Site Visit Monitoring Report
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21st Century Community
Learning Centers

SOARING BEYOND EXPECTATIONS




	Program Name: 

     
	
	Project Number:

     
	

	
	
	
	

	Address:      
	
	

	City/State/Zip:      
	
	

	Site Type:      
	
	Visit Date:      

	Phone:      
	
	Reviewer:      

	Program Director:
	
	Date Submitted:      

	Director Email:      
	
	Signature:      
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Summary of actions to be taken: 

	Action
	Date Due

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


 Promising Practices: 

	

	

	

	




Using the Site Visit Monitoring Report
The Site Monitoring Report has been developed to help ensure comprehensive and consistent monitoring of 21st Century Community Learning Centers in New York State. While this document is intended for use by program monitors, it may be used by grantees to assist in preparing for a smooth monitoring visit. 
Instructions: The ‘Indicators of Success’ column outlines the indicator to be evaluated. The ‘Documentation’ column lists documents that may be used to support successful implementation of the applicable indicator. A representative of the monitoring team will contact the grantee prior to the monitoring visit to specify which documents will be required.
*  = Required documentation for all programs 

** = Required documentation for programs located at a Community Based Organization and/or requiring a School Aged Child Care License.
Definitions of Indicator Status

	Compliant
	Meets state and federal guidelines.

	Non-compliant
	Does not meet state and federal guidelines.  Must develop action plan for compliance.


A: Environment/Climate

	Indicators of Success
	Supporting Documents
	Compliant
	Non-Compliant

	A-1
	Security is provided and participants are supervised by an approved adult at all times.
	 FORMCHECKBOX 
 Written policy/procedure*

 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A-2
	Emergency procedures have been communicated to staff and participants (For emergency closings, lockdowns, dismissals, etc.) and supplies are accessible (first aid kits, fire extinguishers, safety procedures, fire exits posted, etc). 
	 FORMCHECKBOX 
 Inventory records
 FORMCHECKBOX 
 Fire/safety drill records*

 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A-3
	System is in place for safe participant check in/sign out, notification of changes in routine, and locating missing participants. 
	 FORMCHECKBOX 
 Written policy/procedure*

 FORMCHECKBOX 
 Attendance sheets*

 FORMCHECKBOX 
 Sign-out sheets*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A-4
	Safe system for transport of participants is in place.
	 FORMCHECKBOX 
 Written policy/procedure*

 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	A-5
	Systems are in place for staff to be prepared to address individual student's special medical needs that may require immediate attention.
	 FORMCHECKBOX 
 Written policy/procedure*

 FORMCHECKBOX 
 Participant files/medical records

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments

	A-1:
A-2:

A-3:

A-4:

A-5:


B: Program Administration/Organization

	Indicators of Success
	Supporting Documents
	Compliant
	Non-Compliant

	B-1
	Program is recruiting and serving the target population and their families as identified in the approved grant application.
	 FORMCHECKBOX 
 Recruitment plan

 FORMCHECKBOX 
 Promotional materials

 FORMCHECKBOX 
 Student selection protocol

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B-2
	All sites are offering services as described in the approved grant application, or have obtained approval for program changes.
	 FORMCHECKBOX 
 Program calendars/schedules*

 FORMCHECKBOX 
 Enrollment/attendance records*

 FORMCHECKBOX 
 Program amendment approvals

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B-3
	Updated participant files and documentation are maintained and available.
	 FORMCHECKBOX 
 Participant files (& medical)*

 FORMCHECKBOX 
 Database

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B-4
	Activity schedule is current, accurate and includes room assignments & participant lists.
	 FORMCHECKBOX 
 Attendance sheets*

 FORMCHECKBOX 
 Activity schedule*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B-5
	Procedures are in place for taking attendance of individual students on a daily basis, by time in each activity.
	 FORMCHECKBOX 
 Attendance sheets*

 FORMCHECKBOX 
 Activity schedule*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B-6
	All applicable required documents are maintained for program the site(s).
	 FORMCHECKBOX 
 Insurance certificate*
 FORMCHECKBOX 
 Certificate of Occupancy*
 FORMCHECKBOX 
 SACC License**  Exp:      
 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B-7
	Staff-to-school age participant ratio, per state regulation, is maintained when applicable.
	 FORMCHECKBOX 
 SACC License**  Exp:      
 FORMCHECKBOX 
 Staffing Plan

 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B-8


	Program‘s internal policies and procedures are clarified to all program staff.  
	 FORMCHECKBOX 
 Employee guidance document*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B-9
	Current staffing table shows days and hours of employment for all program staff.
	 FORMCHECKBOX 
 Staff schedule*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	B-10
	Personnel files maintained for all staff, including documentation for required finger printing of staff.
	 FORMCHECKBOX 
 Personnel files*

 FORMCHECKBOX 
 Fingerprinting documentation*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments

	     


C: Fiscal Administration/Organization

	Indicators of Success
	Supporting Documents
	Compliant
	Non-Compliant

	C-1
	Program administration and the fiscal department of the lead agency work together to prepare budget and monitor spend-down.
	 FORMCHECKBOX 
 Meeting schedule
 FORMCHECKBOX 
 Meeting agenda/minutes

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C-2
	A system is in place for tracking costs that are allocated specifically for the 21st CCLC program. Fiscal records are readily available and complete.
	 FORMCHECKBOX 
 FS-10, FS-10A, FS-25, FS-10F*

 FORMCHECKBOX 
 Procurement/inventory tracking* 

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C-3
	A system is in place to safeguard against supplanting with 21st CCLC funds.
	 FORMCHECKBOX 
 FS-10, FS-10A, FS-25, FS-10F*

 FORMCHECKBOX 
 Procurement/inventory tracking* 

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C-4
	The lead agency coordinates federal funds with other programs as appropriate. (Title I, USDA, HHS, DOJ, SES)
	 FORMCHECKBOX 
 Lead agency budget 

 FORMCHECKBOX 
 Fiscal operating procedures

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C-5
	Time sheets and payroll records are available, complete, and in accordance with federal regulations for tracking time and effort.
	 FORMCHECKBOX 
 Time sheets*

 FORMCHECKBOX 
 Payroll records*

 FORMCHECKBOX 
 Personnel Activity Reports(PAR)*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C-6
	Management has established controls to mitigate fraud risks or help to prevent, deter, and detect fraud.
	 FORMCHECKBOX 
 Policy on business ethics 

 FORMCHECKBOX 
 Fiscal operating procedures

 FORMCHECKBOX 
 Protocol to report fraud

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments

	     


D: Staffing/Professional Development
	Indicators of Success
	Supporting Documents
	Compliant
	Non-Compliant

	D-1
	Staff have work experience in core academic areas, where appropriate.
	 FORMCHECKBOX 
 Resumes on file*

 FORMCHECKBOX 
 Lesson plans/programs*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D-2


	Director and staff attend required state trainings.
	 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D-3
	Internal method for assessing staff performance, and providing support and feedback, is in place.
	 FORMCHECKBOX 
 Performance review form

 FORMCHECKBOX 
 Completed reviews

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D-4


	Program has designated collaborative planning time for teachers, program staff and community partners. 
	 FORMCHECKBOX 
 Meeting agendas*
 FORMCHECKBOX 
 Meeting schedules
 FORMCHECKBOX 
 Meeting attendance records*
 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D-5
	On-site targeted professional development takes place that focuses on strengthening instructional practice and enrichment opportunities, and meeting achievement goals. 
	 FORMCHECKBOX 
 PD agendas*
 FORMCHECKBOX 
 PD schedules
 FORMCHECKBOX 
 PD attendance records*
 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments

	     


E: Programming/Activities
	Indicators of Success
	Supporting Documents
	Compliant
	Non-Compliant

	E-1
	Students with special needs are included in programming. Accommodations and special materials are provided as needed to allow for program participation.
	 FORMCHECKBOX 
 Accommodation plan

 FORMCHECKBOX 
 Equipment/facilities

 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E-2
	The program’s key design elements are implemented as designed in proposal to address the needs of the target population and the community in which children live and go to school.
	 FORMCHECKBOX 
 Lesson plans/programs*

 FORMCHECKBOX 
 Template for Goals & Objectives

 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E-3
	NYS Guidelines for Social and Emotional Development and Learning are reflected in opportunities for youth development and enrichment through hands-on project based activities, service learning, and other experiences not typically offered in the traditional classroom setting.
	 FORMCHECKBOX 
 Lesson plans/programs*

 FORMCHECKBOX 
 Template for Goals & Objectives

 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E-4
	Programming aligns with the Template for Goals and Objectives which is based on federal 21st Century Performance Indicators.
	 FORMCHECKBOX 
 Template for Goals & Objectives

 FORMCHECKBOX 
 Lesson plans/programs*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments

	     


F: Day & After School Linkages
	Indicators of Success
	Supporting Documents
	Compliant
	Non-Compliant

	F-1
	Activities are aligned and coordinated with the regular school day and school day teachers, and support the Common Core Learning Standards and Regent Reform priority for college and career readiness.
	 FORMCHECKBOX 
 Lesson plans/programs*

 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	F-2
	A system of communicating with school-day staff is in place to monitor academic and behavioral progress of students.
	 FORMCHECKBOX 
 Correspondence records*

 FORMCHECKBOX 
 Meeting records

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	F-3
	On-going communication with school administration is maintained in order to ensure that all relevant data related to test scores, grades and attendance required to fulfill reporting requirements of the federally mandated Annual Performance Report is provided.
	 FORMCHECKBOX 
 Correspondence records*

 FORMCHECKBOX 
 Meeting records

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	F-4
	Use of program time, including during the school day if applicable, reflects the specific needs of the target population to be served in a way that matches students’ needs with their interests.
	 FORMCHECKBOX 
 Lesson plans/programs*

 FORMCHECKBOX 
 Program schedule

 FORMCHECKBOX 
 Reviewer observation
 FORMCHECKBOX 
 Student surveys/questionnaires
 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments

	     


G: Participation, Engagement & Partnerships
	Indicators of Success
	Supporting Documents
	Compliant
	Non-Compliant

	G-1


	Participants have the opportunity to be meaningfully involved in design and policy development for the program. 
	 FORMCHECKBOX 
 Meeting agendas/minutes
 FORMCHECKBOX 
 Advisory list
 FORMCHECKBOX 
 Reviewer observation
 FORMCHECKBOX 
 Surveys
 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G-2
	Written guidelines  clarifying participant responsibilities, rules for program participation, etc. have been provided to participants 
	 FORMCHECKBOX 
 Participant guidelines*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G-3
	Staff recognizes and accommodates the culture and language of all participants and their families.
	 FORMCHECKBOX 
 Lesson plans/programs*

 FORMCHECKBOX 
 Translated materials
 FORMCHECKBOX 
 PD agendas

 FORMCHECKBOX 
 Family outreach materials
 FORMCHECKBOX 
 Reviewer observation

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G-4
	Families are involved in decision-making and planning.
	 FORMCHECKBOX 
 Meeting agendas/minutes*
 FORMCHECKBOX 
 Meeting attendance records

 FORMCHECKBOX 
 Parent surveys

 FORMCHECKBOX 
 Parent outreach
 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G-5
	Families receive information, in all pertinent languages, that clarifies participant responsibilities, rules for program participation, and opportunities for family involvement.
	 FORMCHECKBOX 
 Parent/Student guidelines
 FORMCHECKBOX 
 Parent communication documents (translated as necessary)
 FORMCHECKBOX 
 Meeting agendas

 FORMCHECKBOX 
 Volunteer sign-in sheets

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G-6
	Advisory Board includes a wide array of stakeholders including superintendents, school principals, parents, students, community partners, elected local officials, etc. who actively participate.
	 FORMCHECKBOX 
 Advisory Board Listing
 FORMCHECKBOX 
 Advisory Board Meeting attendance records*
 FORMCHECKBOX 
 Meeting agendas/minutes*
 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G-7
	Advisory Board meetings are scheduled in advance and take place four times per year. 
	 FORMCHECKBOX 
 Meeting attendance records*

 FORMCHECKBOX 
 Meeting schedule*

 FORMCHECKBOX 
 Meeting agendas
 FORMCHECKBOX 
 Meeting minutes
 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G-8
	Ongoing family literacy initiatives are in place.
	 FORMCHECKBOX 
 Lesson plans/program schedule*

 FORMCHECKBOX 
 Family sign-in sheets

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G-9
	A family needs assessment has been done to determine families’ preferences regarding family literacy programming.
	 FORMCHECKBOX 
 Needs assessment


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments

	     


H: Measuring Outcomes/Evaluation

	Indicators of Success
	Supporting Documents
	Compliant
	Non-Compliant

	H-1
	Program Quality Self-Assessment (QSA) is completed two times each year and is used to promote ongoing program improvement.
	 FORMCHECKBOX 
 Completed QSAs*

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H-2
	All required data is collected and Annual Performance Report (APR) is completed.
	 FORMCHECKBOX 
 Completed APR*

 FORMCHECKBOX 
 Mid-Year Report*

 FORMCHECKBOX 
 Databases

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H-3
	Ongoing communication with local program evaluators is maintained. 


	 FORMCHECKBOX 
 Correspondence records

 FORMCHECKBOX 
 Reports*

 FORMCHECKBOX 
 Meeting minutes

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H-4
	Summaries of evaluations and/or other collected data are made available to the general public.
	 FORMCHECKBOX 
 Evaluation summaries*

 FORMCHECKBOX 
 Media reports

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H-5
	Program evaluation includes feedback from stakeholders.
	 FORMCHECKBOX 
 Completed surveys*

 FORMCHECKBOX 
 Correspondence records

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H-6
	Evaluation findings are used to inform continuous program improvement.
	 FORMCHECKBOX 
 Evaluation findings*

 FORMCHECKBOX 
 Lesson plans/programs

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H-7
	A preliminary plan for sustainability is in place.
	 FORMCHECKBOX 
 Sustainability Plan

 FORMCHECKBOX 
 Agreements/MOUs/Contracts

 FORMCHECKBOX 
 Additional funding efforts

 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Comments
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