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NC Pre-K Contractor Monitoring Tool for State Fiscal Year (SFY) 2011-2012

The NC Pre-K Contractor Monitoring Tool is based on the NC Pre-Kindergarten Program Requirements (issue date August 2011) and the NC Pre-K Fiscal and Contract Manual (revised December 2011).  This tool is designed to provide checklists of those components of the program that must be reviewed annually.  After initial review, those components that require further attention should be evaluated again within the same school year.  Regular, systematic, and focused supervision of NC Pre-K programs ensures that sound, high-quality and appropriate services are implemented and maintained.

The use of the NC Pre-Kindergarten Program Requirements, the NC Pre-K Fiscal and Contract Manual, the Contractor Monitoring Tool, and the accompanying NC Pre-K Site Monitoring Tool(s) ensures uniformity across programs throughout the state and should be used in developing local county/regional plans.  Compliance areas include program and fiscal components, which are addressed by this tool. 

Instructions

1. By October 31st  of the program year (or within 90 days of when a new site begins participation in the NC Pre-K program), the Contractor (or designee) must have an original copy of the NC Pre-K Site Monitoring Tool  from each NC Pre-K site on file.   

2. Results from the Site Monitoring Tool should be used to complete Section D on the NC Pre-K Contractor Monitoring Tool.  Specific concerns for any site/classroom must be recorded and attached to the Contractor Monitoring Tool.
3. By January 31st of the program year, the Contractor should make at least one annual site visit to each the NC Pre-K program site/classroom.  During the visit, the Site Monitoring Tool should be discussed and validated by the local Contractor.  For sites/classrooms that have not met specific guidelines, plans to meet compliance should be reviewed and monitored for completion.  This may require additional classroom visits by the Contractor.
4. The Contractor Monitoring Tool must be made available for review during a scheduled monitoring/compliance visit or call conducted by the State.  Such visits will be scheduled during February through May 15 of the program year. The local Contractor will be contacted by the NC Pre-K State Program to set a specific date and time.  Staff from the DCDEE Administration Section will inform your agency of when to fax the Monitoring Tool to DCDEE.
5. By May 31st of the program year the Assurance Statement on page 7 of the Contractor Monitoring Tool is completed, signed, and dated.  Any written action plans, timelines and other information to support progress toward standards not met are attached and mailed to the NC Pre-K State Program Administration Section. 
6. By June 15th of the program year the DCDEE Administration Section reviews, signs, dates the NC Pre-K State Program Validation Section on page 7 and returns a copy of the Contractor Monitoring Tool to the local Contractor (or designee) along with any plans for meeting the program and fiscal requirements.
7. By June 15th of the program year, the Contractor reports results to the local NC Pre-K Committee.  Information included in the tool should be considered in planning for the upcoming program year.
8. An original copy of the tool will be maintained by the NC Pre-K State Program Administration Section as evidence of guideline compliance.
9. A fiscal/contract monitoring worksheet will be sent to Contractors before desk audits and site visits by DCDEE are conducted.
This NC Pre-K Contractor Monitoring Tool is available on the DCDEE web site at http://www.nc.childcare.net  

NC Pre-K Contractor Monitoring Tool for State Fiscal Year (SFY) 2011-2012

 

*Items marked with an asterisk will be verified at the NC DCDEE NC Pre-K State Program prior to the state office monitoring visit.  *All sections of tool are numbered according to the NC Pre-Kindergarten Program Requirements or the NC Pre-Kindergarten Program Fiscal and Contract Manual 

Section 2: The County/Region NC Pre-K Committee (NC Pre-Kindergarten Program Requirements) 

	B.  Committee Structure and Meetings
	Source
	Yes
	 No
	N/A
	Plan or clarification 

[who, what, when; or exception letter on file]

	Co-Chairs

B1.  Co-chairs appoint committee members.

B2.  Co-chaired by school superintendent and Smart Start Board Chair or designees assigned in writing.

B3.  Contract Administrator does not serve as co-chair.


	phone log, letter, or email
written documentation on file for designee(s)
committee meeting minutes

	
	
	
	

	B4.  If more than one LEA or Smart Start organization, all superintendents and Smart Start Board Chairs must be on committee or designees assigned in writing.


	· committee membership list

· committee meeting minutes

· written documentation on file for designee(s)
	
	
	
	


Section 2: The County/Region NC Pre-K Committee (continued)
	B.  Committee Structure and Meetings (continued)
	Source
	Yes
	 No
	N/A
	Plan or clarification

	Membership

B5.  Membership includes required representatives.

Committee Meetings

B6.  Meeting schedule set.

B7.  Minutes are kept of all meetings, documenting meeting attendance, items discussed, and actions or decisions made, including actions that “require committee approval.”
	· Contract, signatory page
· meeting schedule /calendar

· committee member attendance and
· committee meeting minutes 
	
	
	
	

	C.  Committee Authority


	Source
	Yes
	No
	N/A
	Plan or clarification

	C1.  Minutes and signatures submitted to the state when required.
	· committee meeting minutes
	
	
	
	

	C2.  Actions requiring full committee or co-chair approval have followed Program Requirements.

	*copy of minutes 
	
	
	
	

	D.  Additional Functions – Committee and Contractor
	Source
	Yes
	No
	N/A
	Plan or clarification

	D1.  County/Region Transition Plan- written plan(s) include(s) ways to transition children into and out of the NC Pre-K classroom.
	· written plan(s) on file
	
	
	
	

	D2.  Site or County/Region Transportation Plan -  

Written transportation plan(s) accommodating needs of children developed by contractor and/or sites.  Reasons for not providing transportation are noted in writing.
	· written plan on file or 

· written explanation if transportation is not provided.


	
	
	
	

	E.  Reporting Program Progress


	Source
	 Yes 
	No
	N/A
	Plan or clarification

	E1.  Contractor reports periodically to the County/Region NC Pre-K Committee on the implementation of the county/region plan
	· committee meeting minutes and
· copy of reports
	
	
	
	


Section 3:  The NC Pre-K Child (NC Pre-Kindergarten Program Requirements)    

	A.  NC Pre-K Child Enrollment Eligibility
	Source
	Yes
	No
	N/A
	Plan or clarification 

	A1.  Uses state Requirements for service eligibility and income is verified.  


	· child application or other documentation with parent signature and
· current NC Pre-K Scorecard and Income 
Eligibility tables used and
· sampling of records from every type of program
· documentation of how income was verified, such as referenced in the August 10, 2011 email from DCDEE

	
	
	
	

	B.  Service Priority Status


	Source
	Yes
	No
	N/A
	Plan or clarification 

	B1.  First priority is eligible “at-risk” children, followed by other eligible children.

Please note whether priority for service was given within the category of eligible at-risk children; if so, please describe the priority(ies).  This is not a requirement, but is information that is collected at the state level. 
	· child application or other documentation and
· NC Pre-K Scorecard and Income Eligibility tables used and
· sampling of records from every type of program


	
	
	
	


Section 7: Evaluation and Monitoring  (NC Pre-Kindergarten Program Requirements)    

	C. Program and Fiscal Monitoring of Local NC Pre-K Program
	Source
	Yes
	No
	N/A
	Plan or clarification 

	Program and Fiscal Monitoring Site Monitoring Tool
C1.  Each site has self-monitored using NC Pre-K Site Monitoring Tool, and submitted to local contractor and the DCDEE child care consultant. 

Program and Fiscal Monitoring

Contractor Monitoring Tool
C2.  Contractor made at least one annual monitoring visit to each site.


	copy of NC Pre-K Site Monitoring Tool (on file for each site by October 31, or 90 days after a new site begins participation in the NC Pre-K Program)

copy of signed, dated Local Contractor Validation Section of all Site Monitoring Tools
	
	
	
	


Fiscal Requirements (Item numbers refer to page numbers in the NC Pre-K Fiscal and Contract Manual.)
	Contract


	Source
	Yes
	No
	N/A
	Plan or clarification 

	2-2. A contract file contains the original contract, any amendments, administrative letters and exception letters.
	Contract file for fiscal year
	
	
	
	

	2-4. Services provided under the contract are accurately contained in The Plan.  Procedures are in place to have changes approved before payment.
	Updated version of the Plan in contract file


	
	
	
	

	2-4. Changes to the Plan are entered through the online change request.
	Updated version of The Plan in contract file
	
	
	
	

	2-3. Subcontract documents are executed as needed.


	Contract file for fiscal year
	
	
	
	

	2-4. Subcontract documents are amended as needed.


	Contract file for fiscal year.
	
	
	
	

	Operating/Direct Services funds


	Source
	Yes
	No
	N/A
	Plan or clarification 

	3-1. Operating/Direct Services funds are accounted for appropriately and are only used to pay for NC Pre-K slots.
	Accounting records
Subcontract totals match the contractor’s NC Pre-K direct service allocation.  If the contractor is a direct service provider (such as a public school or Head Start agency), direct service funds match payments for filled slots.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
	
	
	
	

	Administrative Funds


	Source
	Yes
	No
	N/A
	Plan or clarification 

	3-1. Administrative expenditures are restricted and used in compliance with fiscal manual. 


	Accounting records
	
	
	
	

	3-1. Administrative expenditures are reported and documentation maintained.

	Accounting records; payroll documentation, copies of paid invoices.
	
	
	
	

	Start-up Funds


	Source
	Yes
	No
	N/A
	Plan or clarification 

	3-3.  If start up funds are received, all requirements in the fiscal manual are followed (for example, when a classroom terminates, all non-consumable items are redistributed to other NC Pre-K classrooms).
	Examples include accounting records; inventory reports, purchasing records and bank statements of start-up funds.


	
	
	
	


	Payment for Services


	Source
	Yes
	No
	N/A
	Plan or clarification 

	5-2. Payment requests are submitted in a timely manner with verified documentation.


	*copies of signed Requests for Payment with dates submitted.
	
	
	
	

	3-1. Contractor operating funds are budgeted and approved by local NC Pre-K Committee.


	Committee minutes approving budget; copy of approved budget
	
	
	
	

	4-1. No existing pre-k funds supplanted with NC Pre-K funds.
	Substantiated by local monitor and contract administrator signatures, Section F.


	
	
	
	

	Other Resources

	Source
	Yes
	No
	N/A
	Plan or clarification

	3-3. Other resources that can be reasonably estimated are included in the on-line plan as an estimate only.
	Accounting records; documents showing method of valuation
	
	
	
	

	3-4. Actual use of other resources accessed through Nov. 30 is reported to the State Office no later than Jan. 15.


	
	
	
	
	


Assurance Statement

Local NC Pre-K program sites and classrooms approved in the SFY 2011-2012 County/Region Plan have been monitored 

by________________________________________________   on _________________.   NC Pre-K Sites and classrooms not

            (Local monitor’s name/position)                                       (range of dates)

meeting the guidelines have filed a plan with the local contract administrator for achieving compliance with the NC

Pre-Kindergarten Program Requirements.  

________________________________________________________

____________________________________________

 County/Region NC Pre-K Contract Administrator Signature 



   Date

State Program Validation
The local NC Pre-K Contract Administrator for SFY 2011-2012 has been monitored by

     ________________________________                                      ______  on ___________________________________.

          (NC Pre-K State Program monitor’s name/position)                                                       Date
____ All requirements have been met OR plans for achieving compliance are in place.  Additional follow-up (visits, email communication, telephone technical assistance) will be made as needed to document compliance.  

________________________________________________________

____________________________________________

NC Pre-K State Program Monitor Signature       






   Date




County/Region___________________________Contract Administrative Agency______________________________________________





# of NC Pre-K Sites Monitored _______# of Classrooms Monitored ________Dates Monitored_____________________________ 
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