Subsidy Grant Monitoring Procedure

Bureau of Subsidies and Grants, Ohio Department of Youth Services

Preparation

1. Call the court to schedule the date(s) for the monitoring visit.  Arrange to visit all program sites, talk to youth in each program, talk to staff in each program, and view program records.  All programs in the court’s grant must be monitored.  If the monitoring visit requires two or more days to complete, the days do not have to be consecutive but the entire visit should take place within a two-week span if possible.

2. Send a confirmation letter, e-mail, or fax to the court contact when the visit is confirmed.  Include a list of the information that the court should prepare ahead of time (number of youth served year-to-date by program area).

3. Put together a blank copy of the Subsidy Grant Monitoring Report cover page (one page), a blank copy of the appropriate Subsidy Grant Monitoring Checklist (one page) for each program, and a blank copy of the Subsidy Grant Monitoring Exit Checklist.  This packet will serve as the instrument to be completed during the monitoring visit.

4. Review the court’s prior year annual report to compare the statistics with the objectives in the approved application.

5. (If applicable) Prepare a sample list of adjudicated youth from the county on which to conduct a spot check.

During the Visit

1. Arrive at the court or initial program site at your scheduled time.

2. Complete the monitoring checklists through a combination of personal observation, record review, policy review, and interviews with staff and youth.  All items on the checklists must be completed.  Use the sample youth interview questions to supplement the main checklist if necessary.

3. In order to complete a thorough monitoring visit, all program sites possible must be visited, staff and youth from each program must be interviewed when possible, and program and fiscal records from each program must be observed.  If it is not possible to do any of these, the checklist and final report must include an explanation.

4. (If applicable) In addition to the above, review case files to check your sample of felony adjudications.

Following the Visit

1. (If applicable) Immediately report to the Subsidies Manager on the results of the adjudication check.  Turn in your marked copy of the sample list.

2. Immediately turn in the hand-completed exit checklist to the Subsidies Manager.

3. Within two to four weeks of the monitoring visit, complete a written monitoring report which includes both the narrative portion (Microsoft Word) and the checklist portion (Microsoft Excel).  All sections of the narrative and all items on the checklists must be completed.  Submit the report to the Subsidies Manager.  Whenever possible, the report should be turned in before the next visit to another county begins.

4. After review, if changes or clarification are needed, make the necessary changes.

5. After the report is reviewed and approved, prepare and sign a cover letter.

6. The report is then mailed by the secretary along with the cover letter.

7. The report and letter are filed by the secretary in the court’s current folder.
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