Learn and Serve America

Realizing the Civic Mission of Education Site Visit Report


	Campus:
	
	PO Number:
	
	Date of Visit:
	

	Person(s) Interviewed & Position:
	

	Person(s) Interviewed & Position:
	

	Person Conducting Visit:
	
	Follow-up letter generated:
	


PREPARING FOR THE VISIT:

Prior to the visit, the Chancellor’s Office staff conducting the site visit will discuss with campus staff the goals of the site visit and the preparation that needs to be done ahead of time. In addition to reviewing the Site Visit Report, campus staff should complete Part I of the Site Visit Monitoring Tool. Both documents will be used during the campus site visit.

	Program Management


	Checklist Items
	Purpose
	Comments
	Follow-up Needed with timeline

	CME Assessment and Action Plan 

(Program Manager and other key stakeholders as appropriate)
	 FORMCHECKBOX 
 Review of Assessment Plan

 FORMCHECKBOX 
 Review and Progress of Action Plan


	Review the current state of efforts related to program objectives.

Update on successes, challenges, and changes
	
	

	SIA Action Plan

(Program Manager and students)
	 FORMCHECKBOX 
 Review and Progress of Action Plan


	Update on successes, challenges, and changes
	
	

	Information Dissemination and Communication 


	 FORMCHECKBOX 
 Information on Website, Conference Presentations 

 FORMCHECKBOX 
 Press Releases and other ways to raise visibility

 FORMCHECKBOX 
 Demonstrated use of Learn and Serve logo


	Understand how information is being shared among diverse audiences. 
	
	

	Program Personnel
	 FORMCHECKBOX 
 Discussion on the questions in the personnel section of Site Visit Questions document.


	Ensure that there is adequate staffing 

Inform about pending staff transitions.
	
	

	Overall Program Sustainability 


	 FORMCHECKBOX 
 Discussion on the questions in the sustainability section of Site Visit Questions document.
	Understand approaches to sustainability and progress made.
	
	

	Campus Integration
	 FORMCHECKBOX 
 Discussion on the questions in the campus integration section of Site Visit Questions document.
	Gather information on campus priorities and partnerships.  
	
	

	Fiscal Management


	Checklist Items
	Purpose
	Comments
	Follow-up Needed with timeline

	General Fiscal and Grants Management Procedures

(Program Manager and 

Fiscal Manager)
	 FORMCHECKBOX 
 CME Contract is readily available

 FORMCHECKBOX 
 Familiarity of CO’s website on CME programmatic and fiscal resources

 FORMCHECKBOX 
 File that contains   program reports


	Ensure that campus staff has an organized approach for obtaining grant information.


	
	

	Learn and Serve and CME Policies and Procedures 
	 FORMCHECKBOX 
 CME Contract is readily available
	Demonstrated knowledge of policies and procedures of:

Budget Changes

Eligible and Ineligible Costs

Student Stipends vs. Mini-grants


	
	

	Campus Fiscal Procedure 
	 FORMCHECKBOX 
 Use and tracking of match documentation

 FORMCHECKBOX 
 Sample expense documentation from the last Learn and Serve Fiscal Report


	Assess accuracy, timeliness, and format for documenting CME expenses 


	
	

	Other
	Checklist Items
	Purpose
	Comments
	Follow-up Needed with timeline

	Site Visit Events and Agenda 


	 FORMCHECKBOX 
 Agenda
	
	
	

	Additional Comments


	
	
	
	

	General Observations and Recommendations


	
	
	
	


Campus______________________
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