|  Interview
|_|  Documentation
	

	32. Partnerships have been established within the community and these have been properly documented
	
	
	|_|  Interview
|_|  Documentation
	

	
BUDGETS and AMENDMENTS
	YES
	N
O
	Evidence of
Program Implementation
	Notes

	33. Partners and volunteers have been actively engaged in collaborative activities of the program
	
	
	|_|  Interview
|_|  Documentation
	

	34. The program has established good working relationships with appropriate local, state, and federal agencies.
	
	
	|_|  Interview
|_|  Documentation
	

	35. Partnerships and volunteer activities reflect student interests and abilities that enable students to participate in a variety of meaningful and fun enrichment activities.
	
	
	|_|  Interview
|_|  Documentation
	

	36. The Grantee has a policy / procedure governing the preparation and approval of budgets and budget amendments.
	
	
	|_|  Approved budget reflected in   Grantee accounting software
|_|  Budget Amendments
	

	37. The Grantee has a policy / procedure in place to authorize, verify, and reimburse travel expenditures.  (OMB Circular A 133 – Compliance Supplement)
	
	
	[bookmark: Check44]|_|  Travel Requests
[bookmark: Check43]|_|  Purchase orders
[bookmark: Check42]|_|  Receipts / Invoices
[bookmark: Check41]|_|  Check / expenditure
	

	38. The Grantee has written policies / procedures that provides for the following: (EDGAR 80.32(d))

	
	
	N/A

	N/A

	|_| A) a inventory database which contain the following elements: 
|_| a) description of the item, 
|_| b)serial number and other identifying numbers (barcode or other local  identifying number), 
|_| c) acquisition date, 
|_| d) cost, 
|_| e) physical location of property,
|_| f) use and condition, and 
|_| g) disposition data (date, method of disposition, sales price-if applicable) when property is retired from service.
	
	
	|_|  Equipment Log / Database
[bookmark: Check19]|_|  Inventory (Detail checked during program appendix)

	

	|_| B) a physical inventory of the property at least once every year
	
	
	|_|  Physical inventory report with dates

	

	39. Any equipment that was essential to and purchased for the benefit of the program from which it was funded.
	
	
	|_|  Locate equipment and determine who is using it and for what purposes
	




	
GENERAL PROGRAM and FISCAL REQUIREMENTS
	YES
	N
O
	Evidence of
Program Implementation
	Notes

	40. The Grantee has records to support whether funds were obligated and liquidated within the approved grant period. EDGAR 76.707 (Obligations chart)
	
	
	|_|  FACTS
|_|  Purchase Orders / Contracts
|_|  Other _________
	

	41. Funds are drawn down from E-Plan regularly in correlation to expenditures.
	
	
	[bookmark: Check20]|_|  Grants Transaction Reports (FACTS)
	

	42. The Grantee budget and accounting records align with approved funding application, and reflect the approved line items and amounts.
	
	
	|_|  Approved appropriate application
|_|  LEA Operating Budget
|_|  Expenditure Reports
	

	43. Grantee submits required reports and documentation to the TDOE Office of Extended Learning in a timely manner.
	
	
	|_|  Budget amendment documents
|_|  Budget spreadsheet
|_|  Other  ___________
	

	44. Budget amendments are submitted and approved prior to obligating the funds. (EDGAR 80.30(c)(2))
	
	
	|_|  Budget amendment documents
|_|  Budget spreadsheet
|_|  Expenditure Reports
|_|  Personnel Hire Dates
	

	45. To ensure internal control, each director signs for expenditures made from his/her program. If the Grantee charges for services or has income from other sources is the income properly accounted for?
	
	
	|_|  Sample of purchase orders
|_|  Receipts for income
	

	[bookmark: _Toc366941280]USE of FUNDS

	46. Grantee determines that purchases with funds comply with federal cost principles (e.g. reasonable, necessary, and allocable). Are adequate controls in place to account for monies received?
	
	
	|_|  Multiple bids
|_|  Documents showing purchases impacted targeted population

	

	47. All financial records and programmatic records, supporting documents, statistical and other records are maintained for 3 years or until the resolution of any litigation, claim, negotiation, audit, or other action involving records. (EDGAR 80.42) (OIG may request records up to 5 years after a grant has closed.) 
	
	
	|_|  Records from First FY
|_|  Records from Second FY
|_|  Records from Third FY
|_|  Other records for unresolved issues
	

	48. Documentation is on file to detail the proportionate amount of funds spent on services provided to non-public school students with disabilities. (34 CFR 300.133) 
	
	
	|_|  Agreement with Non-public schools 
|_|  Contact logs 
|_|  Invoices
|_|  N/A
	

	[bookmark: _Toc366941282]PERSONNEL

	49. Position count and FTEs are consistent with the approved budget / application.  
	
	
	|_|  Application
|_|  Budget documents
|_|  Addendum 
|_|  List of personnel by funding source
	

	50. Employees who work on multiple activities funded from different sources have personnel activity records (PAR) that support the distribution of their salaries / wages.  (OMB Circular A-87)     
	
	
	|_|  Time sheets
|_|  PARs (Personnel Activity Report)
	


Additional Comments:
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