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Herzog, Chris started transcription
[image: ]
Herzog, Chris   0:03
Are starting to record again.
Welcome everyone to case file maintenance.
I am Chris Herzog and today we are joined by two fabulous project officers, Bree Burleson from Region 4 and Almendra Garcia from Region 6.
Thank you both for coming today to join us.
Our agenda for the conversation is starting with a welcome.
And then we'll talk a little bit about.
The why, how, and what of participant file monitoring. I do want to let you all know that this is not all things monitoring, but just case file management.
We'll have a more comprehensive session in the next quarter.
Today, we're going to talk about best practices for case file management.
What the fpo's will be looking for in case files and some common challenges.
That they've seen come up over time. That should take us to about halfway through the session and then we'll have time for Q&A from all of you.
Hopefully we'll get all of your questions answered. If we can't get them answered today, we will take a list and get them answered in short order in the future and then we'll wrap up. So as I mentioned, this will be recorded, slides will be posted, so you need.
Not take notes. There will be.
Information.
Available probably next week.
Hopefully we'll get those all posted.
So with that, we have a quick question for you. We want to know how prepared you feel for case file monitoring and I am going to try to launch a poll here.
This is my first time attempting poll launches, so we'll see if I can get this going.
One moment.
Let's see.
Are you all seeing a poll now?
Yep, OK.
So we want to know how you feel about case file monitoring.
Are you totally ready?
Are there some things you need to check out?
But overall, you feel prepared.
Do you have some work still to do? A lot of work to do, or have you already had monitoring done and you're feeling a a sigh of relief feeling completely relaxed?
Ask you all to submit your responses to that.
And let me know.
Know if anyone's having any challenges there.
[image: ]
Dallas Oberlee   2:41
Chris, I don't know if you launched it.
It's showing. It looks like you're sharing your screen, but it's not.
[image: ]
Herzog, Chris   2:44
OK.
[image: ]
Dallas Oberlee   2:47
The actual poll hasn't been launched.
[image: ]
Herzog, Chris   2:50
Gosh darn it, I appreciate that.
Thank you for letting me know.
Let's see if this will do it now.
[image: ]
Kara Conroy   3:02
Yep, that worked.
[image: ]
Dallas Oberlee   3:03
Yep, that's up now.
[image: ]
Herzog, Chris   3:03
OK.
Terrific. Thanks so much. Appreciate it.
OK.
So we're going to ask you this question at the beginning of the session and we'll ask you again at the end of the session.
[image: ]
Tessa St. John   3:21
And Chris, we are just a heads up.
We are seeing your like your background pulls screen.
[image: ]
Herzog, Chris   3:25
Hmm.
Hmm.
[image: ]
Tessa St. John   3:29
I don't know if you wanted to go back to the slide deck, but.
[image: ]
Herzog, Chris   3:32
I appreciate that. Thank you.
OK.
Let's see where we're at.
There's some things we need to check on, but feel overall prepared 39%.
Let's see if I can move this to a place where you all can see it.
So we're getting 39%. There are some things we need to check on, but feel prepared 43% we still have some work to do 11%. We have a lot of work to do.
4% are totally ready and 4% are completely relaxed.
Well, I will say congratulations to those of you that are totally ready and completely relaxed. That is fabulous.
And we will come back to that again at the end.
Into the presentation today.
So.
Let's move along.
So our next slide is really about what is the purpose of monitoring and I'm going to pass it to Bri. Bri, could you tell us a little bit about your perception on the purpose of monitoring?
[image: ]
Burleson, Brie - ETA   5:15
Well, as our slide says, it is to measure the grant progress, but it also gives us a chance to do hands on TA it. It gives us an A real time overview of the programs that are going on.
And amazing things are being done with technology today.
So we love being able to see those things in action and let's see, we identify the areas of compliance and non compliance.
And because we are looking at it from the outside, we can sometimes see things that maybe you're seeing you're too close to to be able to identify.
So we enjoy doing that.
The technical assistance obviously having discussions and finding out exactly what issues you have, what concerns what things aren't working and the best practices that we can share with you that we found from other.
Grantees and sometimes other programs as well.
And then, of course, it's all about the money.
So we do want to ensure that you're spending those funds responsibly.
We have a lot of folks that are afraid to spend and then there are some that overspend.
So we're there to bring attention to either or.
[image: ]
Herzog, Chris   6:43
That's great.
Ethan, you want to add Almendra before we move on?
[image: ]
Garcia, Almendra - ETA   6:47
I can just say that I agree with Bree.
I think sometimes grantees try to be careful, but that's why you have a statement of work.
That's why you have a budget narrative, and that's why you have us.
So we want you to succeed, so please always follow that.
Always ask questions and monitoring is here to help you. This is we.
We're not.
This is not a gotcha moment or like we're trying to punish you.
This This Is Us going on site to support you.
Because again, we want to see you succeed.
[image: ]
Herzog, Chris   7:19
Thanks so much.
And monitoring overview, Bree, would you like to start?
[image: ]
Burleson, Brie - ETA   7:29
All of us, as fpos, have our own style of monitoring, and most of us that I've been able to observe.
Want it to be a non confrontational type experience.
Of course I am a comedian at heart, so I always bring some kind of laughter to it. If I can, and not everybody appreciates laughing. But that gets me through the day.
So.
But it is.
Important that we get a chance to interact with you one-on-one because it also brings more of.
A.
A feeling of what is it that I'm trying to where where you understand that this grant is your grant, but your success is also my success.
Your failure, unfortunately, is also my failure too.
So we are very invested in each program. Each grant we spend hours and hours on the phones with emails, it's.
A.
Sometimes it isn't a thankful type of position, but but getting to know the grantee is important for us. So we enjoy the monitoring process.
[image: ]
Herzog, Chris   9:01
Almendra anything you'd like to add?
[image: ]
Garcia, Almendra - ETA   9:04
Yes, I I concur with Bree. I also enjoy the monitoring process.
And she makes a great point that every FPO works differently.
Every region works differently, but we all get the same results.
[image: ]
Burleson, Brie - ETA   9:17
Mm hmm.
[image: ]
Garcia, Almendra - ETA   9:17
Which is be there for our tease.
I I feel the same way. I think your success, my success, your failures, my failure, and I can share from for, for example, for region 6 is that we we do things to help you. Like monitoring can include myself and it can include deaf masks.
We can do a program review.
We can do a physical review.
It's it's a, it's a lot.
It it's a lot on the grantees, it's a lot on us, but we will get through it.
Like like the slide says, it can last between three to five days.
We usually try to do a midpoint, so if you are in that position that you're gonna get a review soon. Don't don't be afraid to ask those questions.
We will prepare you for that and we and and the good thing about reviews I think is is that we we don't emphasize enough is that we we're gonna tell you what's gonna happen before we're we're there.
[image: ]
Burleson, Brie - ETA   10:11
Mm hmm.
[image: ]
Garcia, Almendra - ETA   10:11
This is not gonna be a surprise to you.
You're gonna have the tools that you have before hand, and I think we're gonna talk about it later, but you will have the guide you, you know exactly what's gonna happen. And this is not a surprise for you.
[image: ]
Burleson, Brie - ETA   10:27
And we're there to help you.
We're not there, as Amanda said.
[image: ]
Garcia, Almendra - ETA   10:29
Yes, exactly.
[image: ]
Burleson, Brie - ETA   10:31
We're not there.
This is not a gotcha moment.
We try to give ATA visit prior to actually monitoring because I for one don't want to wait until you're two years into your program to come and monitor you and you haven't had ATA visit.
And now obviously we're having to do TA visits.
We've just been told.
Recently, virtually so that takes some away from it.
But we can still pull it off.
[image: ]
Garcia, Almendra - ETA   11:06
It's a great point.
You know, I I think TTA calls and visits.
It's it's a big part, right? Because these monitoring reviews are just part of that is it's more TA for you guys and we like reset. This is gonna be for you to be prepared and also we're not gonna do it at the end.
We wanna be there with time for you to help you in time for you to make changes and always be in compliance.
That's the goal.
[image: ]
Burleson, Brie - ETA   11:34
And we're not there to try to find as many write ups as we can either. If it's something that you can fix while we're sitting there, we want you to fix it.
So trust me, we're not there.
Trying to see who Almendra and I are not competing, trying to see how, who can get the most write ups out of one monitoring review.
By all means, and one thing I can honestly say is we do so much.
[image: ]
Garcia, Almendra - ETA   12:00
Yeah.
[image: ]
Burleson, Brie - ETA   12:05
Discussion between our grantees and ourselves that we don't expect you to have too many write ups just based on the fact that we've gone over your policies and procedures, we've helped you clear your Co as we've been as much of a part of the grant as possible from.
A distance.
[image: ]
Garcia, Almendra - ETA   12:27
I echo what she said.
I think it's true.
There's a lot of competition. We we don't want to RI findings.
Actually, we want you to be clear, to go and do these programs for your grantees.
I'm sorry for your participants.
[image: ]
Herzog, Chris   12:44
So we know that the core monitoring guide really is the best source of information.
Almendra do you want to say something about that?
[image: ]
Garcia, Almendra - ETA   12:52
This is my favorite tool.
I love the Korman train guy.
And a little bit of background, I was a grantee before I became an FPO.
And if I if I knew this existed since day one, this will have changed my whole program. When I was doing it, just because most likely the answer was here.
The guide to do something was here.
A template was here.
This guy's gonna explain you exactly what we do inside.
It's gonna give you the questions we're gonna ask on site.
It's gonna give you the tasks and tents.
Where you can find the the guidance to do this policies and procedures but also you have the resource and tools at the end and they might seem basic. But I always think it's a good starting point for your organization.
I think this is one of the best resources that you can have as a grantee.
[image: ]
Burleson, Brie - ETA   13:43
And to share the core monitoring guide with our grantees.
It's a little bit much to send it out on the onboarding call, so I've stopped doing that, but the closer we get to actually monitoring, you'll get a copy of it. Again, you're free to pull it up and it's it's included in quite a bit of your cor.
[image: ]
Garcia, Almendra - ETA   13:53
Yes.
[image: ]
Burleson, Brie - ETA   14:07
As well.
Pull it up. I always ask my grantees to check the core monitoring guide.
You can simply type in the search bar for whatever topic you're looking for.
And and before you ask your question, go there and look at it. Like Amanda said, every every topic is there and it helps us because, for instance, I have 35 grants and ten programs.
I'm not remembering each and look sometimes I can't remember what I had for lunch the day before.
So I'm not trying to remember all of that.
I already talk in my sleep as it is, so it's not.
You know it's not feasible for me to remember everything.
So when some of you ask your questions, I'm going to the core monitoring guide.
I'm going to your policies and procedures.
I am looking at the tego's. The Foai have to do all that to find an answer.
And then if I start my my sentence or my response.
Back to you with, according to the Foa.
You are supposed to do this, this and that.
That means, guess what?
You were supposed to look at that foa before you ever asked me the question.
Everybody's got the FO as and I do include that during the onboarding process, but use your core monitoring guide, as Almendra said, from being a actual grantee, it will help you at least get an idea of everything.
Now keep in mind, when we come to monitoring you to monitor you.
Don't be frightened by this thick volume of of guidance, because there's no way that three to five days, five days a week, would not give us time to actually go through each and every page.
That's not what we're there for.
We're going to look at specifics, so don't think we're just going to go straight down the line, turn page by page.
That's not going to happen.
It's going to be a shortened version of it, but we'll let you know exactly what we're going to look at.
[image: ]
Garcia, Almendra - ETA   16:19
Yes. And Bree, actually remind me of something.
You guys, for the ones who respond in the poll that you guys have some work to do, you guys can grab the core monitoring guide and do yourself a self audit which is open it up.
Go section by section.
You guys can do the exercise and you will know if you're ready for the monitoring or not.
This is this is exactly what we do inside and, and we may not do everything, but you guys can. And I'm not saying to it in one day.
I'm saying take your time. If you have a you notice that you have a challenge or a barrier where like the service design or like the the grant management, go to that section, go through those objectives and more than likely you will find an answer.
[image: ]
Burleson, Brie - ETA   17:03
And it's great to use your staff meetings to actually pick an area, especially for your case case managers and what have you.
[image: ]
Garcia, Almendra - ETA   17:10
Mm hmm.
[image: ]
Burleson, Brie - ETA   17:12
It's good to have yourselves as a group. Go over the information in there because that'll help you also.
Next slide.
[image: ]
Garcia, Almendra - ETA   17:25
OK.
[image: ]
Herzog, Chris   17:25
Yes, ma'am. Examples of what you look for in case files.
[image: ]
Garcia, Almendra - ETA   17:26
So sorry.
[image: ]
Burleson, Brie - ETA   17:32
Go ahead, Almendra.
I know this is your favorite thing to.
[image: ]
Garcia, Almendra - ETA   17:34
Oh, perfect it is. It is.
I have.
Thank you for remind me.
I have a fascination with data and I love data.
You guys.
My mantra, and maybe this personal to to me how I do my reviews is that I should be able to grab a case file and not have to ask you any questions.
Meaning like I should be able to know when the grantee was enrolled, how the eligibility was verified. If you have like a checklist, everything should be there.
Your needs assessment.
Supported services.
What support services were those? How you contact your grantee?
Any forms that you use like your.
I think have synchronities that they have like these waiver for like if they take pictures and they can post these pictures like anything that you do with a participant, it should be in that file how you verify the veteran status, how you verify.
Low income.
And then all your notes, case notes, case notes should be able to tell me the whole story.
A case number just it's not just I called it. I called a participant On this date.
No, it's like, what do you talk about it?
How you held that participant?
It should tell a story.
It should tell everything that you have to accomplish with that participant.
We have some examples for you here in the slide and please pre anything you would like to.
[image: ]
Burleson, Brie - ETA   18:59
Yeah, there are.
For instance, your case notes definitely should not be done once a quarter once even once a month.
I say at the very least, once a month, but I like to see case files that are opened up every time something happens with that particular participant. Like Elmendra said, if you calling them, let us know what the call was about. If they didn't respond.
If you left a voicemail, put that in there, because if they didn't respond, we wanna know that too. 'cause. I'm gonna look at your policies and procedures to see what you do when they don't respond.
I have some grantees and now these are youth build grantees that will go and knock on their grandma's doors to find out why their participant is not responding.
Now, we're not gonna do that with our nursing.
Participants, but it works for the youth build folks.
But you have to come up with different.
Ways and as I said, technology is wonderful these days.
They're taxing them, getting on their OK.
Nobody uses Facebook but me now, but getting on there. What is it?
Snapchat. Look, I I'll give it another name, so I'll leave those alone.
But Instagram?
All of them.
They're getting on there and waving at them, saying, hey, did you forget to respond to this? You know, they find different ways to actually contact people, find out what their favorite contact is. And that way you can keep in touch with them.
But these case files should tell the story.
And if you have in your policies and procedures now, that's what I'm I'm going to go to almost every time.
Your policies.
And procedures. If they say you're gonna call them once a week or every two weeks, then I wanna see those case notes say that that they're dated their initial. If somebody else is putting information in there, that's fine. But that's what we're looking for.
[image: ]
Garcia, Almendra - ETA   21:04
Yes, please listen to Bree. When? When she says policies and procedures.
We're not going to ask you to do anything that you haven't asked yourself to do.
[image: ]
Burleson, Brie - ETA   21:20
Next slide please.
[image: ]
Garcia, Almendra - ETA   21:21
Yep.
[image: ]
Herzog, Chris   21:23
So what do you find, Bree?
[image: ]
Burleson, Brie - ETA   21:27
Oh man, it is amazing when people know we're coming. If it's ATA visit or a monitoring review if you know we're coming, why am I getting there?
And there are no case notes in the files.
I just don't understand that we've been preaching it and telling you about what to put in there, when to put it in there, how to put it in there during your staff meetings, all you guys meet, get a piece of a lunch and do it during that time.
We're giving you all this information and then I say OK, I want, I pick random files out of the the participants and.
The files that I'm given have not been looked at in months, and I mean more than 1/4. Why is that?
That's not what I'm there.
I don't want to find that because that means if the ones you're giving me are not up to date, then probably all hundred and whatever.
Are not up to date, and that just adds more work for us.
That is a write up.
That's not in compliance.
And you know, so that's one thing that I always look for. And then of course, the eligibility and the enrollment supportive services, if you're supposed to be giving them supportive services. But there has not been any or the opposite if only.
A few of the of the participants are getting supportive services.
But the rest are not, and there's nothing in there that indicates that you presented supportive services and this particular participant says they don't need any. If I don't see that, then it it does leave a question now the policy and priority of service to veterans, obviously those veter.
Have to be eligible. You are not just looking for veterans and snatching them into the program. They have to be eligible in order to get that.
Priority. So we don't expect you to just look at veterans in that kind of way, but and then the referrals follow up placement notes. This is also a list of things that you want to make sure are in those participant files.
That's why we're having this session today and I'm so glad we're able.
This is like the best ta that that we could have because Almendra and I both get to give you our opinions and.
Our suggestions.
And you can't go wrong if you're actually.
Listening to what we're telling you, we're not there to find out you're not doing case notes.
We're telling you now to make sure you do.
[image: ]
Garcia, Almendra - ETA   24:13
And for example, I see a question in the chat that says should we put PDFs of emails into their files?
The answer is what does your policy says?
What's your procedure?
We we cannot tell you how to do these things.
You are going to cite those false and procedures. The best that it fits your organization.
Like Brie said, we are here to support you, but we I think I think it's right.
Like I we tell you we're coming.
We call you.
We talk to you. We emailed you, right?
And then going to on site and and ask you where is the participant file and you're like what participant file?
We we talk about it, so it shouldn't be a surprise it it should be there and and again we're not going to ask you for anything.
You haven't told us that you are going to do.
[image: ]
Burleson, Brie - ETA   25:02
That elmendor might not tell you not to put your emails there, but I will.
We don't have time to go through all the emails and everything to no we should be in there. The supportive services, your receipts, your vouchers, any training, the certificates, that's what should be in that participant file.
[image: ]
Garcia, Almendra - ETA   25:07
1st.
Yeah.
Everything.
[image: ]
Burleson, Brie - ETA   25:23
Those are what we have compliance findings on. If you tell me that.
Participant 1 earned a certificate.
And CDL driving. And I'm looking through the file and I don't see a copy of that CDL certification.
Then I'm coming back to you because your policy said you're going to file all of those.
[image: ]
Garcia, Almendra - ETA   25:46
And I think excellent point because we do look at your currently narrative reports.
We look at your quarterly progress reports and if the information matching like if you are telling me that you do have like a 20% credential obtainment rate, I want to see those credentials in those files. I want to see that information matching the things that you are.
Already telling me.
[image: ]
Burleson, Brie - ETA   26:08
Because we will compare your reports, we will compare the policies.
[image: ]
Garcia, Almendra - ETA   26:10
Yes.
[image: ]
Burleson, Brie - ETA   26:14
That's what we're doing.
We're comparing what we've been given as information from you.
It's not that we said you needed to do it, but you told us you were doing it and there have been times that I've gone out on some of my reviews and I haven't had the what participant file question, but we have I have.
Had instances where the participant files are physical.
Files. But when we get there, they say, oh, that's in the electronic version. No, the electronic version and those physical files must match.
That means if you're keeping both and, I don't recommend keeping both because it is a pain in the **** if you're keeping both, they have to match.
They have to be updated at the same time.
Don't wait, because somebody's gonna forget.
[image: ]
Garcia, Almendra - ETA   27:05
Yes. And that's I think that's a question that we get a lot like we we need to keep paper files or electronic files.
It's up to you.
We're not asking you to do both.
We're asking you to have just a participant file and how you manage when you manage how often you do your case files, how often you're going to check on this, how you're going to enter the information in this file that we're going to check in your policy and.
[image: ]
Burleson, Brie - ETA   27:17
Yes.
[image: ]
Garcia, Almendra - ETA   27:28
In your procedures, we we.
We you can do it any way you want.
You can scan documents every single Friday if you like, but we we need to see that what your policy says.
It's reflective in those particular files.
[image: ]
Burleson, Brie - ETA   27:42
And it is a compliance finding. If you're not following your own policy.
So if you do say you're going to do it every couple of weeks and there aren't dates in your case, files that say you've been doing it, then it is a write up that you have created.
We didn't bring it in there.
You created that by not following your own policies, and when you know you're about to be monitored, why are you not going over the policies and comparing?
Them with the files OK.
Not you guys.
You you haven't been monitored yet, but that's what I'm asking my grantee.
I'm like I'm sitting there going, Oh my goodness, OK?
So I've got electronic files here, no dates or no signatures, no.
Why aren't you following your policy and and I'm just getting the blank look like? I don't know. You know you're the case manager.
You better know you know, so.
[image: ]
Garcia, Almendra - ETA   28:39
Yeah, it's, I agree you cannot.
[image: ]
Burleson, Brie - ETA   28:39
Anyway.
[image: ]
Garcia, Almendra - ETA   28:42
My favorite question is asked.
Tell me your process and then they describe the process right and then I look at the policy it's and it has nothing to do with the policy.
And I'm like, well, if you're doing this, why? Why? You don't have it developed like you're already doing it. Just put it in writing. If if it's not in writing, it didn't happen.
[image: ]
Burleson, Brie - ETA   29:00
Right 'cause, you have to have supporting documentation now. That's all through the monitoring process.
You have to have supporting documentation to back up whatever you have in that file.
[image: ]
Herzog, Chris   29:13
And to that point, we do have a question in the chat for the completion of the degree is grades enough or do you want to see their diploma?
[image: ]
Burleson, Brie - ETA   29:22
I personally like to see the diploma.
[image: ]
Garcia, Almendra - ETA   29:25
I agree.
[image: ]
Burleson, Brie - ETA   29:26
Because just the grades doesn't tell me they got the diploma necessarily.
[image: ]
Garcia, Almendra - ETA   29:31
And also we no, no.
[image: ]
Burleson, Brie - ETA   29:32
And oh, I'm sorry, Almendra. And by you putting that copy in there, they can come back and get a copy of it if they need it for jobs or what have you.
So that's why I like to see it in there.
[image: ]
Garcia, Almendra - ETA   29:44
Yes. Also what I was gonna say is that we we are not advisors.
Who you guys are doing nursing by state?
We we don't know this program.
So if I see grades, that doesn't mean. I know that they completed the program successfully.
That doesn't mean that the participant is gonna move to the next step.
[image: ]
Burleson, Brie - ETA   29:59
Mm hmm.
[image: ]
Garcia, Almendra - ETA   30:01
So that's, that's the job, right?
Like the the file should tell me that story if it's a three student grade, where is the certificate?
And then where that participant was placed.
[image: ]
Burleson, Brie - ETA   30:14
Right.
[image: ]
Herzog, Chris   30:15
Outstanding. Thank you folks.
Do keep questions coming in the chat as they come up Almendra. I'm gonna pass the next slide to you.
Can you tell us a little bit about some example findings?
[image: ]
Garcia, Almendra - ETA   30:26
Yes, here are some.
I think some people also hear the word finding and things.
Oh, it's gonna be these big like issue that is coming up, not finding can be very simple and here some some examples that that that I that I have written actually and for example finding #4 it says noncompliance with source documentation requirements simple the grantee did not.
Provide those documents to verify that the participants receive those services to me.
In any. That's it.
That's the finding. That's, that's why.
And what happened?
Right. It doesn't have to go into details of I. I went on site and this is like the whole story of three days now. Why is it a finding?
Because I open a case file and you were telling me, oh, yeah, this participant have went to I we give them services support tip and we give them support services.
We train, train them and et cetera.
And then I open the file and it was empty.
There's there, there's no certificates, there's no training, there's not a.
Does mine reply to you?
But like there was a like list of records of of them going to school.
And then it's then it's a finding because you guys don't have the computation to support what you're telling me to, and that applies to eligibility, where where is that eligibility checklist?
Where is the documents that you verify eligibility.
One of my favorite performance reporting if you're telling me that you have 50 participants, I want to see 50 files.
It has happened.
Outside that I I see you have 73 participants and then I'm like, where are your case files?
And they're like, oh, like right here. And there were like, 10. And I'm like, well, you, you're missing some information, right?
[image: ]
Burleson, Brie - ETA   32:06
Mm hmm.
[image: ]
Herzog, Chris   32:11
Right. Exactly right.
We do have another question in the chat. If they take a certification test, is the certification or licensure proof of completion?
[image: ]
Garcia, Almendra - ETA   32:22
I personally couldn't answer that because again, I don't know that background, right.
I don't know if if, how do I know that mean they pass right?
What is the criteria to decide if they pass exam or not?
I don't have that knowledge for every single one of my grants.
So if that's what happened, I I would like to see how is the test results probably saying that if they pass or not then what was the outcome?
[image: ]
Burleson, Brie - ETA   32:49
At least a note that tells us what that is, I mean.
[image: ]
Garcia, Almendra - ETA   32:53
Yes.
[image: ]
Burleson, Brie - ETA   32:54
And or or just a note that says they completed the cert.
I mean, we're not there to just look at thousands of different certifications, OK? Hundreds of different certifications or what have you. But if you just put that note that says they completed certification such as such that even can qualify because.
[image: ]
Garcia, Almendra - ETA   33:16
Yes.
[image: ]
Burleson, Brie - ETA   33:17
If you've said it, you've put it in the case file.
Now when I ask you to pull it up and I might do that, it has to say completion or all all credits achieved or something like that. When you pull it up.
But you can just put a note in there if you want.
[image: ]
Herzog, Chris   33:39
Outstanding. All right, we move to our Q&A portion.
Some questions that grantees have asked first on the list is how do I set up an organized case files?
[image: ]
Burleson, Brie - ETA   33:53
Well, as we've already talked about, it can be either physical files or electronic and I don't say and or because as I've told you, that's too hard to keep track of.
I've seen that where some people do that now me, I'm old school, so I love the physical files to be able to turn the pages and go to the tabs.
Now the only thing is if you're using.
10 tabs in that file and only three of them have.
Information in them. Then I'm going to ask you, why do you even have these other tabs if you're not putting the info in there?
Because if your policies and procedures say you're going to file everything under those 10 tabs and and I don't have information in there and your program's been going on for a couple years.
Then where is the info?
What is the need for these tabs? I make everybody take out those extra tabs because you just bring more questions.
You make me have to look at your policies and procedures.
You make me have to look at what the FOA says is required.
Sometimes they do.
Say what's required for certain.
Files or for case notes.
They'll say what they want to see.
So in that case, if it says this and you're not doing it here, then you're not organizing that file effectively or efficiently.
[image: ]
Garcia, Almendra - ETA   35:17
Also, I think it comes to kind of like personal preference slash organization preference. If your organization already has a way to do things, you also need to be in compliance with your. With your example of Community College, right?
We they do things a certain way.
So we we're asking you to do a new system for us.
You can utilize what you already have, but you need to have.
Pretty much everything regarding that participant in that file.
And like prefet, you don't have to this.
Double work if you don't like. We're not requiring you to do electronical.
And paper files.
But if though, if you choose to.
And those files don't match.
That's also an issue because you should have information everywhere that you're telling me that you have it.
[image: ]
Burleson, Brie - ETA   36:06
And we've told you how to document what you collect.
[image: ]
Garcia, Almendra - ETA   36:09
Yes.
[image: ]
Burleson, Brie - ETA   36:10
You put it in writing. You show the certificate, you show the voucher, the receipt. You put all of that in there where I can find it, where we can find it. So. And it said, what level of detail should my case notes be? We've said that also not.
[image: ]
Herzog, Chris   36:10
Mm hmm.
[image: ]
Burleson, Brie - ETA   36:28
Just you made a phone call. You made a phone call. You discussed such and such.
And he's bring in he or she is bringing in whatever you call them for in the first.
Please. And did you just call them to do a check in?
A monthly check in. You can even say that if that's what your policies and procedures say you're going to do, and then are there, let's see what is it.
Are there best practices for gathering information from partners in other parts of the organization to keep participant data in one place?
Huh. OK, data.
Almendra, they're asking about data.
[image: ]
Garcia, Almendra - ETA   37:11
To me, that question is what does your equipment says? Because if you have a partner, you have an agreement.
I don't what type of agreement that's up to you, but you have an agreement.
And in that agreement, you're gonna say how you chair and collect data between each other.
And again, you can tell me.
I know sometimes I can, and I'm gonna use the Community College example like you have the financial, a office. You have student support office, you have enrollment offices. You still need to have an an idea of a process or a policy, a procedure, a way to tell me.
This is how we're gonna get that information. If it's your partner, it should be working with you.
And getting information from them shouldn't be an issue.
That's that's why they're your partner.
[image: ]
Burleson, Brie - ETA   37:56
And that and if that is your partner, as Amanda said, and you have an agreement with them, did they ask for information?
[image: ]
Garcia, Almendra - ETA   37:56
That's that's my.
[image: ]
Burleson, Brie - ETA   38:05
Did they ask for the data?
One of the things that I bring up to most of my grantees is in order to keep those partners engaged, you can do a simple newsletter at blast and e-mail Blast that tells them which grantees or which participants.
Succeeded in.
EDL nursing, whatever it is your program is, you can share that with your partners and let them know what's been going on. If you've had any events, if there's been a graduation, if there's been a picnic or youth build, programs will do that sometime we like you to.
[image: ]
Garcia, Almendra - ETA   38:43
Yes.
[image: ]
Burleson, Brie - ETA   38:46
Share that with the partners, because sometimes it gives other partners who hadn't thought of doing that for you.
The idea to do that for you if you made a partner.
Ship with Walmart.
And now they're giving you all the hygiene equipment you need, or find a medical. This is this is nursing.
So find a medical institution that's willing to donate deleted or not deleted.
What is a obsolete uniforms or whatever? The scrubs or whatever?
Find those folks and put that in there. Give them.
Recognition for donating 100.
Used scrubs.
Gently use scrubs that you can use like I have suggested to many of my grantees that have the the summer camp programs where they have potential nurses come in. I said, dress them up, give them the scrubs so they feel like they're really a part of something already.
And that has helped a lot of the different programs as well.
[image: ]
Garcia, Almendra - ETA   39:51
I think you also have the word in the question right?
You say partner, your partner.
Both of you should be working as a partner and you need to figure out what that means for, for you and and for them.
In a perfect world, I said that the case file should tell me I shouldn't have to ask you any questions about participant.
I should be able to answer those questions with a participant file that includes the information that your partners are gonna give you.
[image: ]
Herzog, Chris   40:23
So I think we've covered some best practices for data collection, but are there any things in particular here you guys would like to highlight for the audience?
[image: ]
Burleson, Brie - ETA   40:36
Maintain effective staff roles and responsibilities for developing and maintaining files.
The case manager.
Is basically the only person that I've seen that actually utilizes those.
But if you're over that program, you should be checking them yourself too.
Just a random selection.
Hey, give me 5 files now. If they give you 5 files that haven't been updated then you know.
You have an Islam.
At least you have identified it before we get there and maybe you can save us some time and write ups.
You wanna pick one? Yeah.
[image: ]
Garcia, Almendra - ETA   41:18
Other Oh yeah, I was gonna say.
People ask us what should be in the file.
What document should we have in the file?
We have a tiogle that has a table enabled and it has the answer for every single one of the data elements that you use. Even for enrollment eligibility for all of those there there is an answer in that table and I believe it's in the slides. So again.
You don't have to guess.
What goes into the file? We do have that guidance for you and you can, yes, 23.
B19 change two. Thank you, Chris.
You you had that answer to, to your to you available.
So I think understanding what information you need to collect you, you have those tools and you also can ask us.
You can always ask that question.
[image: ]
Burleson, Brie - ETA   42:05
And maintain your policies.
We've said that over and over already.
Maintain your policies for documenting, validating and securing data.
Go over those policies with your with your staff during staff meetings or what have you every now and then. Go over it and ask them if anybody has any issues or you know is everybody following these. Are you validating like you should.
Establish methods to follow up with your participants.
After they leave your program, as I said, you feel this easy because they get everybody that the the youth knows they get phone numbers for everyone.
But grown-ups, we have to use technology.
We have to do whatever's best. Most people get your text.
So that's what I've I've seen a lot of people doing text now texting folks and that gives some responses so.
[image: ]
Garcia, Almendra - ETA   42:57
Yeah.
[image: ]
Burleson, Brie - ETA   43:03
Anything else?
[image: ]
Garcia, Almendra - ETA   43:03
I saw a question.
I saw a question in the chat that says official include programmatic changes like changes in FPO, TA visits and policy changes.
I don't see how that could be applied to participate files.
You can have your own records of how the program has been updated and what's happened in the program, but that that's not for the participant files, that's between you, the organization and us the FPO.
[image: ]
Burleson, Brie - ETA   43:16
No.
Yeah. And if you do have changes in FPO or changes in the signature authority changes in your point of contact, you definitely want to or even changes in your staff. You definitely want to contact your FPO as soon as possible.
Please don't let them come out to your organization to only find out.
Oh well, our program director left six months ago.
But and I say that because.
That actually happened and and no one ever told me. I've still been, you know, thinking that person was the one that was answering my emails.
They're not even there.
Somebody else is taking over the account and didn't even mention it.
So they got in trouble for that because I keep telling them all the time, you know, let me know when you have changes and that's it.
[image: ]
Garcia, Almendra - ETA   44:13
Yes.
[image: ]
Burleson, Brie - ETA   44:19
Keep keep your FPO.
In the loop, as much as you can.
[image: ]
Garcia, Almendra - ETA   44:24
And that can become a finding that can be a pretty big finding because for a lot of the things you might need to get approval and you need to have a policy, you need to have a procedure.
[image: ]
Burleson, Brie - ETA   44:27
Yes.
[image: ]
Garcia, Almendra - ETA   44:34
But also you need to request an approval before you make that change.
[image: ]
Burleson, Brie - ETA   44:39
Definitely a lot of folks don't even think about it until it's time for reporting and nobody has access to it because the program manager was the only one that had access.
And now you're thinking about it, and the reports are due.
You know that's not the time to to bring it up or just recently our I had a grantee who Sam's hadn't been updated because.
Their Sam account wasn't updated because it was done by the person that left so.
So when that person is about to leave you, what all they're in charge of to make sure it does not get delinquent because you do go on our list when you're delinquent and we have to do certain things. We got to watch you closely and maybe upgrade your.
Risk assessment, which most of my grantees I'm proud to say, are in a green, low risk assessment because.
I keep up with them as much as I can.
When I hear things that are going on or when they share with me, and I'll always thank them for sharing.
[image: ]
Garcia, Almendra - ETA   45:46
Yeah, I I think a red flag for me is if I have a guarantee that is unresponsive, because why?
Why you don't wanna talk to the person who has the answers to your questions?
So I agree with Bri.
Please keep those channels of communication open.
We are here to help you.
We are here to support you. These. That's our role as an as your FPO.
[image: ]
Burleson, Brie - ETA   46:05
Mm hmm.
[image: ]
Herzog, Chris   46:12
Next slide, we have a reminder about PII for virtual file auditing.
Mendra did you want to say something about that?
[image: ]
Garcia, Almendra - ETA   46:22
Yes, region 6.
This is something called Kai Works and that's a secure link that we can send to you and that way you will send us everything.
I don't know if other reviews feel something different or not, but please keep that in mind. Everything that you send to us that can be a big compliance issue and and it can be a finding that if you send us a participant file by e-mail and I can.
See their name, their address, their date of birth, their Social Security, Social Security number.
Please don't don't do that.
We we SFP OS will find a way for you to to get us that information securely.
But you also have to have that in your systems when you're sharing that information between yourselves.
[image: ]
Burleson, Brie - ETA   47:05
And our travel has been paused for a time.
[image: ]
Herzog, Chris   47:05
OK.
[image: ]
Burleson, Brie - ETA   47:09
So some of the TA will be done virtually or as some of my grantees are setting up, we can have you come into our office where our performance people, our fiscal people, everyone is available.
So just think of that, if you are one of those that won't be able to get the.
On site ta visit.
[image: ]
Herzog, Chris   47:38
Any questions from the audience?
Tessa, is there anything we haven't answered yet?
[image: ]
Tessa St. John   47:43
Yeah. We have a couple. It looks like in the chat that we haven't directly answered, Rachel had a question about.
Any suggestions for obtaining proof of certification if they do not respond to you after they've completed the program?
I know.
Mary shared that they check.
Directly with the Nursing Certification Board, but I don't know if that applies to Rachel. So Rachel's situation.
So any suggestions for getting proof when you're not getting responses?
[image: ]
Garcia, Almendra - ETA   48:12
More than a suggestion, I have a comment.
I think that can be of red flag in the sense that why your participant doesn't answer to you as you have a participant in the program, the case manager should have that relationship with them and the participant should be made aware of the responsibilities they have, right because.
This grant is helping them obtain something.
So why I think the questions to me is why?
Why are you having a hard time getting back to that participant?
I mean, you still?
You still have to.
Up and placed in sometimes with these participants.
[image: ]
Burleson, Brie - ETA   48:47
And for me, if you are the case manager and you've maintained that relationship with them, you've let them know time and time again how imperative to your program it is that they keep in touch with you if you need to know who their employer is as soon as.
You want to celebrate with them when they get the position that they wanted.
You want to know because it matters for the program.
And and even the youth build programs, which I keep going back to that because they have set up different channels for this.
But even the youth build program allows the the parents and grandparents, whoever is the guardians of these folks, it allows them to be invited into different meetings and what have you.
And that way they have a vested interest also.
Whoever's on that list to contact in case of emergency or whatever. OK? It's not an emergency, per SE, but you were listed as a contact and get more than one contact.
Find as many folks as you can to get them to give you their phone number, their e-mail, something that will allow you to contact them if you have an address for them.
I mean.
Go and knock on their door.
[image: ]
Garcia, Almendra - ETA   50:15
Thanks.
Yes.
[image: ]
Burleson, Brie - ETA   50:19
Tell them they you they need to call you right away.
They don't know and let them know that they could be.
Overlooked for an award or overlooked because that always gets some attention anyway. So you know we have folks that like to recognize people who have finished their programs or what have you.
And so you want to make sure I tell my my participants. You want to make sure you respond because you might miss out on a A cash award or, you know, just some recognition in the newspaper.
Something.
[image: ]
Garcia, Almendra - ETA   50:57
Also like like yeah, send letters, texts, emails, calls but also I think that you should be upfront with the participant.
[image: ]
Burleson, Brie - ETA   50:57
Come up.
Be innovative.
[image: ]
Garcia, Almendra - ETA   51:05
Like they, they have a responsibility, right?
You you're providing a services to them and I cannot imagine your organization doesn't have some type of like letting them know that they also have responsibilities and obligations to this program.
I'm. I'm not saying it cannot happen.
But I I see that as unlike unlikely if you have a.
A case manager with a participant, you have a relationship and and you should be able to get a participant's attention one way or another to fulfill their role.
[image: ]
Burleson, Brie - ETA   51:38
And and also what Amanda was saying as well is once you know that that person is about to finish your program, that's the time when you just lay it on thick and you let them know they need to keep in touch with you no matter what if you.
Move if you whatever's going on in your life, pick up the phone, send a text, send an e-mail. We need to keep track of you.
Because we have to provide data for this program.
And let them what?
The other thing that I always bring up is to remind them of those obligations and how lucky they were to have had to wish and reimbursed or books and fees paid.
I mean, it's a training, the training in itself. You know, all of this was a luxury for for you that other people might not.
[image: ]
Garcia, Almendra - ETA   52:26
Yes.
[image: ]
Burleson, Brie - ETA   52:33
Be subjected to or exposed to, and we want the program to continue.
So we have to continue to give information as well.
[image: ]
Herzog, Chris   52:43
Great, thanks. I think we have time for just one more question, Tessa.
Was there another question in the chat?
[image: ]
Tessa St. John   52:48
We did have another question about the list of applicable documents for the nursing expansion grant.
It looks like they're looking at page 179 of the core monitoring guide, and there's the list of documentation requested, but some of it might not be applicable.
[image: ]
Garcia, Almendra - ETA   53:05
Tigol. Oh, I'm so sorry, Tessa.
I was gonna say Tiggle twin 319 change one change two has that list of documents per data element.
You can find every yes and and you will find H1B programs which is the nursing programs is under that. You will find every require data element with the documentation that you need for to verify that.
[image: ]
Burleson, Brie - ETA   53:16
For the nursing right?
[image: ]
Tessa St. John   53:30
Thank you so much.
[image: ]
Herzog, Chris   53:32
Fantastic.
All right.
Well, I thank you all for your time today.
We do wanna ask this question again one more time.
How you're feeling?
After today's session with regard to case file monitoring and I'm gonna make attempt again.
To launch this poll as best I can, let's see if I can get this done folks.
Alright.
Hopefully you all can see that.
Now, do we have the poll live?
All right.
[image: ]
Tessa St. John   54:09
Yes, I got it. Thank you.
[image: ]
Herzog, Chris   54:10
Alright, let us know how you're feeling after this session.
Alright, about 55% fifty, 7% have some work to do.
13% say we have a lot of work to do, 26 say there are some things we need to check on and we still have the same 4% totally ready.
I'm assuming that the folks that were completely relaxed and their monitoring is done have dropped off the call at this point because they're no longer.
Registering. So congratulations to those folks.
That are done.
We have seen a little bit of a shift here.
Thank you all for sharing your thoughts with regard to that.
It's appreciated.
Helps us know how we're doing.
And we do have a list of. Yes, ma'am.
[image: ]
Burleson, Brie - ETA   55:15
And Chris?
Chris, maybe they have gotten so much information that that's what turned it around a little bit.
They realized they had more work to do than they thought they had, so that's a good thing too.
[image: ]
Herzog, Chris   55:27
That is a good thing too.
That is a good thing too.
Knowledge is power for sure.
So we have a list of resources here. As I mentioned, this will be posted along with the recording for you all in coming days.
We do have an event coming up next month currently planned for Tuesday, April 29th, save the date we're going to be talking about Preceptorship again with a couple of promising practices.
And an opportunity for direct engagement.
For all of you all.
So again, thank you for making time on a Friday.
We appreciate you all.
You have two minutes left to go. Get a drink of water before your next event.
Take care of yourselves.
Hope you all have a good weekend.
Thank you everybody.
[image: ]
Garcia, Almendra - ETA   56:14
Thank you everyone. Bye.
[image: ]
Herzog, Chris stopped transcription
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