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[bookmark: _Toc10027075]Introduction
This document provides technical assistance and guidance to State Workforce Agencies for successfully onboarding new grant monitors using a thorough and consistent hands-on training approach. Using a staged process primarily centered around job shadowing, new monitors will become acclimated to their new role, learn about their State Workforce Agency’s specific monitoring structure, tools, and processes, and benefit from on-the-job training with experienced peer mentor(s) and managers.
[bookmark: _Toc10027076]Background & Approach
During the initial planning phase for the Framework for Monitoring and Oversight, State workforce agency representatives were asked to take part in Regional Advisory Groups to provide ideas and feedback related to training of new State grant monitors. Questions such as, “What forms of training have you found to be effective in your State?” and “What hasn’t worked well for you in the past and why?” revealed some common themes. These inputs provided valuable insight into both the format and the outcomes that the training for new State grant monitors must provide in order to be effective. 
Input from the Regional Advisory Groups revealed that, currently, one of the most common methods for training staff who are new to monitoring is through job shadowing. The Job Shadowing Framework for New State Grant Monitors (Job Shadowing Framework) is designed to help ensure that State grant monitors are trained in an instructionally sound and consistent manner in which every new monitor is provided appropriate information and completes a period of job shadowing.
The goal of the Job Shadowing Framework is to provide assistance with, and support for, building monitoring capacity and expertise across statewide systems. Ultimately, this approach drives more effective monitoring, which will result in improved and more efficient workforce programs that meet customer needs. 

[bookmark: _Toc10027077]Overview
This technical assistance tool follows a staged approach to onboarding, which enables new monitors to start with the basics of monitoring and graduate into ongoing opportunities to build knowledge and skills over time. It is truly a “framework” as it is designed to be flexible and allow states to customize according to their unique structures and State Agency staff responsibilities.
The Job Shadowing Framework identifies the various types of resources, tools, and processes that should be shared with new monitoring staff members during onboarding, many of which will be state-specific. Valuable resources include several of the Framework for Monitoring and Oversight eLearning modules, which provide an overview and introduction to key Elements that pertain to the new monitor’s responsibilities. 
The core of the Job Shadowing Framework is, of course, job shadowing. Job shadowing is allowing a new monitor to follow or work alongside an experienced peer mentor for a period of time to see first-hand how things are done and more clearly understand their role.
Why Job Shadowing Works
Job shadowing is an effective way to help new monitors gain real-world, on-the-job experience and learn how to manage the day-to-day activities that go along with the new role. It allows new monitors to reduce the learning curve and become fully productive more quickly.
Traditionally, a new monitor may learn about his or her role by simply reading the documentation and listening as someone else describes the tasks and responsibilities. However, just telling someone – even the most motivated, interested person – how the organization operates isn’t as effective as showing them how things are done in the real world. Without context, only a small amount of information is actually retained, and the new monitor is unlikely to remember all the details.
Shadowing an experienced peer mentor or manager, someone who fully understands and does the job on a regular basis can be much more effective. The new monitor will actually see how things are done which enables them to more quickly jump in themselves and, as soon as possible, begin to engage in work activities that they’ll be expected to perform in their new positions.


In the Job Shadowing Framework, four types of job shadowing are employed: 
Observing: New monitors primarily follow an experienced peer mentor or manager, listening and watching how things are done.
Hands-On Practicing with Supervision: New monitors work alongside and at times assist an experienced peer mentor or manager to begin applying what they’ve learned so far.
Sharing the Work with Guidance: New monitors begin to take on some of the responsibilities, work in conjunction with an experienced peer mentor, and are closely supervised and guided by that peer and/or a manager.
Working Independently with Feedback: In the final stage of the onboarding process, as new monitors’ knowledge and skills increase, they will begin to work independently and take on more responsibility. They will check in regularly with a more experienced peer mentor or manager to deepen and expand knowledge and skills and ensure they are meeting expectations. 
Job Shadowing Framework Structure
The Job Shadowing Framework follows a staged approach, which typically spans the new monitor’s first 4-6 months on the job. However, each organization will have its own timeline for new monitors to progress through the job shadowing experience and this tool can be customized by decreasing or increasing timeframes for each stage as appropriate. The new monitor will progress through the different types of job shadowing described above to gradually increase his/her familiarity with tasks and gain hands-on experience. The onboarding stages can be described as follows:
In Stage 1, Getting Acclimated, new monitors will learn the basics of monitoring and gain an understanding of their role and responsibilities within the State workforce system structure. 
Stage 2, Building Understanding & Establishing Relationships introduces the new monitor to State monitoring tools and processes and provides opportunities for them to observe how their more experienced peer mentor(s) identify problematic areas and risks. They may also have an opportunity to meet the subrecipients with whom they will work and observe experienced monitors as they engage in various grant monitoring activities.
During Stage 3, Sharing the Work, new monitors will begin to take on some of the responsibilities of monitoring while working alongside a more experienced peer mentor. They will begin to gain hands-on experience and take responsibility for some aspects of the review process. This stage is typically completed during the new monitor’s second and third month in their role.
In the final onboarding stage, Stage 4, Working Independently, the new monitor will transition to full ownership of grant monitoring reviews. The monitor will continue to meet with his or her manager on a monthly basis to gain feedback and gain more advanced knowledge.
Each stage concludes with:
Guidance for assessing knowledge and skills learned.
A Job Shadowing Feedback Form for the new monitor to provide input to inform continuous improvement of the onboarding process. 
A form for the manager and/or experienced peer mentor(s) to sign-off that the new monitor has satisfactorily completed the stage. 
The Job Shadowing Framework document is divided into two parts:
Part I: State Responsibilities for Effective Job Shadowing: This section describes the steps experienced State Agency staff will need to take in advance of each stage in order to prepare for onboarding and job shadowing activities. This will ensure that appropriate experienced State Agency staff are informed of their role in onboarding the new monitor and are clear on expectations and time commitments. Meetings can be scheduled, materials gathered and/or printed, technology set up, etc. As this section is primarily designed for the new monitor’s manager or experienced peer mentor(s) who will be shadowed, it also provides tips for how they can be most successful in guiding new monitors through job shadowing. 
Part II: New Monitor Job Shadowing Forms and Checklists: This section provides a customizable plan for new monitors to follow as they progress through each of the four onboarding stages. It includes various checklists and forms that may be used by the new monitor to guide their activities. Each stage also includes forms that can be used by managers to assess the new monitor’s progress and identify areas where additional support is needed. The new monitor’s manager will need to review and customize this section for each new monitor so that they have guide for their activities and can ensure they are completing the required steps for each stage. Part II may be provided to the new monitor in whole or in parts (at the start of each stage). A printed copy is suggested. 
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[bookmark: _Toc10027078]Part I: State Agency Responsibilities for Effective Job Shadowing
[bookmark: _Toc10027079]Tips for Job Shadowing Success
The key to successful job shadowing – for the new monitor and the organization – is for the State Agency to set clear expectations for new monitors and individuals who will be involved in onboarding and mentoring them.  
Establish the following expectations for the new monitor at the beginning of each stage of the job shadowing process:
Set clear timelines for the stage and deadlines for completion of key activities.
Specify what the new monitor is expected to do and learn during the stage.
Schedule time with appropriate experienced peer mentor(s) in advance and/or helping the new monitor to be able to schedule meetings themselves.
Stipulate what the new monitor needs to do in order to complete the stage and move on to the next stage.
For experienced peer mentor(s) and managers who will be guiding the new monitor:
Define each experienced individual’s role in the job shadowing process. 
Set expectations about what each person will demonstrate and teach the new monitor.
Explain what the new monitor is expected to do during each onboarding stage (i.e., observe, practice, share or have full responsibility).
Clearly define how the new monitor’s progress will be measured and what constitutes satisfactory completion of a task or activity.
Provide guidance on how to deliver constructive feedback.
The remainder of Part I provides further details on appropriate steps experienced State Agency staff can take before the new monitor begins each stage of the onboarding process to ensure success.
[bookmark: _Toc10027080]Preparation Activities 
Existing State Agency staff should complete the following activities before a new monitor begins each stage.
Explain the upcoming stage of the Job Shadowing Framework to existing State Agency staff members who will interact with, mentor, and/or work alongside the new monitor. Set expectations regarding their role and any expected time commitment for meetings, answering questions, job shadowing opportunities, and mentoring. Answer questions and gain commitment that appropriate State Agency staff can commit the time and attention necessary to contribute to the effective training of the new monitor.
Schedule regular meetings with the new monitor: Schedule 15-30 minutes on a regular basis to meet with the new monitor to see how things are going and answer any questions.
Customize the links and resources for the upcoming stage as indicated in Part II: New Monitor Job Shadowing Forms & Checklists according to the new monitor’s role(s) and responsibilities.
Customize the “Knowledge & Skills Assessment” for the upcoming stage as needed.
Identify the experienced State Agency staff person who will be responsible for reviewing “Job Shadow Feedback Forms” completed by the new monitor at the end of each stage and the process of making improvements.
Identify who will be responsible for signing the “Manager/Mentor Sign Off Form”.
Ensure that new monitor has what he/she needs to proceed and is able to clearly articulate what they will need to accomplish in this stage.
Specific Preparation Activities for Stage 1: Getting Acclimated
Provide access to job-related resources including:
Agency grant portfolio
Uniform Guidance
Grant-specific regulations
Related federal guidance including training and employment guidance letters (TEGLs)
State regulations and policies
Historical subrecipient documents
Other resources such as webinars, case studies, etc.
Schedule time for the new monitor to follow an experienced peer mentor and/or manager, and listen, watch, and learn how day-to-day activities are conducted (for example 2-3 half days).
Identify the subrecipients with whom the new monitor will work and gather any relevant documentation.
Review the four stages of the Job Shadowing Framework with the new monitor on their first day and provide them with a printed copy of Part II: New Monitor Job Shadowing Forms & Checklists (customized for your State and their specific role).
Introduce the new monitor to any experienced peer mentor(s) and explain their role in the job shadowing experience.
Specific Preparation Activities for Stage 2: Building Understanding and Establishing Connections
Identify the subrecipients with whom the new monitor will interact and schedule brief calls to make introductions.
Schedule Observation Sessions, ideally with 2-3 experienced monitors so that the new monitor can learn different styles and approaches.
Identify examples of common problematic and high-risk areas related to grant monitoring and the review process.
Specific Preparation Activities for Stage 3: Sharing the Work
[image: ]Job Shadowing Framework for New State Grant Monitors
Identify the subrecipients and related monitoring review activities for which the new monitor will have shared responsibility (alongside an experienced peer mentor) during this stage.
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[bookmark: _Toc10027082]Tips for Job Shadowing Success
As a new grant monitor, job shadowing provides you with an effective way to gain real-world, on-the-job experience and learn how to manage the day-to-day nuances and details that go along with your role. It allows you to reduce the learning curve and become fully productive more quickly.
In order for your job shadowing experience to be successful, it’s critical that you understand what is expected of you as far as what you will need to do and learn.
As part of the onboarding process, you will progress through four stages of job shadowing, which will allow you to begin by observing others and gradually progress to hands-on practice and then shared and full responsibility for responsibilities related to your role. 
At the beginning of each stage of job shadowing, be sure that you:
Know timelines for the stage and any deadlines for completion of key activities
Understand what you are expected to do and learn during the stage
Have appropriate time scheduled with your manager and/or appropriate experienced peer mentor(s) in advance
Are clear about what you need to do in order to complete the stage and move on to the next stage
Are open to receiving guidance and constructive feedback
The remainder of Part II provides a checklist for each stage of the onboarding process so that you can keep track of your activities and progress.
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Learning Objectives
Upon completion of this stage of the Job Shadowing Framework, you will be able to:
Navigate key aspects of your work environment.
Describe the State monitoring structure including your role within it as well as the roles of other associated entities.
Identify key regulations, policies, and procedures associated with monitoring including those specific to your role and the types of grants you will oversee.
Explain the purpose of the Framework for Monitoring and Oversight including the fundamental Elements related to your role and responsibilities.
Learning Format
In this stage, your daily activities will be conducted using the following type of job shadowing:
Observing: This will allow you to become familiar with your day-to-day tasks and responsibilities of monitoring, you will primarily follow an experienced peer mentor or manager, and listen, watch, and learn how things are done.
You will also meet at least every other day with your manager to address any questions you may have and identify areas where you need additional resources or guidance.
Stage 1 Activity Checklist
Familiarize yourself with the State monitoring structure and Federal, State, and local roles and responsibilities.
Talk with your manager and/or experienced peer mentor(s) to gain a clear understanding of your role(s) and responsibilities within the larger State monitoring structure. 
Job Shadowing: Observe an experienced peer mentor and/or manager, and listen, watch, and learn how day-to-day activities are conducted.
Peer Observation Session 1: _______________
Peer Observation Session 2: _______________
Peer Observation Session 3: _______________
Review monitoring regulations, policies and procedures including:
Review your State Agency’s grant portfolio: ______________________
New Uniform Guidance Overview: This online course provides an overview of the Office of Management and Budget’s (OMB) Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, commonly referred to as, "Uniform Guidance”
Review resources to familiarize yourself with the fundamentals and regulations related to the types of grants you will be monitoring:
Program authorizations/statutes
Other applicable Federal statutes
Applicable appropriations
Implementing Regulations
Executive Orders
OMB Circulars, including the Uniform Guidance at 2 CFR Part 200 and 2 CFR Part 2900
DOL-ETA Directives
Terms and conditions of the award
Additional Resources: __________________________
Review TEGLs related to the types of grants you will be monitoring:
__________________________
__________________________
Review related State regulations, policies and procedures
__________________________
__________________________
__________________________
Familiarize yourself with historical subrecipient documents
__________________________
Familiarize yourself with the resources made available to you in the online Grants Application and Management Community of Practice on Workforce GPS.
Familiarize yourself with the Framework for Monitoring and Oversight and review the following eLearning modules:
eLearning: Overview of the Framework for Monitoring and Oversight
eLearning: Element 1 - The Goals and Value of Monitoring and Oversight
eLearning: Element 6 - Conducting Effective On-Site Monitoring
eLearning: Element 7 - Leveraging Monitoring as a Tool for Continuous Improvement


Knowledge and Skills Assessment
After you’ve completed the activities for this stage of the Job Shadowing Framework, meet with your manager and/or experienced peer mentor(s) to review what you’ve learned and assess whether you’ve reached a satisfactory level of knowledge and skills in each area.
Ability to navigate key aspects of your work environment including accessing key software, phone line setup, and network files and folders:
Satisfactory
Needs Improvement: __________________
Ability to describe the State monitoring structure including your role within it as well as the roles of other associated entities:
Satisfactory
Needs Improvement: __________________
Ability to identify key regulations, policies and procedures associated with monitoring including those specific to your role and the types of grants you will oversee:
Satisfactory
Needs Improvement: __________________
Ability to explain the purpose of the Framework for Monitoring and Oversight including the fundamental Elements related to your role and responsibilities:
Satisfactory
Needs Improvement: ________________


Job Shadowing Feedback Form
Please use this form to provide honest feedback on your experience as a new grant monitor during Stage 1 of the Job Shadowing Framework. Your feedback enables us to continuously improve our onboarding program. Thank you!
1) Now that you’ve completed Stage 1 of the Job Shadowing Framework, with continued guidance, how confident do you feel in your ability to begin practicing the tasks associated with your role?
a. Very Confident
b. Somewhat Confident
c. Neutral
d. Somewhat Unsure
e. Not Confident at All
2) What did you find most useful about this stage of your job shadowing experience? 
3) What did you find least effective about this stage of your job shadowing experience?
4) What suggestions do you have for how we might improve Stage 3 for future new monitors?


Manager/Mentor Sign-Off

I hereby certify that ________________________________ has successfully completed the requirements of the Job Shadowing Framework, Stage 1 – Getting Acclimated. 

Experienced Peer Mentor:

_______________________________
Name

_______________________________
Title

_______________________________
Date
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Learning Objectives
Upon completion of this stage of the Job Shadowing Framework, you will be able to:
Identify key State monitoring tools and processes
Explain (generally) how to identify problematic areas and risks
Identify the subrecipients with whom you will work 
Describe various grant monitoring activities
Learning Format
In this stage, your activities will be conducted using the following types of job shadowing:
Observing: For some of your activities you will continue to follow an experienced peer mentor or manager so that you can listen, watch, and learn how things are done.
Hands-On Practicing with Supervision: You will also have opportunities to work alongside and at times assist an experienced peer mentor or manager to begin applying what you’ve learned so far.
You will also check in at least once a week with your experienced peer mentor(s) and/or your manager to address any questions you may have, identify areas where you need additional resources or guidance, and receive constructive feedback.    
Stage 2 Activity Checklist
Meet with your experienced peer mentor(s) to gain an understanding of:
Achieving the shared goal of program, financial, and administrative compliance and performance excellence.
The value of continuous monitoring and how it works.
Oversight activities throughout the year, including frequency and format.
Job Shadowing - Introduction to State Monitoring Tools and Processes: Observe an experienced peer mentor and/or manager to listen, watch, and learn how day-to-day activities are conducted.
Observation Session 1: _______________
Observation Session 2: _______________
Familiarize yourself with Element 4 of the Framework for Monitoring and Oversight by reviewing the eLearning module overview, Element 4 - Conducting Data-Driven Analysis.
Job Shadowing - Assessing Risk: Observe and Practice with an experienced peer mentor and/or manager to review quantitative and qualitative data to assess:
Common information drivers
The overall status of a subrecipient’s grant program and identify potential areas of risk
Assessing risk for non-compliance or low performance
Observation/Hands-on Practice Session 1: _______________
Observation/Hands-on Practice Session 2: _______________
Talk with your manager to ascertain which subrecipients you will need to monitor going forward and familiarize yourself with their historical files.
Job Shadowing - Common Issues and Findings: Observe an experienced peer mentor and/or manager to review sample case studies or examples of common issues and findings.
Observation Session 1: _______________
Observation Session 2: _______________
Familiarize yourself with Element 3 of the Framework for Monitoring and Oversight by reviewing the eLearning module overview, Element 3 - Establishing and Sustaining Effective Relationships.
Review Relationship Building Webinar Recordings.
Meet with internal State Agency staff from other departments who may also interact with your subrecipients as needed to understand their role and how you can help each other.
Job Shadowing – Preparing for an On-site Visit: Observe 2-3 experienced peer mentor(s) to listen, watch, and learn about the activities that are conducted prior to an on-site visit with a subrecipient or AJC. 
Questions to ask include: 
What will be your strategy and focus for this on-site review? Why?
Service Design & Delivery
Grant Operations
Financial Management
How long does it typically take for you to prepare for an on-site visit?
How do you go about scheduling the on-site visit?
What information is important to review in advance? Why? 
What do you provide and what should be requested of the subrecipient in advance of the on-site visit? Why?
Who will you be meeting with and what is their role/title? Why is this an important person to meet?
Will you meet with other people in various units to discuss relevant programs and State system? 
What do you plan to discuss? 
What questions do you typically ask of the director or assistant director?
What other steps are important to take in advance of the on-site meeting?
Observation Session 1: _______________
Observation Session 2: _______________
Observation Session 3: _______________
Job Shadowing - Hands-on Practice with Tools and Processes Related to Preparing for an On-Site Visit: After you’ve observed one or more experienced peer mentor(s) conduct typical activities that are done in advance of an on-site meeting, take some time to practice using these tools yourself and/or assist your experienced peer mentor(s) in completing some of the on-site visit preparation tasks. Then review your work with an experienced peer mentor to ensure you are working correctly and obtain answers to questions as needed. 
You should practice the following:
Tool/Process: _______________
Tool/Process: _______________
Tool/Process: _______________
Job Shadowing – Conducting an On-site Visit: Observe 2-3 experienced peer mentor(s) to listen, watch, and learn about the activities that are conducted during an on-site visit with a subrecipient or AJC. 
Pay attention to the key aspects:
Entrance meeting
Tour of operations and customer flow
Interviews with executives, management, front-line staff, and customers
Participant file review
Exit meeting
Questions to ask include: 
What is unique about this subrecipient?
What is your approach to building this relationship?
What should be requested of the subrecipient during the on-site visit? Why?
What did you learn that was new or different than expected? 
What can be addressed during the visit vs afterward?
What do you need to be sure to do before you leave?
What are the issues and findings?
How did you determine the cause?
What are best practices and possible solutions?
What corrective actions, training and/or technical assistance are appropriate?
What have you found to be most effective in communicating with subrecipients?
Observation Session 1: _______________
Observation Session 2: _______________
Observation Session 3: _______________
Job Shadowing – Post On-site Visit: Observe 2-3 experienced peer mentor(s) to listen, watch, and learn about the activities that are conducted after to an on-site visit with a subrecipient or AJC. 
Questions to ask include: 
What information is important to review now? Why? 
What else will need to be requested of the subrecipient? Why?
What were the findings?
What does a monitoring report look like?
What other steps are important to take now?
Observation Session 1: _______________
Observation Session 2: _______________
Observation Session 3: _______________
Job Shadowing - Hands-on Practice with Tools and Processes Related to Post On-Site Visit Activities: After you’ve observed one or more experienced peer mentor(s) conduct typical activities that are done in advance of an on-site meeting, take some time to practice using these tools yourself and/or assist your experienced peer mentor(s) in completing some of the post-review tasks. Then review your work with an experienced peer mentor to ensure you are working correctly and obtain answers to questions as needed. 
You should practice the following:
Tool/Process: _______________
Tool/Process: _______________
Tool/Process: _______________


Knowledge and Skills Assessment
After you’ve completed the activities for this stage of the Job Shadowing Framework, meet with your manager and/or experienced peer mentor(s) to review what you’ve learned and obtain agreement that you’ve reached a satisfactory level of knowledge and skills in each area.
Ability to identify key State monitoring tools and processes:
Satisfactory
Needs Improvement: __________________
Ability to explain at a high-level how to identify problematic areas and risks:
Satisfactory
Needs Improvement: __________________
Ability to identify the subrecipients with whom you will work:
Satisfactory
Needs Improvement: __________________ 
Ability to describe various grant monitoring activities:
Satisfactory
Needs Improvement: __________________ 


Job Shadowing Feedback Form
Please use this form to provide honest feedback on your experience as a new grant monitor during Stage 2 of the Job Shadowing Framework. Your feedback enables us to continuously improve our onboarding program. Thank you!
1) Now that you’ve completed Stage 2 of the Job Shadowing Framework, how confident are you in your ability to begin sharing responsibility for the tasks associated with your role with one or more of your peers?
a. Very Confident
b. Somewhat Confident
c. Neutral
d. Somewhat Unsure
e. Not Confident at All
2) What did you find most useful about this stage of your job shadowing experience? 
3) What did you find least effective about this stage of your job shadowing experience?
4) What suggestions do you have for how we might improve Stage 2 for future new monitors?


Manager/Mentor Sign-Off

I hereby certify that ________________________________ has successfully completed the requirements of the Job Shadowing Framework, Stage 2 - Building Understanding and Establishing Relationships. 

Experienced Peer Mentor:

_______________________________
Name

_______________________________
Title

_______________________________
Date
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Learning Objectives
Upon completion of this stage of the Job Shadowing Framework, you will be able to:
Begin to take ownership of some of the responsibilities of monitoring while working alongside a more experienced peer. 
Apply what you’ve learned from hands-on experience to take on responsibility for certain aspects of the review process.
Learning Format
In this stage, your activities will be conducted using the following types of job shadowing:
Hands-On Practicing with Supervision: You will continue to work alongside and at times assist an experienced peer or manager to begin applying what you’ve learned.
Sharing the Work with Guidance: You will begin to take on some of the responsibilities of monitoring grants and working with subrecipients. You will work in conjunction with an experienced peer mentor and be supervised and guided by that peer and/or your manager.
You will also check in at least twice a month with your experienced peer mentor(s) and/or your manager to address any questions you may have, identify areas where you need additional resources or guidance, and receive constructive feedback.   
Stage 3 Activity Checklist
Job Shadowing – Share Responsibility for Preparing for an On-site Visit: Work alongside experienced peer mentor(s) to continue practicing and sharing responsibilities for certain activities that are conducted prior to an on-site visit with a local area/subrecipient.
You will be responsible for the following activities:
Activity: _______________
Activity: _______________
Activity: _______________
Consider:
Are there any particular questions or processes you need to pay extra attention to learn?
What can you do to continue building your relationship with the subrecipients with whom you will work?
Follow State monitoring processes for preparing for on-site visits:
Process: _______________
Process: _______________
Process: _______________
Continue practice using State monitoring tools for preparing for on-site visits:
Tool: _______________
Tool: _______________
Tool: _______________
Review documents provided by the subrecipient.
Assess both quantitative and qualitative data to look for red flags and trends.
Seek Guidance and Feedback: As you complete your assigned activities, share your work with an experienced peer mentor to ensure you are working correctly and obtain answers to questions as needed. 
Reflect on what you did better this time and where you still feel challenged.
Discuss any problem areas and how you might overcome them.
Discuss any risks and how you might plan to address them.
Job Shadowing – Share Responsibility for Conducting an On-site Visit: Continue practicing and begin sharing responsibility for certain on-site visit review activities:
You will be responsible for the following activities:
Subrecipient: ____________Activity: _______________
Subrecipient: ____________Activity: _______________
Subrecipient: ____________Activity: _______________
Consider:
Are there any particular questions or processes you need to pay extra attention to learn?
What can be done to help subrecipients rectify issues while you are on-site and avoid an official finding?
What can you do to continue building your relationship with the subrecipients with whom you will work?
Follow State monitoring processes for conducting on-site visits:
Process: _______________
Process: _______________
Process: _______________
Continue practice using State monitoring tools for conducting on-site visits:
Tool: _______________
Tool: _______________
Tool: _______________
Review documents and information provided by the subrecipient.
Look for red flags and trends.
Seek Guidance and Feedback: After you’ve completed an on-site visit, share your thoughts and work with your experienced peer mentor(s) to ensure you are working correctly and obtain answers to questions as needed. 
Reflect on what you did better this time and where you still feel challenged.
Discuss any risks and how you might plan to address them.
Discuss any problem areas and how you might overcome them.
Job Shadowing – Share Responsibility for Post On-site Visit Activities: Work alongside experienced peer mentor(s) to continue practicing and sharing responsibilities for certain activities that are conducted after an on-site visit with a local area/subrecipient.
You will be responsible for the following activities:
Activity: _______________
Activity: _______________
Activity: _______________
Consider:
Are there any particular questions or processes you need to pay extra attention to learn?
What can be done to help subrecipients respond to findings?
What can you do to continue building your relationship with the subrecipients with whom you will work?
Follow State monitoring processes for post on-site visits:
Process: _______________
Process: _______________
Process: _______________
Continue practice using State monitoring tools for post on-site visits:
Tool: _______________
Tool: _______________
Tool: _______________
Seek Guidance and Feedback: As you complete your assigned activities, share your work with an experienced peer mentor to ensure you are working correctly and obtain answers to questions as needed. 
Reflect on what you did better this time and where you still feel challenged.
Discuss any risks and how you might plan to address them.
Discuss any problem areas and how you might overcome them.


Knowledge and Skills Assessment
After you’ve completed the activities for this stage of the Job Shadowing Framework, meet with your manager and/or experienced peer mentor(s) to review what you’ve learned and assess whether you’ve reached a satisfactory level of knowledge and skills in each area so that you can:
Begin to take on some of the responsibilities of monitoring while working alongside a more experienced peer.
Apply what you’ve learned from hands-on experience to take on responsibility for certain aspects of the review process.

1) Identify any areas where additional or more advanced knowledge is required:
2) Identify any areas that need improvement:


Job Shadowing Feedback Form
Please use this form to provide honest feedback on your experience as a new grant monitor during Stage 3 of the Job Shadowing Framework. Your feedback enables us to continuously improve our onboarding program. Thank you!
1) Now that you’ve completed Stage 3 of the Job Shadowing Framework, how confident are you in your ability to begin working independently?
a. Very Confident
b. Somewhat Confident
c. Neutral
d. Somewhat Unsure
e. Not Confident at All
2) What did you find most useful about this stage of your job shadowing experience? 
3) What did you find least effective about this stage of your job shadowing experience?
4) What suggestions do you have for how we might improve Stage 3 for future new monitors?


Manager/Mentor Sign-Off

I hereby certify that ________________________________ has successfully completed the requirements of the Job Shadowing Framework, Stage 3 – Sharing the Work. 

Experienced Peer Mentor:

_______________________________
Name

_______________________________
Title

_______________________________
Date
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[bookmark: _Toc10027086]Stage 4: Working Independently
Learning Objectives
Upon completion of this stage of the Job Shadowing Framework, you will be able to:
Transition to full responsibility for your assigned grant reviews. 
Continue to receive feedback and gain more advanced knowledge.
Learning Format
In this final stage of the onboarding process, your activities will be conducted using the following types of job shadowing:
Sharing the Work with Guidance: For some activities, you will continue to work in conjunction with one or more of your experienced peer mentor(s) and receive guidance as needed.
Working Independently with Feedback: As your knowledge and skills increase, you will begin to work independently and take on more responsibility. 
You will also check in at least once a month with your experienced peer mentor(s) and/or your manager to deepen and expand your knowledge and skills and receive constructive feedback.  
Stage 4 Activity Checklist
Job Shadowing – Begin Working Independently to Prepare for an On-site Visit: Continue with shared responsibilities for certain activities and begin to transition to full responsibility for preparing for on-site reviews of subrecipient grant programs.
Seek Guidance and Feedback: As you progress with your preparations, talk to your experienced peer mentor(s) and/or manager as questions and more complex situations arise to ensure you are working correctly and obtain answers to questions as needed. 
Job Shadowing – Begin Working Independently to Conduct an On-site Visits: Continue with shared responsibilities for certain activities and begin to transition to full responsibility for on-site reviews of subrecipient grant programs.
Seek Guidance and Feedback: After you’ve completed an on-site visit, continue to talk to your experienced peer mentor(s) and/or manager as questions and more complex situations arise to ensure you are working correctly and obtain answers to questions as needed.
Job Shadowing – Begin Working Independently to Complete Post On-site Visit Activities: Work alongside experienced peer mentor(s) to continue practicing and sharing responsibilities for certain activities that are conducted after an on-site visit with a local area/subrecipient.
Seek Guidance and Feedback: As you complete post-on-site activities, continue to talk to your experienced peer mentor(s) and/or manager as questions and more complex situations arise to ensure you are working correctly and obtain answers to questions as needed.


Knowledge and Skills Assessment
After you’ve completed the activities for this stage of the Job Shadowing Framework, meet with your manager and/or experienced peer mentor(s) to review what you’ve learned and assess whether you are ready to transition to full responsibility for your assigned grant reviews.
1) Identify any areas where additional or more advanced knowledge is required:
2) Identify any areas that need improvement: 



Job Shadowing Feedback Form
Please use this form to provide honest feedback on your experience as a new grant monitor during Stage 4 of the Job Shadowing Framework. Your feedback enables us to continuously improve our onboarding program. Thank you!
1) Now that you’ve completed this final stage of the Job Shadowing Framework, how confident are you in your ability to continue working independently and be responsible for the tasks associated with your role?
a. Very Confident
b. Somewhat Confident
c. Neutral
d. Somewhat Unsure
e. Not Confident at All
2) What did you find most useful about this stage of your job shadowing experience? 
3) What did you find least effective about this stage of your job shadowing experience?
4) What suggestions do you have for how we might improve Stage 4 for future new monitors?



Manager/Mentor Sign-Off

I hereby certify that ________________________________ has successfully completed the requirements of the Job Shadowing Framework, Stage 4 – Working Independently. 

Experienced Peer Mentor:

_______________________________
Name

_______________________________
Title

_______________________________
Date
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