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TO:
Learn and Serve Initiative Leader 

FROM:
Chancellor’s Office, Office of Community Service Learning
RE:
Site Visit Monitoring Tool
Pre-Site Visit Checklist to be completed by campus program director.

1. What are the specific goals or objectives that you would like to achieve during this visit?

2. What are specific issues or areas of concern that you would like to address as part of the visit?

3. Please list individuals on your campus and the community that you would like the Chancellor’s Office staff person to meet.

After you and the Chancellor’s Office staff person have agreed to the goals of the visit, please provide a tentative schedule to the Chancellor’s Office staff person.  The schedule should include a half-day meeting with CO staff, the program director, and other critical stakeholders who are providing overall leadership with the grant program.  In addition, please arrange meetings with the individuals listed in question three.  Please contact the CO staff person who is conducting the visit if you want to discuss meeting formats. 

Questions to be asked during the Site Visit by Chancellor’s Office (CO) Staff 

The program director does not need to complete this section before the site visit, but he/she should be aware of the scope of questions. These questions correspond to the Site Visit report, which outlines documents that will be reviewed during the visit as well as the goals of the subsections within the two overall categories of Program Management and Fiscal Management.  The program director should also be familiar with the Site Visit Report.

Program Management 

· CME Action and Assessment Plan: Describe activities, successes and challenges with two CME areas (for example, Scholarship of Engagement is an area)

· SIA Action Plan: Describe how the SIA program has impacted the community and campus.

· CME/ SIA Action and Assessment Plan:  Describe some of your recent and upcoming trainings and other events?

· CME/ SIA Action and Assessment Plan: Is there a functioning advisory board? Describe purpose, roles, level of involvement, and participants.

· Information Dissemination and Communication: In general, how are you raising the visibility of this program? Describe some ways that you have disseminated information, generated by the CME or SIA program (i.e. website, conference presentations, etc)?  

· Program Personnel: Describe the key staff involved in managing this grant. Is the staffing sufficient to meet program goals? Describe staff communication and training.  Are there any pending staff transitions that may affect the grant program?

· Sustainability: Can you tell me about some of your program ideas for the future?  How are your current activities advancing your program’s mission and goals?  

· Sustainability: What is your biggest pressing issue? What is your most promising opportunity and/or partnership

· Integration: Outside your current program activities, what are some other developments happening on your campus?  How is the service-learning program involved?

· Integration: Who are you partnering with on campus?  Describe the partnership.

Fiscal Management

· General Fiscal and Grants Management Procedures: How often do the program director and fiscal manager meet? What is your process for completing fiscal reports? Where are documents kept?  Note: CO staff will share information about resources on CSL’s website.

· LSA and CME Policies and Procedures: Student Stipends vs. Mini-grants: What type of oversight is provided to ensure that the mini-grant recipients follow CME and LS policies? 

· Campus Fiscal Procedure: If your campus has not participated in a desk review, Judy Botelho will send the program director and fiscal manager an email outlining the procedure for a desk review and items that will be under review during the site visit.  If you have had a desk review, this section does not apply to you, unless there were findings that still need to be addressed. 
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