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INTRODUCTION

The Florida Department of Education (FDOE) has established a monitoring process of Title IV, Part B of No Child Left Behind using criteria established in the United States Government’s Office of Management and Budget Circular A-133, Compliance Supplement, and supported by other statutory and regulatory requirements.  The FDOE is accountable to the federal government for the proper administration of federal financial assistance programs such as 21st CCLC. Consequently, sub-grantees (Local Educational Agencies/LEAs, Faith-Based Organizations/FBOs, or Community-Based Organizations/CBOs) are accountable to the FDOE for the proper administration of federal programs. As such, the FDOE is ultimately responsible for the correction of deficiencies in program operations that are identified through audits, monitoring, or evaluation [U.S. Code Title 20, Chapter 790]. 

The monitoring of Title IV, Part B is best described as a tiered approach commencing with a self-assessment for all sub-grantees, involving an annual selected desktop monitoring, and selected on-site monitoring of 21st Century Community Learning Centers (21st CCLC) projects.  The completion of the Monitoring and Self-Assessment Work Papers is the initial step of the monitoring process imposed by the FDOE on recipients of 21st CCLC funds.  The purpose of the Monitoring and Self-Assessment Work Papers is to provide sub-grantees with an opportunity to determine how well their 21st CCLC program(s) implemented and documented implementation of applicable Federal and State statutory and regulatory requirements. Consequently, all sub-grantees are required to conduct an annual self-assessment.
The Work Papers are divided into five components: 
· Needs Assessment, 
· Program Implementation Requirements, 
· Fiscal Management Requirements, 
· Property Management Requirements, and
· Evaluation Requirements.  
As the initial step of desktop monitoring, all completed Monitoring and Self-Assessment Work Papers are reviewed by the Policy and Compliance (P & C) Unit.   Following the review, selected sub-grantees are notified that their project has been chosen for further desktop review and are asked to provide a sampling of documentation supporting compliance, as indicated on the work papers. On some occasions, additional documentation to support compliance (but not specifically identified on the work papers) may be requested.  Those sub-grantees selected for further desktop review will receive a written report and/or a letter on the results of the desktop monitoring.  It should be noted that desktop monitoring may lead to an on-site monitoring visit, if warranted.  The on-site monitoring process allows for further examination and verification of information presented in the work papers.  

Sub-grantees should refer to the FDOE’s 21st CCLC Policy Manual for information concerning requirements addressed in this document.  In addition, sub-grantees should avail themselves of rules, regulations, and policies cited in this document that may not be available in the policy manual.

ii
INSTRUCTIONS

For each component, sub-grantees must do the following:

· Carefully review the introduction to each component.

· Review each requirement and determine if the requirement is being implemented or not.

· Check Required Document sources to support implementation of the requirement.

· If the sub-grantee checks “Other”, specific information must be completed in the space provided. 
· Indicate “In Compliance or Not In Compliance” by checking “Yes” or “No” in the appropriate bracket. 

Checking “Yes” means that the subgrantee is in compliance AND has supporting 
documentation. The sub-grantee should check “No”   if documentation for the year in 
question is not available. 

If the requirement is not applicable to the subgrantee’s project, check “N/A”. If a 
bracket for “N/A” is not provided, the subgrantee must address this issue 
accordingly.
· Develop a Corrective Action Plan utilizing the Corrective Action (CA) form located at the end of the work papers for each requirement that is/was “not in compliance”. The Corrective Action Form must be completed, signed as indicated, and submitted with the work papers. The Policy & Compliance Unit will review each CA and notify the sub-grantee if the CA is accepted or needs to be revised.  
Documentation to support compliance of all requirements must be available for desktop and/or on-site monitoring, if requested by the FDOE.  
Once the sub-grantee has completed the Monitoring and Self-Assessment document, it should be signed accordingly and submitted to the Florida Department of Education.  The completed Monitoring Work Papers must be received by November 7, 2008.  Please mail or e-mail to: 

Dr. Dinh Nguyen, Director

21st CCLC Policy, Compliance and Program Development

820 E. Park Avenue, Building F
Tallahassee, Florida 32301

E-mail:  dnguyen@hhp.ufl.edu
Phone:  (850) 922-2575   Fax:  (850) 922-2772
Documents sent electronically must contain the required signatures.  Questions concerning the self-assessment work papers should be directed to Dr. Dinh Nguyen or Sandra Ricardo, Coordinator of Compliance, at (850) 922-2575, e-mail sricardo@hhp.ufl.edu. For corrective actions requiring a restoration of funds, please contact Lani Lingo, Director of 21st CCLC at (850) 245-0852, e-mail lani.lingo@fldoe.org.  
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2008-09 Title IV, Part B – 21st CCLC Monitoring 

SELF-EVALUATION CERTIFICATION

District/Agency: _______________________________________________

By signing below I certify that all facts, figures and representations made in the Monitoring and Self-Assessment Work Papers are true, correct, and consistent with the statement of general assurances and specific program assurances contained in the approved Request for Proposal (RFP) or Request for Application (RFA). Furthermore, all applicable statutes, regulations, policies, administrative and programmatic requirements, and procedures for fiscal control and maintenance of records are being implemented to ensure proper accountability for the expenditure of funds on this project.  All records necessary to substantiate these requirements will be available for review by appropriate state and federal staff.

_________________________________/ ________________________/ _________
Superintendent’s/Agency Head’s Name   
Signature

         Date

     (Please Print)
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SITE INFORMATION FORM
The 21st CCLC Program must serve at-risk students attending schools eligible for Title I school-wide programs or living within the district-defined service area of such schools.

[Section 1113 of Title I, Part A; FDOE Request for Proposal and Request for Application]

Please complete information requested below for each 21st CCLC site where the program is held.
	Name & Physical Address of Each Site
	Name of School(s) Each Site Serves
	Days of Operation
	Times of Operation
	Grade Levels Served

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


I. – NEEDS ASSESSMENT 

Title IV, Part B of the NCLB Act of 2001 provides principles of effectiveness to guide local sub-grantees in identifying and implementing programs and activities that can directly enhance student learning.  These activities must be based on: (1) an assessment of objective data regarding the need for before school, after school (including summer school programs); (2) an established set of performance measures aimed at ensuring high quality academic enrichment opportunities; and (3) if appropriate, scientifically based research. 
Objective needs assessment data are required to justify and support the following: changes to objectives, the addition of new programs (e.g., character education, technology education) and/or activities (e.g., mentoring, GED preparation), the addition of certain grade levels, the addition of new programs or curricula for students and/or family members.  Needs assessment data must be kept on-file [Sections 4204(b), 4205(b); ED Non-Regulatory Guidance].
1.
A needs assessment was conducted and an analysis of the objective needs assessment data collected was analyzed to support changes in program objectives, activities and adopting new programs and grade levels.
[Sections 4204(b)(2)(1) & 4205(b); ED Non-Regulatory Guidance]


Documents Required:




         
         In Compliance:

[  ] Copies of needs assessment data used to support program  
         [  ] Yes
      activities, as stipulated in the request for proposal (RFP)
         [  ] No 
        
        
[  ] Copies of needs assessment data used to justify changes, 

        
                   as stipulated in the request for application (RFA) 
                   or approved program amendment

[  ] Other ________________________________

        



       

(Specify)




        








         
2. Each program or activity was based on an assessment of objective data, an established set of performance measures, and scientifically based research, if appropriate. 
[Section 4205(b)(1)]



Documents Required:




         
         In Compliance:

[  ] Copies of performance measures aligned with data and 
         [  ] Yes
                   scientifically based research strategies employed in core 
         [  ] No
                   academic enrichment areas, as stipulated in the request for 
                   proposal (RFP)
 
                 
        

[  ] Copies of performance measures aligned with data and 
         

                    scientifically based research strategies employed in core academic 

                    enrichment areas to justify changes, as stipulated in the 
                    request for application (RFA) or approved program amendment 

[  ] Other ________________________________
  
        



       

(Specify)
II. – PROGRAM IMPLEMENTATION REQUIREMENTS

34 CFR Part 76.700 of Education Department General Administrative Regulations (EDGAR) provides that a sub-grantee shall comply with State plan and applicable statutes, regulations, and approved applications, and shall use Federal funds in accordance with those statutes, regulations, plan, and application. Thus, the guiding document for program implementation is the sub-grantee’s FDOE approved project application.  The following requirements represent many, but not all, of the statutory, regulatory, and FDOE policy requirements for program implementation [Section 4204(b)(c) & (d) of Title IV, Part B; ED Non-Regulatory Guidance, February 2003; FDOE Green Book (2005) D-5]. 
1.
The program provides ongoing, meaningful, and timely consultation with schools officials representing all the private schools located within its boundaries, school attendance areas or areas served by the program. 
[Section 9501(c) of Title IX Uniform Provisions; ED Non-Regulatory Guidance, F-16; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Evidence that consultation occurred in a timely manner. Timely      [  ] Yes
      means before decisions are made regarding delivery of services      [  ] No
      (such evidence may include dated letter(s) to all private schools      [  ] N/A (no private
      located within the program’s boundaries, school attendance              schools in area)
      areas, or areas served by the program).
         
[  ] Evidence (i.e., dated agenda and minutes) that consultation was 
      meaningful between the sub-grantee and private school officials 
      reflecting issues discussed that must include:

· How the children’s need will be identified

· What services will be offered

· How, where, and by whom the services will be provided

· How the services will be academically assessed and how the results

of that assessment will be used to improve those services  

[  ] Evidence of coordination of efforts/planning  

[  ] Copies of correspondence requesting feedback
2.
The program equitably serves eligible non-public school students.
[Section 9501 of Title IX Uniform Provisions; ED Non-Regulatory Guidance, F-16; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] List of eligible students and name of private schools 
         
         [  ] Yes

[  ] Documentation of efforts to provide services to

         [  ] No  

      students attending private schools located within
                      [  ] N/A (no private     
      the program’s boundaries, school attendance areas, or
          schools in area or services                             
      in an area served by the program



          denied by private schools)
3.
The program provides equitable services to private school teachers and other educational personnel.

[Sections 9501-9504 of Title IX Uniform Provisions; ED Non-Regulatory Guidance, F-16; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Evidence of participation of private school teachers and other         [  ] Yes
                   educational personnel in professional development/meetings          [  ] No         

      (e.g., rosters of attendees, dated agenda)
                                  [  ] N/A (no private                 

[  ] Evidence of activities for other educational personnel
                      schools in area)

      receiving 21st CCLC services


                         
       
[  ] Non-Public School Participation Form


[  ] Documentation of efforts to provide services to private school teachers


      and other educational personnel.
4.
The program serves public school students attending schools eligible for Title I school-wide programs (SWPs), based on the date of the application and identified in the approved application or approved amendment, under Section 1114 of Title I, Part A.

[Section 4204(b)(2)(F); ED Non-Regulatory Guidance, F-3; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] FRPL summary of school selected or certification list                      [  ] Yes

      (including feeder schools)                                                                  [  ] No


[  ] Public School Eligibility Survey (PSES)                                           [  ] N/A (entity serves   










       private school students only)
   




       







5.
Faith-based organizations that are fiscal agents of  a 21st CCLC program, serves students who attend private schools with 40% or more from low-income families.

[FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Documentation of private school’s low-income eligibility                [  ] Yes

[  ] Surveys of income eligibility



   
         [  ] No


[  ] Other ______________________________________                      [  ] N/A (not applicable   


      


(Specify)



               to public entities)






       





6.
The program has identified and is serving only selected eligible students as described in the approved application or program amendment(s) (e.g., selected grade levels, students who scored below Level 3 on the FCAT in math and/or language arts, students who scored in the bottom 25th percentile on a norm-referenced test).   


[FDOE RFP and RFA; FDOE 21st CCLC Policy Manual]


Documents Required:




                      In Compliance:

[  ] List of students with corresponding data meeting criteria                 [  ] Yes


[  ] Documentation indicating selection criteria                                      [  ] No



[  ] Other ___________________________________

        



            



(Specify)                                                                                
7.
The program provides a broad array of academic and enrichment activities to meet the diverse needs of students.  Activities are consistent with goals and objectives as specified in the approved application or program amendment(s).  

[Section 4204(b)(2)(B); Section 4205(a); Section 4205(b)(1)(2); ED Non-Regulatory Guidance, B-2; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Detailed, updated daily/weekly schedules


         [  ] Yes

[  ] Lesson plans for activities/programs


                      [  ] No

[  ] Contractual agreements for approved activities 

[  ] Other _________________________________


       

 (Specify)

8.
The program employs only certified teachers for remedial education and academic enrichment in reading, math, and science.  

[FDOE 21st CCLC Policy Manual; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Documentation of teacher certification


         [  ] Yes

                                                                                                                  [  ] No
9.
The program provides physical education, including physical fitness and recreation, to the students. 
[FDOE 21st CCLC Policy Manual; FDOE RFP and RFA]


Documents Required:




                     In Compliance:

[  ] Schedule of activities                     



         [  ] Yes


[  ] Contractual agreements for activities                                                 [  ] No

[  ]  Lesson plans

[  ] Other __________________________________








(Specify)
10.
The program provides tutoring services and mentoring programs to the students. 

[Section 4204(b)(2)(M); ED Non-Regulatory Guidance, F-3; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Schedule of tutoring and mentoring designated for 21st CCLC
         [  ] Yes


[  ] Documentation of services provided by tutors & mentors                 [  ] No


 

      of 21st CCLC

[  ] Other _______________________________________



       

 (Specify) 
11.
The program provides family literacy and related educational services as described in the approved application or amendment(s) for families of students actively participating in the 21st CCLC program.  


[Section 4205(a)(10); ED Non-Regulatory Guidance, G-2; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Agenda of family literacy activities sponsored or

         [  ] Yes


     co-sponsored by 21st CCLC with sign-in sheets
         
         [  ] No

`
[  ] Roster of family members with corresponding names of their


      children who attend 21st CCLC program








[  ] Announcements of activities with sign-in sheets 


[  ] Correspondence proving activity occurred


[  ] Other _____________________________________



        

(Specify)

12.
The program offers at least one activity focused on reducing drop-out rates in the 
targeted 
student population.


[FDOE RFP and RFA]


List activity(ies)__________________________________________________________



__________________________________________________________

Documents Required:




                      In Compliance:

[  ] Schedule of activities



                      [  ] Yes


[  ] Relevant lesson plans for activities in schedule

         [  ] No


[  ] Documentation of services as described in the application
13.
The program offers service learning project(s) to the students.

Documents Required:




                      In Compliance:

[  ] Schedule of service learning project(s)/activities

         [  ] Yes


[  ] Relevant lesson plans for activities in schedule

         [  ] No


[  ] Action plan as described in the application
14.
The program offers character education to the students.

Documents Required:




                      In Compliance:

[  ] Schedule of character education activities


         [  ] Yes


[  ] Relevant lesson plans for activities in schedule

         [  ] No


[  ] Documentation of services as described in the application
15.
 During the school year, each site operates:

· Thirty six (36) weeks of service per project year

· At least four (4) after school and/or summer days per week

· Twelve (12) after school hours per week for student services (before school, weekend, holiday, and adult family members do not contribute to the 12-hour after school requirement)

· One(1) hour per day for Before School services, if approved in the application

· Four (4) hours per day for Weekends, Holidays, and Summer services, if approved in the application 

Each student participant has the opportunity to receive 12 hours of programming per week.


[FDOE RFP and RFA; FDOE 21st CCLC Policy Manual; ED Non-Regulatory 
Guidance, F-11]

Documents Required:




                      In Compliance:

[  ] Detailed weekly schedule capturing all activities & grade levels      [  ] Yes










         [  ] No

16.
The summer 2007-08 program operated at least 4 hours per day for a minimum of 12 hours per week.


[FDOE RFP and RFA; FDOE 21st CCLC Policy Manual]

Documents Required:




                      In Compliance:

[  ] Detailed monthly schedule




         [  ] Yes


[  ] Detailed daily/weekly schedule



         [  ] No



             







                      [  ] N/A (no summer









                 program)

17.
Students with special needs (ESE, LEP, migrant, neglected or delinquent, homeless) are identified and provided accommodations or services to meet their special needs. 


[Section 427 of GEPA; FDOE RFP and RFA; FDOE 21st CCLC Policy Manual]

Documents Required:




                      In Compliance:

[  ] Qualified personnel (certified teacher and/or experienced
         [  ] Yes


      paraprofessional)
                       



         [  ] No


[  ] Special curriculum or lesson plans

 

         [  ] N/A (no students


[  ] Resources appropriate for special populations

          with special needs


[  ] Special classes and/or activities



           participating)


[  ] Other ___________________________________



         


         

(Specify)

18.
The program has procedures in place for signing children in and out of the 21st CCLC program, for locating children at all times, determining who will pick up each child and who will be walking home, and ensuring the safety of students traveling to and from the site and home.
[Section 4204(b)(2)(A)(i)(ii); ED Non-Regulatory Guidance, F-3, F-10; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Student registration form




         [  ] Yes

[  ] Records of students signed-in and signed-out 

         [  ] No


     (prior to dismissal)
         


[  ] Schedule of activities indicating location of students

[  ] Provisions for safely transporting students

[  ] Other _____________________________________



       

 (Specify)
19.
The program has developed and implemented procedures to ensure the safety of students and family members while participating in 21st CCLC activities.

[Section 4204(b)(2)(A)(i)(ii); ED Non-Regulatory Guidance, F-3, F-10; FDOE RFP and RFA]


Documents Required:




                     In Compliance:
            [  ] Safety procedures                                                           
        [  ] Yes


[  ] Documentation of staff meeting and/or training regarding
        [  ] No

       safety procedures      



  

         


[  ] Other _____________________________________



      

  (Specify)

20.
The program operates in active collaboration with the regular school day and has provided links to regular school day teachers and staff (e.g., setting goals and objectives, recruiting students, communicating school day curricula, providing feedback on students’ progress, sharing instructional practices, promoting access to facilities, providing resources or assistance).  

[Section 4204(b)(2)(D); ED Non-Regulatory Guidance, F-3; FDOE RFP and RFA; FDOE 21st CCLC Policy Manual]


Documents Required:




                      In Compliance:

[  ] Teacher feedback on need of students


         [  ] Yes


[  ] Meeting agendas





         [  ] No


[  ] Correspondence


[  ] Calendars of meetings and planning


[  ] Developing academic plans for individual students


      or groups of students


[  ] Other _____________________________________



        

(Specify)
21.  
The program shares information on the progress of 21st CCLC students with families of 


these actively participating students.
       
[FDOE RFP and RFA; FDOE 21st CCLC Policy Manual]

     
 Documents Required:


                
                    In Compliance:
              [  ] Notes from parent conferences



       [  ] Yes


 [  ] Correspondence on progress of individual students

       [  ] No


 [  ] 21st CCLC “report of progress”

 [  ] Other _______________________________________



        

(Specify)

22.  
The program has developed and implemented a plan for student recruitment and retentions. 
       
[FDOE RFP and RFA]

     
 Documents Required:


                
                    In Compliance:
              [  ] A plan for student recruitment and retention


       [  ] Yes


 [  ] Documentation of implementation of plan      

       [  ] No


 [  ] Other _______________________________________



        

(Specify)

23.  
The program has developed and implemented a professional development plan for staff. 
       
[FDOE RFP and RFA]

     
 Documents Required:


                
                    In Compliance:
              [  ] A plan for staff professional development


       [  ] Yes


 [  ] Evidence of staff participation in professional development          [  ] No

                    activities       

       


 [  ] Other _______________________________________



        

(Specify)

24.
The program offers a daily, nutritious snack and/or meal at no charge to students or family members. The snack or meal meets the requirements of the USDA National School Lunch Program for meal supplements.  


[FDOE RFP and RFA; FDOE 21st CCLC Policy Manual]


Documents Required:




                      In Compliance:

[  ] Documentation of funding for snacks
/meals

         
         [  ] Yes


[  ] Menu of snacks/meals




         [  ] No

[  ] Snack/meal tally sheet


[  ] Other ____________________________________


        

(Specify)

25.  
The program has developed and implemented a sustainability plan to ensure adequate resources are provided to sustain the program. 
       
[FDOE RFP and RFA; FDOE 21st CCLC Policy Manual]

     
 Documents Required:


                
                    In Compliance:
              [  ] Documentation of implementation of plan      
                    [  ] Yes




       





       [  ] No

26.
The program implements support for the reading initiative, Just Read, Florida! And for one or more of the State Board of Education Strategic Imperatives as described in the RFP, RFA, or amendment(s).  

[FDOE 21st CCLC Policy Manual; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Schedule of reading activities



         [  ] Yes


[  ] Reading curriculum specified in schedule

         
         [  ] No


[  ] Relevant staff development




         

[  ] Other __________________________________



         




(Specify)
27.
The program has disseminated and shared information about the project (including locations) to the targeted population, as described in the approved application, in a manner that is understandable and accessible to parents, staff, students, community members, and other stakeholders.
[Section 4204(b)(2)(A)(iii); FDOE 21st CCLC Policy Manual; FDOE RFP and RFA]


Documents Required:




                      In Compliance:

[  ] Evidence of program notifications, provided in a format or              [  ] Yes
                   language that parents can understand, informing staff, students,      [  ] No
                   community members, and other stakeholders regarding 

                    21st CCLC 


   
         
[  ] Documentation of information sharing and dissemination 
         
            

      (i.e., newsletters; school web-site/postings; announcements, letters)
         

[  ] Other ___________________________________


       

 (Specify)

28.
The program has established a 21st CCLC Advisory Board composed of students, teachers, parents, community agencies, and the private sector. The meetings are held, minutes taken, and attendance recorded. 

[FDOE RFP and RFA; FDOE 21st CCLC Policy Manual]

Documents Required:




                      In Compliance:

[  ] Composition of Advisory Board                                    
         [  ] Yes


[  ] Meeting agenda
                       



         [  ] No


[  ] Meeting minutes

 



[  ] Sign-in sheet

          


[  ] Other ___________________________________



         


         

(Specify)
29.
Student activities take place during non-regular school hours and days (after school, 
during holidays, teacher planning days; early release days, weekends, summer).

Documents Required:




                      In Compliance:

[  ] Documentation of days and times of field trips

         [  ] Yes


[  ] Documentation of days and times of special activities

         [  ] No
III. – FISCAL MANAGEMENT REQUIREMENTS
The sub-grantee uses funds received for this grant to implement the 21st CCLC program as described in the approved project application. 21st CCLC funds are used solely to pay for authorized programs or activities to meet the goals and objectives of the approved project application. Expenditures must follow the basic guidelines listed under the provisions of allowability of costs and must be clearly tied to goals and objectives of the grant.  Funds are used to supplement the amount of funds that would, in the absence of such Federal funds, be made available from non-Federal sources for the education of pupils actively participating in 21st CCLC programs, and not to supplant such funds.  In addition, fiscal control and accounting procedures must be sufficient to prepare reports and to trace funds to a level of expenditure adequate to indicate that the funds were spent properly.  
Financial management practices require a sub-grantee to have a system of internal controls to help program staff and financial managers achieve the results of the grant and safeguard the integrity of the program. Sub-grantees should consult the appropriate Office of Management and Budget Cost Principles for their particular type of organization.  LEAs should consult OMB Circular A-87; universities and colleges should consult OMB Circular A-21; and Non-profit organizations (CBOs and FBOs) should consult OMB Circular A-122.
[Public Law 107-110, Section 4203(a)(9) of Title IV, Part B; 34 CFR Parts 76 and 80 of EDGAR; ED Non-Regulatory Guidance; OMB Circular A-87; OMB Circular A-21; OMB Circular A-122] 
1.
Expenditures follow the basic guidelines for allowability of costs.  There is a clear 
indication that the costs were:

· Necessary  for the efficient performance or administration of the project,

· Reasonable, 

· Allocable to a particular cost objective in accordance with the relative benefits received,
· Legal &  authorized (or not prohibited) under state or local laws,

· Consistent with uniform policies of other federal & non-federal activities,

· Consistent with generally accepted accounting principles, and
· Adequately documented.
[Section 4205(a) of Title IV, Part B; Section 427 of GEPA; 34 CFR 76.303, 76.560, 76.561, & 76.563 of EDGAR; OMB Circular A-21; OMB Circular A-87 & OMB Circular A-122; ED Non-Regulatory Guidance, February 2003, Section G; Florida Department of Education, Green Book (2005)]


Documents Required:




                      In Compliance:

[  ] Final 2007-08 FA-399 – Disbursement Report
                      [  ] Yes


[  ] Approved DOE 101
and amendments (if any)

         [  ] No

   
[  ] Detailed 2007-08 Financial Transaction Report
2.
Employees whose salaries are paid solely from the 21st CCLC program have completed certifications attesting that the employee devoted 100% of his/her time and effort to the 21st CCLC program during the time certifying.  Certifications are prepared after-the-fact, and are signed and dated by either the employee or his or her supervisor. 
[OMB Circular A-87(B)(h)(3); OMB Circular A-122(B)(m); OMB Circular A-21(J)(10)]


Documents Required:




                     In Compliance:

             [  ] Semi-annual certifications for employees of local governments,      [  ] Yes
     LEAs, colleges, and universities.



         [  ] No

                                                       

[  ] Monthly certifications for employees of CBOs & FBOs                   [  ] N/A (no full-









time salaried employees)

3.
Employees whose salaries are paid from 21st CCLC and other funding sources have maintained appropriate Personnel Activity Reports (PARs) reflecting actual activities and time spent on identified projects on a monthly basis.  The PARs (also known as Time & Effort Logs or Time Distribution Records) were prepared after-the-fact, coincide with one or more pay periods, and are signed by the employee.
[OMB Circular A-87(B)(h)(4); OMB Circular A-122(B)(m); OMB Circular A-21(J)(10)]


Documents Required:




                      In Compliance:

[  ] Personnel Activity Reports (PARs)


                      [  ] Yes


      (also known as Time & Effort Logs or Time Distribution Records)           [  ] No










         [  ] N/A (no salaried









employees are paid from










21st CCLC & other funds)

4.
The amount of time that is charged to the 21st CCLC program for hourly paid employees is necessary and reasonable according to the number of hours the program operates on a weekly basis.  

[OMB Circulars A-87; A-122; and A-21]


Documents Required:




                     In Compliance:

[  ] Timesheets






        [  ] Yes

[  ] Payroll records indicating rate of pay and hours                               [  ] No

      worked weekly





        [  ]  N/A (no hourly 


[  ] Employee work schedules




                paid employees)

[  ] Payroll transaction reports 

5.
The program has charged the fringe benefits, and other costs associated with employees who are compensated with 21st CCLC funds according to the amount of time and effort devoted to the program.
[OMB Circular A-87 (h)(4); OMB Circular A-21 (J)(10); OMB Circular A-122 (B)(8)(m)]


Documents Required:




                      In Compliance:

[  ] Payroll records 





         [  ] Yes

[  ] Documentation that benefits were charged appropriately
         [  ] No 
             [  ] Payroll transaction reports



                      [  ] N/A (no fringe    

               [  ] Other _____________________________________
            benefits charged to 21st CCLC)




(Specify)                                                                                                                     
6.
Terminal pay benefits (i.e., early retirement) are charged to the 21st CCLC program according to the agency’s approved terminal pay plan. This terminal pay plan is mandatory (i.e., not optional) for all employees and the methodology for making terminal leave payments for employees who work with the 21st CCLC program is consistent with the treatment of terminal leave.  

[OMB Circular A-122 (B)(8)(g); OMB Circular A-87 (B)(8);  OMB Circular A-21 (J)(f)]


Documents Required:




                      In Compliance:

[  ] Agency’s approved terminal pay plan

                      [  ] Yes


[  ] Documentation that benefits were charged appropriately                  [  ] No


[  ] Other __________________________________                              [  ] N/A (no terminal
    


(Specify)



        pay benefits charged)
7.
The program has secured in-kind contributions or other funding sources to sustain the 
program, as stipulated in the RFP or RFA.

[Section 4204(b)(2)(K); 34 CFR 80.24(b)(6); ED Non-Regulatory Guidance, F-3, FDOE RFP and RFA; FDOE 21st CCLC Policy Manual]


Documents Required:




                     In Compliance:

[  ] Documentation of in-kind resources


        
        [  ] Yes


[  ] Records of grants or other resources
obtained

        [  ] No


[  ] Written agreements/pledges to receive in-kind 
                    


      contributions in the form of goods and/or services

         

[  ] Other ___________________________________






(Specify)

8.  
Travel funds are used for 21st CCLC staff to participate in authorized conferences, workshops, and/or meetings directly related to the 21st CCLC program and not to the general needs of the district or agency. The individual traveling has a direct relationship to the 21st CCLC program. Costs associated with travel are reasonable and necessary.
[Sections 4203(a)(9), 4204(b)(2)(G); OMB Circular A-87(B)(43), OMB Circular A-21(A)(J)(53); OMB Circular A-122(B)(51); ED Non-Regulatory Guidance, F-3, G-7; FDOE RFP and RFA; FDOE’s 21st CCLC Policy Manual]


Documents Required:




                      In Compliance:

[  ] Travel authorizations




         [  ] Yes


[  ] Conference/meeting agendas




         [  ] No

[  ] Records of travel reimbursements
9.  
The program has developed and implemented policies and procedures for procuring contractual services that include the following:
· Contracts for 21st CCLC services, regardless of contractual amount, include a written agreement containing clear and specific language regarding services to be rendered, contract period, method of payment, and sanctions for non-performance. 
· The sub-grantee verifies that the contractor or consultant is not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from transactions with a federal department or agency. 
· Professional and consultant services are rendered by persons who are members of a particular profession or possess a special skill, and who are not officers or employees of the agency receiving 21st CCLC grant funds. 
· The program has adequately managed its contracts with vendors to ensure that the service deliverables are adequately completed (completed in-time, in accordance with the terms of the contract, and in compliance with applicable Federal and State requirements).
· Contracts that are paid on a reimbursement basis or fixed rate for a specific period of time (i.e., monthly, quarterly) include written progress reports to be submitted detailing the activities accomplished for the invoice period.

· Contracts with vendors are procured in a manner that ensures a fair and reasonable price.

· Contracts exceeding $25,000 follow applicable procurement procedures and are competitively bid.

· Competitive contracts that result in fewer than two (2) bids are supported by a detailed price and cost analysis.

· Non-competitive contract (i.e., sole source) exceeding $25,000 are supported by a detailed price and cost analysis.
[Executive Order 12549; OMB Circular A-87(B)(32); OMB Circular A-122(B)(37)(a); OMB Circular A-21(J)(37); Section 287.058 F.S.; 34 CFR Part 80.36; 34 CFR Part 85.105 and 85.110; OMB Circular A-133 Compliance Supplement; Rule 60A-1.017, Florida Administrative Code; Florida Department of Financial Services- Reference Guide for State Expenditures; FDOE Green Book D-9; FDOE RFP & RFA; FDOE 21st CCLC Policy Manual]


Documents Required: 
    




             In Compliance:

[  ] Procurement procedures 
   
[  ] Yes


[  ] Executed contract for services
   
[  ] No
10.  
The sub-grantee has implemented characteristics of effective internal control over 
financial management of 21st CCLC funds to reasonably ensure that misstatements, 
losses, or noncompliance with applicable Federal and State laws, regulations, and 
policies are prevented or detected. Some characteristics of effective internal control are:
· Transactions are properly recorded and accounted for in order to


     
permit the preparation of financial statements & reports, maintain


    
accountability over assets, and demonstrate compliance with applicable 


    
laws, regulations, and policies.

· Transactions are executed in compliance with laws, regulations, 

      
 and the provisions of  the grant application.
· Funds, property (equipment) and other assets are safeguarded against loss from unauthorized use or disposition.


[34 CFR Parts Part 76 & 80 of EDGAR; OMB 
Circular A-133, Compliance 
Supplement, Part 6; FDOE 21st CCLC Policy Manual]  

Documents Required: 
    In Compliance:


[  ] Financial transactions indicate funds were recorded & expended       [  ] Yes

      appropriately.





           [  ] No

[  ] Payroll records are accurate.







    

[  ] Internal audits are conducted to ensure compliance with 

     applicable laws, regulations, & policies.
11.
The program has established written procedures and requirements governing the use of local-owned or leased cellular telephones to ensure 21st CCLC grant funds are used solely for conducting official business of the 21st CCLC program, and not for personal use or business purposes outside 21st CCLC. Such written procedures and requirements include clear and appropriate ramifications for employees using such cellular telephones for personal use, including reimbursement of unauthorized phone calls. Further, the program has established methods of appropriately inventorying cellular telephones purchased with 21st CCLC funds, including a method of tracking and auditing all calls made with local-owned or leased cellular telephones to include:
· Collection and storage of all detailed monthly billing statements.
· Written record of business usage to minimally include the place and time of the call, the business purpose of the call (including who was called and for what purpose, and the relationship of the person using the phone to the agency owning or leasing the phone).
· A procedure for comparing written records of business usage with monthly statements of service fees.

[Section 280(F) of Internal Revenue Services; Florida Department of Financial Services – Reference Guide for State Expenditures]

Documents Required: 
    In Compliance:


[  ] Procedures for cellular telephone usage

                        [  ] Yes


[  ] Written records for tracking phone calls

                        [  ] No


[  ] Methods of inventorying cellular phones


           [  ] N/A
           
[  ] Methods of tracking and auditing phone calls
12.
The program uses federal funds only to supplement the amount of funds available from non-federal resources for the education of students participating in the 21st CCLC program.

[Section 4204(b)(G) of Title IV, Part B; ED Non-Regulatory Guidance, February 2003, Page 7; OMB Circular A-21, OMB Circular A-87, & OMB Circular A-122; FDOE 21st CCLC Policy Manual]

Documents Required: 
    In Compliance:


[  ] Documentation of funds used only to supplement local after              [  ] Yes


      school program, and such funds are not used to satisfy                       [  ]  No


      other Federal, State, and local requirements



IV. – PROPERTY MANAGEMENT REQUIREMENTS
Recipients of 21st CCLC awards are required to follow Section 273, Florida Statutes and Florida Department of Financial Services, Rule 69I-72, Florida Administrative Code. Florida statutes define “property as “fixtures and other tangible personal property of a non-consumable nature the value of which is $1,000 or more and the normal expected life of which is one year or more”.  Property is also referred to as “capital outlay items”.  When determining if tangible personal property should be classified as capital outlay, each agency should utilize its purchase price threshold amount to classify an item as capital outlay, as long as the threshold amount does not exceed the state of Florida’s threshold of $1,000.  Sub-grantees are required to implement property management procedures ONLY for equipment classified as “capital outlay”. During the self-assessment process, sub-grantees should determine if property management practices as specified in the Rules of the Florida Department of Financial Services have been implemented and if the property purchased with 21st CCLC funds is being used SOLELY to support 21st CCLC activities.   
[Florida Statutes, Chapter 273; Rule of the Florida Department of Financial Services, Rule 69I-72, Florida Administrative Code, FAC; FDOE Green Book; FDOE 21st CCLC Policy Manual]
1.
Custodians shall maintain adequate records of property (equipment) in their custody 
purchased with 21st CCLC funds since the inception of the program. The records shall 
contain at a minimum the information required by Rule 69I-72.003 to include:

(a)  Identification number

(b)  Description of item or items 

(c)  Physical Location (building name and room number)

(d) Name of custodian or delegate with assigned responsibility for equipment

(e) Class code

(f)  In the case of a property group, the number and description of the component


items comprising the group.

 (g)  Name, make, or manufacturer, if applicable

(h)  Year and/or model(s), if applicable

(i)   Manufacturer’s serial number, if any

(j)
Date acquired

(k)  Cost or value at date of acquisition for the item or the identified component parts 
thereof

(l)  Method of acquisition to include voucher or check number

 (m) Date the item was last physically inventoried and the condition of the item at 
that date.

(n) If certified as surplus, the information prescribed in Section 273.05(5) F.S.

(o) If disposed of, the information prescribed in Rule 69I-72.005 F.A.C.

(p) Any other information on the individual property record that the custodian may 


care to include.
[Chapter 273.02 Florida Statutes; Rule of the Florida Department of Financial Services, Rule 69I-72, Florida Administrative Code, FAC]


Documents Required:




                       In Compliance:

[  ] Property records containing all information listed above
          [  ] Yes


      are maintained and include all property purchased since the 
          [  ] No


      inception of the program

  

         
          [  ] N/A (no property








 
           has been purchased)






2. 
Each item is permanently marked (unless marking would significantly impair or mar the item) with the identification number assigned in order to establish its identity and ownership by the custodian holding title to the item.  

[Chapter 273.02 Florida Statutes; Rule of the Florida Department of Financial Services, Rule 69I-72, Florida Administrative Code, FAC]


Documents Required:





             In Compliance:


[  ] Equipment/capital outlay items have been marked accordingly
[  ] Yes


       







             [  ] No











[  ] N/A (no property









 
           has been purchased)



3.
The program conducted a physical inventory at least once during the 2007-08 project year 
and/or conducted an additional inventory due to a change in custodian.  The inventory verified 
information on each item as described in requirement #1, items (a) through (j). Also included 
on the inventory form were the date of the most current inventory, the condition of each item at 
the time of the inventory, the existence and location of each item (or its absence), and the 
signature of the 
person who conducted the inventory. 

[F.S., Chapter 273.02; Rule of the Florida Department of Financial Services, Rule 69I-72, Florida Administrative Code, FAC; FDOE 21st CCLC Policy Manual]


Documents Required:




                    In Compliance:

[  ] Property inventory records with all required information       
         [  ] Yes










         [  ] No










         [  ] N/A (no property









 
           has been purchased)
4.
Following the inventory, the information on the inventory form was reconciled with the 
Property Records.  Items not located were reported to the appropriate authorities for a 
thorough investigation.  Differences in location or condition were noted and corrected, if 
necessary (i.e., relocated).

[F.S., Chapter 273.02, Rule of the Florida Department of Financial Services, Rule 69I-72, Florida Administrative Code, FAC]


Documents Required:




                      In Compliance:

[  ] Police reports





         [  ] Yes
             [  ] Damage and loss reports




         [  ] No


[  ] Inventory records noting differences



         [  ] N/A (no differences
             [  ] Other ________________________________

               noted)




(Specify)



                         

5.
The program has developed a control system to ensure adequate safeguards to prevent loss, damage or theft of property.  Any loss, damage or theft of 21st CCLC property is reported appropriately.  

[34 CFR Part 74.34 of EDGAR; 34 CFR Part 80.32 of EDGAR]

Documents Required:




                      In Compliance:

[  ] Board/agency policies




         [  ] Yes


[  ] Police reports





         [  ] No


[  ] Damage and loss reports




         [  ] N/A (no property

[  ] Other ___________________________________

         has been purchased)


        

(Specify)

6.
The program has adequate maintenance procedures in place to keep property in good condition.  

[34 CFR Part 74.34 of EDGAR; 34 CFR Part 80.32 of EDGAR]

Documents Required:




                      In Compliance:

[  ] Maintenance agreements purchased



         [  ] Yes


[  ] Maintenance records




         
         [  ] No


[  ] Other ___________________________________
         
         [  ] N/A (no property





(Specify)



          has been purchased) 
7.
Items of equipment no longer needed by the 21st CCLC program, for which they were purchased, were offered to other Federally-funded programs before being disposed of.  

[34 CFR 80.32(e) of EDGAR; FDOE Green Book; FDOE 21st CCLC Policy Manual]

Documents Required:




                      In Compliance:

[  ] List of items and program(s) that received each item

         [  ] Yes

[  ] Inventory records showing transfer of item(s)

                      [  ] No


[  ] Documentation to prove no other program wanted item(s)
         [ ] N/A (all items 








          still needed) 





         

      
8.
The sub-grantee notified the FDOE, 21st CCLC Program Director, prior to disposing of capital outlay items.  Disposition is warranted if such items will no longer be used in projects or programs currently or previously sponsored by the Federal government.  The sub-grantee has secured the following: 

· Prior permission for disposition of 21st CCLC property was received 
     
 from the FDOE.
· Property records, including disposition data, were transferred from 

                 
 active file to inactive file  and reconciled property records as appropriate.


[FDOE Green Book; FDOE 21st CCLC Policy Manual]

Documents Required:




                      In Compliance:

[  ] Property records indicating disposition and transfer

         [  ] Yes


[  ] Documentation of FDOE approval for disposition

         [  ] No

[  ] Policies and procedures for managing and disposing of                    [  ] N/A (no items 
                   inventory                                                                                          have been disposed of

[  ] Other ___________________________________

         

        



(Specify)



         
9.
The following information was recorded on property records for each item lawfully 
disposed of:
· Date of disposition

· Authority for disposition (i.e., FDOE approval),

· Manner of disposition (donated, transferred, cannibalized, sold, scrapped, destroyed)

· Identity of the employee(s) witnessing the disposition if cannibalized, scrapped or destroyed)

· A notation identifying any related transactions (such as, receipt for sale, insurance recovery, trade-in)

 [Section 273.05 and Section 273.055, Florida Statutes; Rule of the Florida Department of     

  Financial Services, Rule 69I-72, Florida Administrative Code, FAC]

Documents Required:




                      In Compliance:

[  ] Property records with required information indicating

         [  ] Yes

       removal of cost of item(s) disposed of.


         [  ] No

[  ] Other method containing required information:

         


      _______________________________________________              [  ] N/A (no items have



          (Specify)





          been disposed of)


10.
When purchasing equipment that will be used by 21st CCLC and non-21st CCLC participants, costs related to the purchase of such equipment are shared accordingly.
[OMB Circular A-21(C)(4)(3); OMB Circular A-87(A)(C)(3); OMB Circular A-122(A)(4)]


Documents Required:




                      In Compliance:

[  ] Documentation of costs shared of equipment, percentage of time     [  ] Yes


      used by 21st CCLC program, and percentage of time used                [  ] No


      during regular school hours.                                                               [  ] N/A


[  ] Other:  __________________________________________            




(Specify)
11.
When the program shares 21st CCLC purchased equipment with non-21st CCLC participants and the costs for the equipment were not shared, the agency has ensured that:

· The equipment is primarily used to meet 21st CCLC participants’ needs.

· The use of equipment in non-21st CCLC activities does not interfere with the quality or effectiveness of the services provided to 21st CCLC students, increase the cost or wear and tear of using the equipment, or result in the exclusion of 21st CCLC students’ use of the equipment.



Specify amount of time used for non-21st CCLC activities weekly:



_________________________________________________________________

[FDOE 21st  CCLC Policy Manual]

Documents Required:




                      In Compliance:

[  ] Documentation of non-21st CCLC use


         [  ] Yes


[  ] Schedule of non-21st CCLC use

        

         [  ] No


[  ] Number of non-21st CCLC students using

        
         [  ] N/A (only used 

      equipment






         for 21st CCLC program)

[  ] Other _________________________________




(Specify)





V. – EVALUATION REQUIREMENTS
The Florida Department of Education expects that each sub-grantee will undergo periodic evaluations to assess progress toward achieving its goal of providing high-quality opportunities for academic enrichment.  The evaluation must be based on the factors included in the Principles of Effectiveness.  The results of the evaluation must be used to refine, improve, and strengthen the program and to achieve performance measures, and must be made available to the public upon request. 
[Sections 4202(c) & 4205(b) of Title IV, Part B; Section 9101(37) of Title IX, Part A; 34 CFR 74.51, 76.722, & 76.770 of EDGAR; ED, Non-Regulatory Guidance, February 2003; FDOE 21st CCLC Policy Manual]
1.
     The program conducted periodic evaluations as described in the approved application to continuously assess progress toward achieving each objective.

       
[Section 4205(b)(1)(2); FDOE 21st CCLC Policy Manual; FDOE RFP and RFA]
        
Documents Required:




                   In Compliance:
         
[  ] Documentation of periodic evaluations                                           [  ] Yes

                   as described  in approved application       


      [  ]  No

         
[  ] Periodic evaluation findings 

[  ] Follow-up plan to utilize findings from the periodic evaluations 
2.  
Results of periodic evaluations are used to improve the overall program or to modify 
program activities.

       
[Sections 4205(b)(1)(2); FDOE 21st CCLC Policy Manual]


Documents Required:




                     In Compliance:


[  ] Documentation of new projects or activities


        [  ] Yes


[  ] Evidence of adoption of a new curriculum


        [  ] No


[  ] Other _________________________________                               [  ] N/A (modifications




(Specify)




              not necessary)

3.  
The program timely submitted all required data to the State of Florida and the Federal Profile and Performance Information Collection System (PPICS).
       
[FDOE RFP and RFA]


Documents Required:




                     In Compliance:


[  ] Documentation of State of Florida data submission

        [  ] Yes


      as required by and described in approved application
                     [  ] No


[  ] Documentation of Federal data submission (PPICS)                              

[  ] Plan to ensure necessary data is collected as required

                   throughout program year (e.g., grades, FCAT scores)






              
4.  
The program conducted a summative (end-of-year) evaluation for the 2007-08 project year to demonstrate progress toward achieving stated objectives, as well as providing a plan for enhancing program in future program years. 
       
[FDOE RFP and RFA]


Documents Required:




                     In Compliance:


[  ] Summative evaluations as   

                                               [  ] Yes


[  ] Summative evaluation submitted to FDOE in timely manner          [  ] No


      consistent with requirements of RFA or RFP

[  ] Follow-up plan to utilize findings from the summative evaluation                                  
SAMPLE CORRECTIVE ACTION
For each item of non-compliance that the sub-grantee discovered during the self-assessment process, a corrective action (CA) plan must be developed to achieve compliance.  The following is a sample corrective action.  Each CA form must be submitted with the completed Monitoring and Self-Assessment Work Papers.  The P & C office will review the CA form to determine whether the CA addresses the finding. Upon approval, the sub-grantee is responsible for implementing the CA as stated on the CA form, within the timelines indicated, and should maintain documentation that the CA was implemented.
District/Agency (fiscal agent)

Mars Hill County
Name of Program:


The SMART Program
Project Number:


123456789OK
Component Number: 


 IV
Component Title:  


Property Requirements
Indicator Number:
 

 1
Finding:

No property records of 21st CCLC equipment could be located at the time of the self-assessment.

Corrective Action:

The district/agency will develop a list of all equipment (capital outlay items) purchased with 21st CCLC funds since the inception of the program.  Capital outlay items will be listed separately and will be inventoried by the project director (acting as the custodian) according to the Rules of the Auditor General.  
Expected Date of Implementation:  01/01/2009          Expected Date of Completion: 03/01/2009
______________________________
______________________________     ______

Project Director’s Name (Please Print)
Project Director’s Signature

Date



____________________________
_____________________________       _______   

Administrator’s Name (Please Print)
Administrator’s Signature    

Date



21st CCLC FINDINGS & CORRECTIVE ACTIONS FORM

Monitoring and Self-Assessment Work Papers

Fill in the blanks at the top of the form with identifying information.  Component numbers, titles, and indicator numbers are specified in the Monitoring Work Papers.  For each requirement for which the subgrantee checked “not in compliance”, a corrective action must be developed. The corrective action should be specific enough to identify who will be responsible for implementing the corrective action, what action will take place to correct the finding, when it is expected to be implemented, and how the corrective action will be documented. Please use a separate sheet for each finding. (Make additional copies, as needed).

District/Agency: 

_________________________________________________

Project Number: 

_________________________________________________

Name of Program: 

_______________________________________________

Component Number:

________

Component Title: 

________________________________________________

Indicator Number:

 ________

Finding:

Corrective Action: 

Expected Date of Implementation:  _______ 
Expected Date of Completion: ________
______________________________        ______________________________                   _______

Project Director’s Name (Please Print)
         Project Director’s Signature

     Date



_______________________________
   ________________________________               _______

Administrator’s Name (Please Print)
         Administrator’s Signature

                  Date
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