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(Enter Appropriate Program Title)  

Monitoring Procedures

Office Supplies 
(Pens

(Pencils

(Note pads

(Yellow Highlighter

(Sticky Notes/Page Markers

(Paper Clips, Binder Clips

Resource Materials for the Monitoring Team

 FORMCHECKBOX 

Extra copies of Monitoring Tools 

· All manuals referenced in the Monitoring Tools

· Current FY Agreement Addenda or Contract 

· Upcoming FY Agreement Addenda or Contract

· Budget and Target Number Information for current and upcoming FY 

· Current and Upcoming FY Fee Schedules

· Data code sheets and instructions

· Recent performance reports and pending data

Monitoring Introduction Meeting Agenda

1. Introductions / Recognition and appreciation of their participation (Record staff present on the Onsite Monitoring tool) 

2. Review the Monitoring Process (Monitoring process previously mailed to the agency)

3. Discuss the Pre-Assessment Tool findings & answer staff questions

4. Make note of any pertinent information staff share that impacts their services

5. Discuss the agenda for the day

6. Identify contact information (office location and phone numbers) of key staff

7. Request <Enter Program Title>  site staff to provide an orientation relating to format 

8. Locate Policy and Procedure manuals

9. Discuss any final questions or comments from staff - Identify staff that will be attending the exit conference

10. Closing remarks

Onsite Monitoring Process

1. Review materials and records using the <Enter Program Title> Review tools 

2. Review local policy and procedure manuals and contracts - Assess whether they are current

3. Meet with fiscal management staff to complete the monitoring questions on the onsite tool

· General Ledger of past 2-3 months to compare to Expenditure Reports for coinciding months

· Invoices from Service Providers - review for appropriate rate reimbursement

· Review contracts with sub-contractors

· Time analysis - for staff paid through <Enter Program Title> for appropriate use of funds

4. Monitoring team discusses their findings to be presented at the exit conference using the Monitoring Team Exit Conference form.

5. Complete the On-site Monitoring tool 

6. Complete the Monitoring Team Evaluation Remarks form regarding changes to process if needed.

Monitoring Exit Conference

1. Review team members discuss monitoring findings 

2. Provide recommendations for quality improvement per monitoring findings

3. Review the corrective action plan tool for non-compliance of established standards

4. Share and review exit conference materials which include:

· Performance Reports (most recent reports)

· Discuss case management concerns identified and pending/alert value cases

· <Enter Program Title>  Performance Indicators

· <Enter Program Title>  staff contact information

· <Enter Program Title> staff to complete the Monitoring Process Evaluation Form; collect additional evaluations from all Exit Conference participants and submit within one week

5. Closing remarks 


Planned Action and Follow-Up:

· If the analysis reveals program services meet established standards, the provider will be re-monitored in three (3) years.

· If analysis reveals non-compliance of the established standards, it is the responsibility of the provider to develop a corrective action plan.

1) The Monitoring Team will notify the appropriate provider and state staff, in written form, of the monitoring findings and need to initiate planning for corrective action within <Number Inserted> days of the monitoring site visit.

2) If a written corrective action is required, providers will be given <Number Inserted> days to submit and implement the plan.

3) The < Responsible Office> will schedule retraining or professional in-service as indicated in collaboration with the individuals in the provider office responsible for implementing the corrective action.

4) The Monitoring Team will re-evaluate <Number Inserted> months after the corrective action plan is approved.

5) A copy of all <Enter Program Title> Monitoring correspondence will be placed in the county file in the <Program's> Finance Director's office.
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