21st Century Community Learning Center (CLC) Program
Site Monitoring Agenda Template

Complete this agenda and return to the Department of Public Instruction (DPI) 
[bookmark: _GoBack]two weeks prior to monitoring visit

	I. SITE MONITORING OVERVIEW

	Monitoring Date
	Site Location

	[bookmark: Text3]     
	[bookmark: Text1]     

	Site Address	
	

	[bookmark: Text2]     



	II. ENTRANCE INTERVIEWS

	Entrance interviews should immediately precede program observation, and a minimum of 1.5 hours should be scheduled. Both the CLC coordinator and building principal are required to attend the initial interview period.  Note that program partners and/or line staff members may be invited to the interviews, but should only be invited if they are able to be present for the entire interview block.

	[bookmark: Text6]Time (e.g., 1:00 – 2:30 p.m.):      

	Entrance Interview Period Attendees (First & Last Name):

	CLC program coordinator (required):      

	Site manager (if different than the CLC program coordinator):      

	Building principal (required):      

	District Superintendent/Agency Lead (optional):     

	                               Representative of partner agency/organization (optional):     

	Program teacher/tutor (optional):      
Other(s):      

	Discussion:

	· Review standard program day and operations
· Attendance
· Recruitment strategies
· Academic enrichment programs 
· Youth development programs
· Family programs
· Staffing
· Day school collaboration
· Program evaluation and use of data
· Transportation plan
· Sustainability
· Roles and contributions of community partners
· [bookmark: Text7]Additional topic(s):      



	
III. PROGRAM OBSERVATION

	Observations should include check-in time, snack (if offered), academic enrichment sessions, homework help, tutoring (if provided), youth development programming, recreation activities, and exit/transportation procedures. Plan to provide a guide for site monitors for the duration of the program.  Plan observations to illustrate the full range of program activities. Note that it is highly desirable to observe at least one program activity being provided by program partners, those who are not part of the center’s regular CLC staff, even if it would not normally be part of the scheduled activities on the day selected for the monitoring visit. 

	Activity Type (Name/Describe Activity)
	Time 
	Grades Served
	Room(s)

	
	     
	[bookmark: Text8]     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     



	IV. RECORD REVIEW

	For the documents that were not required to be provided to DPI prior to monitoring, provide evidence to DPI staff that supports meeting program requirements, per the Monitoring Survey Tool. Documents will be discussed during the exit interview.



	IV. EXIT DISCUSSION

	Exit interviews should take place the day following program observation, before 11 a.m., and a minimum of 1.5 hours should be scheduled. Both the CLC coordinator and building principal are required to attend.

	Meeting Date (scheduled the morning following observation)
	Time (e.g., 9:00 – 10:30 a.m.)

	     
	[bookmark: Text9]     

	Location	
	

	     

	Attendees (First & Last Name):

	CLC program coordinator (required):      

	Site manager (if different than the CLC program coordinator):      

	Building principal (required):      

	[bookmark: Text10]District Superintendent/Agency Lead (optional):     

	[bookmark: Text11]Representative of at least one partner agency (optional):     

	Program teacher/tutor (optional):      
[bookmark: Text14]Other(s):      

	Discussion:
· Clarifying questions
· Program strengths
· Areas for improvement
· Corrective action (if applicable)
· Technical assistance needs
· Additional topic(s):      





