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            Afterschool Program Grant Monitoring Protocol
                                   (SAC and 21st CCLC)
· Desk monitoring all awarded grantees complete the monitoring tool annually.
· Phone monitoring (grantees will be selected either randomly or that may have had a concern/issue brought to our attention). Expenditure monitoring (grantees requests for reimbursement are randomly selected and will be asked for all supporting evidence of such expenditure requests). 

· On-site monitoring (see below)
Using the guidelines outlined below each 21st CCLC and SAC grant will be analyzed and assigned a risk level (High, Medium, and Low).  The monitoring strategy will specifically address issues contributing to the assigned risk categories for each program, which may include issues other than those listed below.  The overall monitoring strategy will allow for the most time-intensive monitoring of the highest risk programs, with less time-intensive monitoring strategies applied, as appropriate, to lower risk projects. 

On at least an annual basis DESE staff will assess the risk associated with each sub-grantee using the weighted risk factors listed below and using the Monitoring Risk Assessment Matrix.  Based on this risk assessment, staff will draft a monitoring plan for each grantee as appropriate to the identified risk factors and risk categories outlined below:

· late or incomplete mandatory data reporting;

· multiple unallowable requests for purchase;

· failure to complete the licensing process within one year of award (SAC only);
· failure to complete the accreditation process within three-years of receiving funding (SAC if they were a previous grantee);

· large unspent sums of money at the end of the grant year;

· late submission of required forms etc;
· if the grantee has received multiple SAC or 21st CCLC grants;

· findings that come up during mandated yearly reporting; 
· general conversations with the grantee; and
· limited contact with grantee.

Programs receiving an on-site visit are notified well in advance (at least three months prior to visit) and are directed to the DESE Afterschool portal to download a copy of the monitoring tool to begin preparation for the review team’s visit.

The monitoring tool is broken down into two categories: 1) programming; and 2) finance.  When the programs are notified of their visit they are instructed to have a specific month’s worth of finances available for audit with knowledge that the review team may ask for additional months.

Following the review the DESE team meets with the director and necessary staff of the program to assess program strengths and areas of concern.  At this time dates are set for any corrective action and a follow-up date is established to ensure that the areas of concern have been addressed.

Upon return of the review team the monitoring tool data is entered and a copy is mailed along with: a follow-up letter highlighting both strengths and areas of concern with corresponding dates of contact.  If any corrective action plans become necessary, the process will be followed as stated on page 2 of the on-site review protocol.  Information taken from the monitoring tool is entered into the Monitoring Binder with a copy of the tool used and follow-up letter.
