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OVERVIEW and PURPOSE

The primary purpose of this monitoring and quality improvement tool is to improve the quality of South Carolina’s 21st Century Community Learning Centers programs by helping practitioners take a critical look at their programs against standards of best practices and statues established by federal and state regulations. The willingness to reflect on current practices to identify opportunities to improve, and to change and grow will contribute to more successful outcomes for programs and participants. The process of improving program quality is an ongoing one, not a onetime event. This tool will give structure and content to an external monitoring process that will promote accountability, quality improvement, and targeted technical assistance efforts.

The document is organized under four general categories. 
A. Program Management
B. Program Implementation
C. Parents, Partners, & Community
D. Fiscal Management

Section A addresses compliance with the 21st CCLC federal grant program
· The Compliance Requirements in this section are drawn from federal and state regulations and the department’s protocol for monitoring state 21st CCLC programs. This section also includes a list of standards of practice and quality indicators that drive quality outcomes for programs and the students they serve.
· The Evidence Examples column provides guidance about the types of documentation subgrantees could be able to produce to an external monitoring team to establish compliance with program requirements. The items included in this column are intended to provide a range of approved examples.  Sites are not expected to produce every item in the column and may produce approved alternatives to those listed. This column is included in the tool to encourage subgrantees to make conclusions about program quality that can be documented and are not based on opinion or assumption.
· The Performance Levels rating will be used by the monitoring team to identify the status of the subgrantee’s compliance with specific grant requirements:
· Exemplary Compliance: Evidence reviewed indicates that the program meets requirements and has made significant strides in meeting and sustaining program goals.
· Compliant: Evidence reviewed indicates that the program meets requirements.
· Compliant with recommendations: Evidence reviewed indicates that the program meets requirements; however, the grantee is encouraged to consider recommendations for improvement provided by the monitoring team.
· Non-Compliant with findings: Evidence reviewed indicates that the program does not meet the requirement; the grantee must address findings of non-compliance in writing


USING THIS INSTRUMENT

The 21st CCLC Office will use the tool to structure observations and discussions with subgrantees and the monitor will provide the subgrantee with written findings highlighting program strengths and opportunities for improvement and identifying any issues of noncompliance with requirements of the 21st  CCLC grant. These findings will be reported to the subgrantee within 10 – 15 business days of the monitoring visit.

In situations where noncompliance with grant requirements have been identified and issues have not been satisfactorily addressed in the allotted timeframe, programs will be issued a corrective action plan where they will be instructed to follow all the provisions of the corrective action plan to ensure compliance issues are addressed in a complete and timely manner. The inability of grantees to resolve noncompliance issues will result in reduction or termination of grant funding, in compliance with applicable provisions of the Education Department General Administrative Regulations (EDGAR).

A 21st CCLC Handbook kept on site that contains the following documents:
· Grant Documents
· Original grant application
· Common assurances
· Fiscal Documents
· Financial summary reports (monthly expenditure and expense reports for the previous 12 months)
· Program funding history
· Description of resources (grants, leveraged funds, document inkind, etc.)
· Budget amendments
· Communication Documents
· Notices to parents/Correspondence
· Surveys
· Listservs/Newsletters
· Documentation of Outreach Activities (brochures, fliers, etc.)
· Partnership Documents
· List of partnerships
· Contact log
· Agreements/MOU’s/Contracts
· Planning Documents
· Meeting agendas/minutes
· Programming Documents
· Calendars/schedules
· Documentation of service services/activities
· Safety Documents
· Written safety policies and procedures (student pick up, student health needs, emergency contact, evacuation plan, etc.)
· Staffing Documentation
· Background Checks
· Time and effort worksheets
· Staff Applications/Resumes
· Transportation Documents
· Bus and car rider list
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	SITE MONITORING INFORMATION

	SCDE 21st CCLC Monitor:

	Date Monitored:

	Program: 


	Location/Address:


	Phone:                                                       


	Project Director:                           

Email:                                                      Phone: 

	Site#1:                                                      Coordinator: 


	Site#2:                                                      Coordinator:


	Site#3:                                                      Coordinator:




	INTERVIEWS

	Identify three ways you feel the 21st CCLC program contributes most to the success of participating students. If possible, what would you like to see changed about the program? What other comments would you like to share about the program?



	ADMINISTRATION INTERVIEW
Name:

Position:






















	STUDENT INTERVIEW

	What kinds of snacks do you get every day? How does homework time help you? For how long? Is this the normal number of students in class? How many teachers are in your class? What is your favorite activity?  How does coming to afterschool help you? What are the field trips like? How do the teachers/students treat you and each other? If possible, what would you like to see changed about the program?

	Name

	Grade

	Notes



	PARTNER INTERVIEW

	How do you or your organization contribute? How frequently do you communicate with the program? How often do you work with the students? What are the goals of the program? What kinds of support do you receivet from the teachers and staff? If possible, what would you like to see changed about the program?

	Name

	Service

	Notes



	PARENT/STAFF/OTHER INTERVIEW (optional)

	Parent: How long has your child attended? What progress does your child show in academic/behavior/social? Does the program communicate effectively with you (how)? What is the atmosphere when you visit? What does the program offer parents and have you participated in any family events? If possible, what would you like to see changed about the program?

Staff: How long have you worked with the program? How does the staff/school support you? How do you deal with discipline? What progress/ change have you seen in the students’ behavior/academics/social skills? Does the site coordinator communicate well with you? If possible, what would you like to see changed about the program?

Other: What do you think of the program? How is discipline handled? What changes do you see in the students’ behavior/academics/social skills? Does the site coordinator communicate well with you? If possible, what would you like to see changed about the program?

	Name: 

	Position: 

	Notes:





	A. PROGRAM MANAGEMENT

	Compliance Requirements
	Evidence Examples
	Performance Level

	A1. The subgrantee has identified and is serving the number of eligible students consistent with the grant application

No students: _______
	☐ Grant Application/Progress Reports/ Evaluation Tool Data
☐Registration Forms
☐Attendance Sheets
☐No evidence
☐Other:
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A2. The subgrantee is operating the number of hours and days as described in the original grant application

Hours:

Days:
	☐ Grant Application/Progress Reports
☐ Time Sheets
☐ Partner Records
☐ Program Calendar/Schedule
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A3. The subgrantee is addressing and/or making progress towards all the required objectives as described in the grant application. 

Academics


Attendance




Behavior




Family Literacy




Sustainability




	☐ Grant Application/Progress Reports
☐ Curriculum/Lesson Plans
☐ Achievement data
☐ Sustainability plan
☐ Attendance sheets
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A4. The subgrantee houses the program in a safe and accessible facility.
	☐ Written safety policies & procedures (e.g. building security, emergency exit, conditions, etc.) 
☐ Facility inspection 
☐ No evidence
☐ Other:  
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A5. The subgrantee is well managed. Has a program director and site coordinator for multiple sites.
	☐ Organizational Chart
☐ Management Materials
☐ Job descriptions
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A6. The subgrantee maintains appropriate documentation for employees and/or volunteers of the program
	☐ Staff Timesheets
☐ Time and effort records
☐ Background checks 
☐ Resumes
☐ Personnel files
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A7. The subgrantee records all data into the Evaluation Tool accurately and timely.
	☐ CAYEN ® and CIPAS ®
☐ EOY Reports
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A8. The student/staff ratio is appropriate and safe for the specific activity conducted and meets student needs.
	☐ Staff Rosters
☐ Student enrollment data
☐ Staff/Student attendance logs
☐ No evidence
☐ Other:_____________

	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A9. Staff is trained in the subgrantees procedures. Staff is aware of program goals and can explain the relationship of program activities to those goals.
	☐ Training materials
☐ Schedule/topics
☐ Program handbook
☐ Attendance roster
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A10. Subgrantee staff communicates with school day staff to support individual student educational development.
	☐ Communications 
☐ Meeting Schedules
☐ HW Logs
☐ Correspondence
☐ Teacher surveys
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A11. The subgrantee’s director communicates regularly with the school principal, site coordinator,  and administration

	☐ Correspondence
☐ Communication logs
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A12. The subgrantee’s director and staff are highly qualified, motivated, and demonstrate professionalism.
	☐ Job descriptions
☐ Staff evaluations
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A13. The subgrantee selects competent, qualified and/or certified staff
	☐ Documentation of selection  process
☐ Staff resumes
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A14. Professional development is provided and designed to respond to staff interest and needs, to share best practices, and align program objectives.

	☐ Needs assessment
☐ Agendas/Trainings
☐ Facilitators
☐ Topics
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A15. Staff and volunteers are evaluated on a regular basis and given clear feedback for continuous performance improvement.
	☐ Staff performance appraisals
☐ Staff observations
☐ Volunteer rating
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A16. The subgrantee makes provisions for students with disabilities and learning disorders.
	☐ IEP
☐ Resource Staff
☐ No evidence
☐ Other:  
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A17. The subgrantee has an updated plan for sustainability.

Sources listed:
	☐ Sustainability Plan
☐ In-kind
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A18. The subgrantee implements retention strategies and maintains a waiting list as needed.
	☐ Data on retention/participation
☐ Waiting list
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A19. The subgrantee has adopted clear standards for student behavior that are applied appropriately and consistently by staff.
	☐ Organization handbook
☐ Written policies/procedures
☐ Staff training
☐ Incident reports
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A20. The subgrantee’s activities occur in spaces that are adequate, appropriate, welcoming, and safe for the students.
	☐ Activity location descriptions
☐ Inspection records
☐ Facilities use criteria
☐ No evidence
☐ Other:  
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A21. The subgrantee has access to basic safety equipment and trained professionals.
	☐ Equipment inventories
☐ No evidence
☐ Other:  
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A22. The vehicles used for transportation are safely maintained and inspected regularly.
	☐ Inspection information
☐ MOA/Contract
☐ No evidence
☐ Other:  
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A23. Emergency contact information for students and staff is kept in an accessible, secure place.
	☐ Emergency response plan
☐ Emergency cards
☐ Organization book
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A24. The subgrantee follows established procedures for authorized student pick-ups and has provided these procedures to families.
	☐ Written policies and procedures
☐ Sign-in and sign-out lists
☐ No evidence
☐ Other:______________

	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A25. Building and surrounding areas is safe and secure with all security precautions in place (lighting, security, etc.) 
	☐ Building codes
☐ Security Policies
☐ No evidence
☐ Other: 
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A26. The subgrantee has adopted and applies an evaluation process to utilize evaluation tool data for continuous improvement.
	☐ Grant Application
☐ Evaluation Tool
☐ EOY Report
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	A27. Evaluation findings are communicated to staff, partners, school, students, parents, and other stakeholders.
	☐ Annual reports
☐ Meeting Minutes
☐ Newsletters
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	Notes (if required):










	B. PROGRAM IMPLEMENTATION

	Quality Indicator
	Evidence Examples
	Performance Level

	B1. The subgrantee’s activities reflect the goals and mission of the program.
	☐ Policies/Procedures
☐ Curriculum
☐ Training
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	B2. The subgrantee provides evidence based academic support with direct instruction and enrichment activities.
	☐ Programming schedule
☐ Curricular materials
☐ Training surveys
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	B3. Subgrantee activities are diverse, engaging, and relevant to the overall learning.
	☐ Programming schedule
☐ Curricular materials
☐ Training surveys
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	B4. Activities are selected based on student needs and interests and available for all students.
	☐ Programming schedule
☐ Curricular materials
☐ Interest surveys
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	B5. The subgrantee has an appropriate schedule, flow, balance, and duration of activities.
	☐ Programming
☐ Scheduling
☐ Student survey
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	B6. The subgrantee uses a project based curriculum.
	☐ Curriculum
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	B7. The program has provisions for a low pupil/teacher ratio.
	☐ Number of Teachers
☐ Students
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	B8. The subgrantee provides daily, USDA approved, nutritional snacks during program operation. 
	☐ Snack list
☐ Health inspection
☐ Snack reimbursement 
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	B9. In addition to data, the program collects stories about the impact on students, families, and school.
	☐ Programming
☐ Scheduling
☐ Student survey
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	Notes (if required):





	C. PARTNERS, PARENTS, COMMUNITY

	Quality Indicator
	Evidence Examples
	Performance Level

	C1. The subgrantee makes efforts to recruit new and retain established partners and collaborators to ensure sustainability.
	☐ Meeting minutes/notes
☐ MOU/MOA
☐ Presentations
☐ Planning
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	C2. The subgrantee partners are aware of the program goals and objectives and how they support their goals.
	☐ Meeting minutes/notes
☐ MOU/MOA
☐ Presentations
☐ Planning
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	C3. The subgrantee regularly communicates with and seeks input from partners.
	☐ Correspondence
☐ Agenda/notes
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	C4. The subgrantee effectively communicates with parents.
	☐ Parent compacts
☐ Listservs
☐ Newsletters
☐ Surveys
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	C5. The subgrantee has a working advisory board that provides advice/feedback on operation and sustainability.
	☐ Recruitment Documentation
☐ Board Roster
☐ Meeting agenda/minutes
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	C6. The subgrantee identifies and shares promising practices internally and through afterschool networks.
	☐ Curriculum
☐ No evidence
☐Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	C7. The subgrantee has identified and is serving the number of eligible families consistent with the grant application 
	☐ Meeting minutes/notes
☐ Correspondence
☐ Attendance
☐ Agenda/Notes
☐ Presentation
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	Notes (if required):






	D. FISCAL MANAGMENT

	Quality Indicator
	Evidence Examples
	Performance Level

	D1. The subgrantee adheres to all proper budgeting and expenditure procedures
	☐ Budget
☐ No evidence
☐ Other:_____________

	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	D2. The subgrantee receives other Federal, State, or local funds to support programming and clearly distinguishes funds.
	☐ Title I
☐ USDA
☐ HHS
☐ SES
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	D3. The subgrantee has entered into contracts or agreements with other vendors to support the program.
	☐ Contracts
☐ MOA
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	D4. The subgrantee maintains adequate documentation to support what is purchased by 21st CCLC funds.
	☐ Invoices
☐ Receipts
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	D5. The subgrantee has an approved process for making purchases and ensuring they are submitted on an expenditure report for reimbursement.
	☐ Authorization of purchases
☐ Invoices
☐ Credit card vs. petty cash
☐ Recording of expenditures in accounting records
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	D6. The subgrantee has purchased equipment with 21st CCLC funds and has a tracking system in place to identify all equipment.
	☐ Invoices
☐ Serial Numbers
☐ Receipts
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	D7. The subgrantee maintains employee pay agreements and time sheets.
	☐ Pay agreements
☐ Timesheets
☐ Time on task sheets
☐ No evidence
☐ Other:_____________
	☐Exemplary Compliance
☐Compliant 
☐Compliant with Recommendations
☐Non-Compliant

	Notes (if required):








	SUMMARY

	Overall Notes:












	RECOMMENDATIONS

	Notes:
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*Please email your plan of action to rectify Noncompliant Findings to  					 before 						

Grant Manager completed a walkthrough of the site.		Yes ☐			No ☐
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