Early Learning Coalition of North Florida
Monitoring Plan (contract/fiscal year 2015/2016) 

for Primary Service Provider Contractor, 

Episcopal Children’s Services

Purpose 

To review key areas of the fiscal and programmatic areas of the contracted services for delivery of the School Readiness (SR) and Voluntary Prekindergarten (VPK) grant awards, as the primary service provider/sub-recipient contractor.   Processes and results are monitored for compliance, integrity, efficiency, and possible improvements in services. 

Contract monitoring is intended to guide the Contractor and the Coalition in ensuring that the contract terms and conditions are being met, the Contractor is complying with the contract terms including following universal administrative, financial, and programmatic terms and conditions mandated by federal and state law, rules and regulations and Coalition policy, and the Contractor’s administrative systems are adequate to manage all contracted funds.

Risk Assessment

Before planning the extent of necessary monitoring, the Coalition performs a risk assessment to determine the extent/depth of monitoring needed for each contractor.

The following table represents Episcopal Children’s Services assessment scoring and results for 2015/2016:

	Risk Assessment Criteria

	
	Level of Risk

	Risk Factors
	High
	Medium
	Low

	1.  Performance History
	
	
	X

	2.  Financial Stability
	
	
	X

	3.  Management Systems
	
	
	X

	4.  Previous Findings
	
	
	X

	5.  Compliance with contract requirements
	
	
	X

	6.  Program Complexity
	X
	
	

	7.  Percentage of funds passed through 
	X
	
	

	8.  Award size
	X
	
	

	9.  Experience with sub-recipient
	
	
	X

	10.  Personnel or system changes
	
	
	X

	Totals
	3
	0
	7

	Weighted Scores
	(3x)  = 9
	(2x) = 0
	(1x) = 7

	Total weighted score 16 /10 categories = 1.6 (medium risk)


Description of Monitoring

The Early Learning Coalition of North Florida has scheduled the 2015/2016 monitoring to ensure all four quarters will be monitored in a timely manner.  

The fourth quarter monitoring is scheduled to ensure time for any corrective billing by the 13th invoice.

As indicated in the risk assessment, the Coalition will perform “medium” level on-site monitoring for 2015/2016, and the key areas to be monitored are:

Full-scale Quarterly (due to on-going minimum requirements)
1. Administrative and programmatic policies/procedures, job descriptions, and organizational chart review and updates

2. Data security system updates

3. Fiscal review of non-direct costs (SR and VPK) (including staffing allocations, cost allocation, prior approvals)
4. SR enrollment and eligibility (client files)
5. SR attendance review/payment validation
6. VPK enrollment and eligibility (client files)
7. VPK attendance review/payment validation
8. VPK provider requirements (provider files)
Coalition School Readiness Plan Compliance
The monitoring schedule (separate document) indicates which elements to be monitored during which quarters.  From the ELC of North Florida SR Plan effective July 1, 2015:

a) III. C. Inclusion
b) II. B. SPE (Single Point of Entry)
OEL Scorecards
As the OEL Scorecards for 2015/2016 have not been posted as of this date, these will have “To Be Determined” upon release and evaluation.  The Coalition will update the Monitoring Schedule and ensure the Contractor (ECS) is made aware.

Additional Monitoring

1. Annual Data and Data Security Systems Review

2. Annual OEL Attendance/Reimbursements Staff Interviews

3. Contract certifications/Assurances verification

4. Fiscal overview to include review of internal controls and cost allocation plan review
Additional Fiscal Monitoring

In addition to the above-mentioned monitoring, the Coalition will perform an analysis of ECS’s single audit.  The analysis will be in the form of a memo report issued to the Coalition board.  Should there be any findings, the Coalition will issue a management decision on all audit findings within six months after receipt of ECS’s audit report.  The Coalition will ensure and verify that ECS takes appropriate and timely action.
Will NOT be monitored [due to recent satisfactory reviews]
1. SR provider services and developmentally appropriate curriculum (provider agreement/education files)

2. Unified Waiting List

3. Child pre-post assessments

4. Personnel files/background screenings

5. Provider assessment

6. CCR&R and school age

7. Infant/toddler 

8. Staff development and training

9. Child care provider monitoring
Please see attached schedule for all planning dates and additional information.

Monitoring Tools

The Coalition will continue utilizing the contract monitoring tool that was first established in 2007/2008, edited to be current with the 2015/2016 contract.  From this tool, applicable criteria will be extracted for each monitoring.

The rating scale will be scored from a review of a compilation of requested documents, additional monitoring tool results, observations, interviews, and other applicable resources.   The additional monitoring tools may be modified as a result of further research or discussions during the scheduled pre-monitoring meetings, or from OEL updates, trainings, or guidance.

Whenever possible, the Coalition will utilize tools designed by the Office of Early Learning, and follow similar sampling and reporting processes.  Sample sizes for OEL’s Eligibility Monitoring Tool will be determined, on an annual basis, from OEL’s Fact Book for the Coalition’s previous year’s activity.
Please see attached tools for more information. 

Expectations from Monitoring

From each monitoring, the Coalition will address any compliance issues, training issues, or observations that should be addressed by the Contractor.  In addition, the Coalition will acknowledge any processes that would be considered a “best practice,” if the Contractor performed beyond the normal realm of requirements, and improves upon a process.

Throughout the monitoring process, the Coalition and Contractor will collaborate to perform any research needed and to create solutions for situations that may arise.  

On the last day of each monitoring, the Coalition staff will either meet in person, or by phone, with the Contractor staff for an exit interview.  If time allows, the Coalition will draft a memo to either hand-out or e-mail, so that all participants have a written copy as well.  In addition, all monitoring tools (in draft form) will be left with and/or e-mailed to the Contractor with the exit memo, at the end of each monitoring, so that the Contractor can begin preliminary follow-up.

With one-week increments, and as scheduling permits, the following actions will occur:

1. Coalition draft report and draft tools
2. Contractor response to draft report (and revised tools, if needed)
3. Final Coalition report with final tools

4. Contractor response and proposed corrective action plans (if applicable)
5. Coalition acceptance/rejection letter (of corrective action plans) with terms and timelines (if applicable)
From this, the Contractor will have one month to complete any outstanding corrective actions (including the resolution of any questioned costs).  The Coalition recognizes that this may not always be possible and will consider other timelines, depending on the corrective action needed.  

The receipt of all outstanding corrective action items will be tracked by the Coalition.  Once all items are received and the Coalition is satisfied, or if no corrective action items were needed, a monitoring close-out letter will be issued to the Contractor.  
In Closing

It is the Coalition’s intent to verify compliance with all Coalition and applicable governmental regulatory codes, laws, rules and policies, as well as to improve on all practices related to the program delivery system, as provided by Episcopal Children’s Services.  It is also the Coalition’s goal to continue to build upon the professional cooperation and shared vision of the Coalition and ECS.
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