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Agenda

e Organizational Standards
e Risk Mitigation
— National Training Center

— SEETAS

e Tools and Resources
— Toolkits
— Webinars
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The Promise of Community Action

Community Action changes people’s lives,
embodies the spirit of hope,
improves communities, and

makes America a better place to live.

We care about the entire community and
we are dedicated to helping people
help themselves and each other.
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IM 138

COMMUN’J , SERV’CES U.S. Department of Health and Human Services
[ OCK GRANT Administration for Children and Families
B Office of Community Services

Division of State Assistance
370 L'Enfant Promenade, S.W.

Information Memorandum Washington, D.C. 20447
Transmittal No. 138 Date: January 26, 2015
TO: State Community Services Block Grant (CSBG) Administrators, U. S.

Territory CSBG Administrators, Eligible Entities, and State Community
Action Associations

SUBJECT: State Establishment of Organizational Standards for CSBG Eligible
Entities under 678B of the CSBG Act, 42 U.S.C. § 9914

Helping People. Changing Lives.
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IM 138

Summer of 2015- State Plans address Standards
mplementation

Y 2016 - All States will Implement Standards

mpact on State Plans, Monitoring, Annual
Report

States Identified Standards Used

— COE-Developed Standards (OCS recommends)
— COE-Developed Standards-Modified
— State Alternative Standards (as rigorous as COE)
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IM 138

State Authority and Responsibility to Establish Organizational Standards

e Section 678B of the CSBG Act (42 U.S.C. § 9914) requires
State CSBG Lead Agencies to establish “performance goals,
administrative standards, financial management
requirements, and other requirements” that ensure an
appropriate level of accountability and quality among the
State’s eligible entities

e |n order for States to meet these responsibilities under the
CSBG Act, States must establish, communicate, and hold
accountable to clear and comprehensive standards as part of
oversight duties.
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IM 138

Federal Authority and Responsibility for Organizational Standards

 The statute provides the authority to collect “such
information as the Secretary shall require,” including a
series of detailed assurances based on the requirements of
the CSBG Act. To assure effective use of funds to meet the
purposes of the statute, section 676(d) (42 U.S.C. § 9908(d))
states that the “Secretary may prescribe procedures for
the purpose of assessing effectiveness of the eligible
entities in carrying out the purpose of [the CSBG Act].

i
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M 138-Assessment

e States are responsible for ensuring that the
eligible entities meet all State-established
organizational standards. Some standards
(i.e., strategic planning, developing an agency-
wide budget, etc.) may take several years for
eligible entities to meet, but every entity must
make steady progress toward the goal of
meeting all standards.
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During the assessment process...

e |f a State finds an eligible entity is not meeting a standard or
set of standards, the State’s response will depend on the
circumstances.

— In cases where the eligible entity may be able to meet the standard in a
reasonable time frame contingent on some targeted technical assistance,
the State and entity may develop a technical assistance plan to target
training and technical assistance resources and outline a time frame for the
entity to meet the standard(s). If appropriate in other situations, the State
may initiate action...including the establishment of a Quality Improvement
Plan (QIP) with clear timelines and benchmarks for progress.

* As long as the State is confident that the eligible entity is moving
toward meeting standards, under a technical assistance plan, QIP,
or other oversight mechanism, the State should not initiate
action to terminate or reduce funding.

lping People. Changing Lives.
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CSBG Organizational Standards

e |M 138
e 58 Private CAAs
e 50 Public CAAs E DB/ELOPED €586

ORGANIZATIONAL STANDARDS

Helping People. Changing Lives.
community
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CSBG Organizational Standards

Organized into three thematic groups

I\gaxu.?ot:m Vision and Operations and
casIbie Direction Accountability
Participation
[ , ) — " Human
Consumer input Organizational resoUrce
and involvement leadership
~ management
! . | " Financial
| Community - Board operations and
engagement governance oversight
| Community B Strategic Data ar)d
assessment planning analysis

"vlpwkop’ec*m"g ives.
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Critical Terms and Groups

* Federal Office of Community Services
— HHS/ACF
— CSBG-Community Services Block Grant

— IM (Information Memorandum) and Dear Colleague
Letters

e Organizational Standards Center of Excellence-
COE/OSCOE

— Community Action Partnership
— COE Developed Organizational Standards
— CSBG Working Group

e State and Federal Accountability Measures

i
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Critical Terms and Groups

ROMA Next Generation

— NASCSP-National Association of State
Community Services Programs

—Theory of Change (TOC)

CSBG State Plans

CSBG Annual Report

— IS Survey

— National Performance Indicators

Office of Management and Budget (OMB)

Federal Fiscal Year (FY)-October 1-September 30
&Aai";"a}i’
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TOOLS AND RESOURCES TO ASSIST
WITH ORGANIZATIONAL STANDARDS
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Tools to Help Assess

e Assessment Tool

éﬂﬂm e Separate Tools for States
and CAAs

e Separate Tool for Private
and Public CAA State

State Assessment Assessments
Tool for .

Private CEEs * |ncludes Final COE-
Developed Standards
| anguage

o SRS * COE Guidance
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Vision and Direction - Category 4: Organizational Leadership

Standard 4.4 The governing board receives an annual update on the success of specific

strategies included in the Community Action plan.

Guidance

e The CSBG Act requires that boards be involved with assessment, planning, implementation, and
evaluation of the programs: this standard supports meeting that requirement.

» This standard is met by an update being provided at a regular board meeting, and documented in
the minutes.

e The update provided to the board may be written or verbal.

¢ The update provided to the board should include specific strategies outlined in the Community
Action plan and any progress made over the course of the last year, or by another period of time as
determined by the board that is less than one year.

State Assessment of Organization:
_ Met-The CEE has met the requirements of the Standard as written.

_ Not Met -The CEE has not met the requirements.

Documentation used: (Check all that apply) Other Documentation:
_Community Action Plan update/report

_ Board minutes
" Board pre-meeting materials/packet

If not met, progress to date on meeting the Standard:

Action steps to be taken to meet the Standard:

e. Changing Lives.

nmunity
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Assessment Template
States and CAAs
Summary Sheet

Sy Pty O Cre

Action

Documentation Packet

SAMPLE Table of Contents (EACH CAA’s TABLE OF CONTENTS WILL VARY)

State Assessment A Check OFf List of items o File with State CSBG Office _
Tel[[p]ﬂte E. Relevant Portions of Board Approved Strategic Plan
C. Add:tional Strategic Planning Documents
z. Committee Meeting Minutes,/INotes
b
.D ! R&levz.'rc- Portions of Community \Ieeds &ssessment
Sample Documentation Packet ) a Add:ltcma_'l Cc:mmumt"_"ﬂ'eecis Acsescment Doc .nnemﬁ

The Docomentation Packet is compiled by local CAAs a5 ther collsct information aanually to E R_E[emqt Boﬂd Minutes/Sections H#
demonstcate they mest the CSBG Organizations] Standards. For many CAAs, the assessment of - e —

Organizational Standacds will occur 25 pact of regular monitoring by the State CSBG Lead Agency
aad oceur on site snmully. Fox othess, the Stste CSBG lead Agemoy conduets on site monitoring

Sommaries of Foeus Group Sur':e‘\-c

CSBG Organizational Standards-Self Assessment

A

less fraqy th v or ~ A chall for States and CA A= that do ot conduet

annual monitoring is the i fm CAAsto d they meet the Standards annually

2nd for the State CIBG Office to annvally report the number of CAAs mesting Standards. Date of Assessment Agency Name

To mest this challeage, CAAs and Stats CSBG Lead Agencies will dervelop 2 peocess that mests the Section 1: CSBG Organizational Standards Which Need to Be Documented as Met Annually
needs in that State. Tools and rezonrces are available from the Organizational Standards Center of

Excellence (OSCOE) to assist CAAs and States to maet this challenge in ways that are not ovedy State’s

busdensome. This tool focuses on captusing snd fling the d tion necessary to Standard Standard CAA e DTG

Thow 2 CAA meets sach Standacds. This tool and others can be found zt Standard Assessment Assessment  Packet Page :

Agrees with
CAN’s Y/N

Number Category

www.communityactionpastnership com.

Met Not Met BT Number{s)

CAAs will nead to demonsteate they meet all Standards aanually. Maay individual Standards zequice The e — C
zction on an sanual basis, while others do so on 2 bisanual, teiennial, or even five vear span. Thees ! HEon | : o
will be matesials local CAAs will need to collect that may ot change over a five year period (e.g. 11 low-income individuals Input and
bylaws, strategic plan). In sddition, there will be documents thet will need to be collected that may participation in its activities. Invol t
be created monthly (a.g board minstes). There are certain documents that will be used to The ization has a 53 i
demonsteate the CAA mests multiple Standards. This tool is provided to be 2 guide to help CAAs ~ approach for collecting, analyzing, Consumer
and State CSBG Lead Agencies think about how to collect, store, and report needed matsrials over 1.3 1 reporting customer satisFact Input and
time, Limiting duplication of effost. It frames the collection of materials vader the title of eporting ) Iavolvement
“Docsmentation Packet” data to the governing board.
'The ization has do ted
A CAA’s Documentation Packet may be: . s
® Hard copy or electronic {or a blend). Some CAAs may prefes to have 2 binder, file 21 across the community, for Community
folder, banker's box, or other hard copy system for collecting and storing the documents. - AT AR et E t
Others may prafes elactronic documents. In some cazes, CA Az may use 2 mix of both P mp_ﬂhlps include other 2nti. =
tions. o
options. poverty org 3115 in the area
+ Stored at the CAA, State CSBG Lead Agency, in the “cloud”, on in some other e s el
d sharing anvi - Depending on the system established, the . e ofgamzabion commumeates s | mite
Documentation Packet may be stored at the CAA for access dusiag onsite monitoring, at 23 activities and its results to the Brgogons o
the State Office for desk audits, oz in an onhne file shanng/storage system accessible to community.
both 2nd even perhaps third parties The organization documents the
s Formally updated periodically or as part of the annual assessment process. Some 24 e s cad s Community
CAds may choose to updats the Docsmentation Packet mosthly as sew materizls are - el et G "
developed or may chooss to selact 2 single Eme sach yeac they updats the packet. P
AcTivi 5.
& Spread across multiple years. Some documents may be submitted in the initial o :
Documentation Packet and may not need to be updated for two to four years. CAAs znd T‘he mg“"“z’fhm s Community
Action plan is outcome-based,
42 anti-poverty focused, and ties Leadership
directly to the community
assessment




Technical Assistance Plan Tracking Form

sion

Technical
Assistance Plan
(TAP) Tracking
Form

Community Action Partnership
1140 Connecticut Avenue, NW, Suite 1210
Washington, DC 20036
202.265.7546 | Fax 202.265.5048
WWW.COMMUNITYACTIONPARTNERSHIP.COM

DRAFT STATE TECHNICAL ASSISTANCE PLAN TRACKING FORM*

AGENCY NAME:

MONITOR NAME: DATE FORM COMPLETED:

Unmet CSBG | Action
Organizational Performance Improvement  Deliverable Person

Progress Initial 3 g
= - Previous Actions Status™"
Review Review

Standard Deliverable Deadline Responsible Date Date Taken
Number

Comments - Updates

* Plears attach sther documeenis a5 weeded and anpropriate. Forme may be modified| adapied, a5 needed, By State CSBG Qfficer. Form may be completed guarterly or a3 freguently a3 weeded.
w5 NE (ot Started) U (Underway) C (Task Complered)

Helping People. Changing Lives.
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Tools to Help Assess

& i Glossary of Terms
_n.,m‘.':tm’?.f This glossary is provided as guidance by the

Organizational Standards Center of Excellence
(OSCOE). It is intended to provide some clarity
as to the intent of the CSBG Working Group in
the development of the Standards. Please
Glossary of note that this is not official guidance and
Terms CAAs and State CSBG Offices are encouraged
to work together to come to agreement on
definitions and to refer to the CSBG Act and
Office of Community Services’ Information
—— Memoranda when needed.

1140 Connecticut Avenue, NW, Suite 1210
Washington, DC 20036
202.265.7546 | Fax 202.265.5048
WWW.COMMUNITYACTIONPARTNERSHIP.C oM

lping People. Changing Lives.
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Glossary

Glossary

This glossary is provided as guidance by the Organizational Standards Center of Excellence
(OSCOE). It is intended to provide clarity as to the intent of the CSBG Working Group in the

o U p d a t e d F e b r u a ry development of the COE-developed organizational standards. Please note that this is not official

guidance and CEEs and State CSBG Offices are encouraged to work together to come to

agreement on definitions and reference the CSBG Act and Office of Community Services”

2 O 1 5 Information Memoranda when needed.

Maximum Feasible Participation - Category 1: Consumer Input and Involvement

. I n C O r p O ra te d n e W Analyzing: Reviewing data or other information collected. This may include looking at trends,

met/unmet expectations of performance, unexpected findings or results, survey results, etc, Staff
and board may be involved reviewing and analyzing data.

finiti ded
d e I n I I O n S a S n e e e Collecting: Documenting information collected from others through tools such as case notes, electronic

or written intake systems, online or written surveys, focus groups, sign in sheets, pre-posttests.

by t h e | M 1 3 8 Information collected divectly fromy: Data that comes from individuals. May be collected through

surveys, focus groups, interviews, ete.

Participation: To join with others in something, take part.

¢ IVI O re d e t a I | t O C O m e Reporting: Written or verbal presentations of data to a specific audience i.e. board, staff, community.
Svstematic approach: Regular, consistent, on a time schedule. Not *ad hoc”.
on broader IM 138

— r 7. itv

I S S u e S Communicated: Sharing information with others. This may be done through mechanisms as determined

by the CEE and may include websites, social media, annual reports, community forums, ete.

Community: May include the geographic community the CEE serves or a subset as determined by the
CEE.

Documented or demonstrated partnerships: Relationships that are formalized. This may be through

an MOU/MOA, contract, coalition membership, etc.

Helping People. Changing Lives.
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Calendar of Required Actions

Helping People: Changing Lives.

Qﬂctmn
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Calendar of
Required Actions

Community Action Partnership
1140 Connecticut Avenue, NW, Suite 12
Washington, DC 20036
202.265.7546 | Fax 202.265.5048
WWW.COMMUNITYACTIONPARTNERSHIP.COM

Annually

Every 2 Years
Every 3 Years
Every 5 Years
Documentation

&As“"f&';';'
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Tools Already Available to Help CAAs

ONLINE TOOLS . . ..

Nonprofit
Risk Management
Center  .7SE

Find the answer here | nonprofitrisk.org

Click to access information and resources

Nonprofit Risk Management Center. This will

Click on the logo above to be taken to the National Training Center's Affiliates Page

Meet the Standards

be your eniry page to the various affiliz

"
PAETHERSHIP
[

Transition

mmunity Action Partnership’s National

k management resources as well as a
CSBG eligible entities. The tool may b
s may be purchased at a discounted i

ctus at
m

PREPARING FOR YOUR
COMMUNITY ACTION AGENCY'S FUTURE:
Sustainability, Succession & Transition

Planning
Guide

IN PARTNERSHIP
WITH
KEVIN C MYREN, CPA

AUDIT ESSENTIALS

What Every Board Member Needs to Know

2

P——

\ cAPLAW |

PARTNERSHIF

A GUIDE FOR
NAVIGATING THE
CSBG REVIEW PROCESS

EXEMPLARY LEGAL PRACTICES & POLICIES

GUIDEB 0 0 K EiiEsr

R
i

o

How CAAs Can Cultivate a
Culture of Compliance

and High Ethical
Standards



Boards of Directors/Advisory Boards

e Handouts
e Videos

Helping Peopie. Chosging Lives
gﬂct,o" Community Action Agency Boards of Directors and the

PARTNERSHIP CSBG Organizational Standards
AMERICK'S POVEETY FICHTING METWORK

The Boards of Directors plays a unique and important role in the life of 3 Community Action Agency. While
staff members transition, founding directors retire, and programs change, the board offers consistency in
purpose, intent, and responsibility. The governing board acts as a body, not as individuals, and its members
are bound by the Duties of Care, Lovalty, and Obedience, bearing legal liability for their individual actions as
well as those of the corporation.

S
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Community Action Partnership
YouTube Channel-Board Videos

e.com/playlist?list=PLMVDY93 O ~ & C H 1% Community Action Partnershi... ‘G COE-developed CSBG Orga... % ‘ ‘ 1 ok

6) Community Action Parinership Videos Playlists Channels Discussion About

e vnes [ COE-developed CSBG Organizational Standards - What Do Boards Need To
- Know?

by Community Action Partnership = 10 videos = Updated yesterday

This series of 10 videos are designed to infroduce governing boards of Private (nonprofit) Community Action Agencies to the COE-developed CSBG
Organizational Standards. For more information on the Organizational Standards please visit bit ly/sta_. more

p Play all < Share + Save

1| l.-| B  standards for Boards Introduction
= by Community Action Partnership

ooy Standards for Boards - Consumer Input and Involvement
by Community Action Partnership

3 e Standards for Beards - Community Engagement
by Community Action Partnership

i Standards for Boards - Community Assessment
by Community Action Partnership

5 e Standards for Boards - Organizational Leadership
by Community Action Partnership

PARTNERSHIP

AMERICKS POVERTY FIGHTING NETWORK



Toolkits and Webinars
for Each of the Nine Categories

e Additional Guidance
— Definition

— Compliance

Category 1
Consumer Input
& Involvement

— Document

e Beyond Compliance

PARTNERSHIF

e Resources

Category 3
Community
Assessment

) Washington, DC 20036
! - mzmmslmmm.!ﬂl
VA COMMUMITYACTIONPARTHERSIA.COM Helping People. Changing Lives.
Qﬂmmmunﬁy
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Standard 5.2 The organization's governing board has written
procedures that document a democratic selection process for

low-income board members adequate to assure that they are
resentative of the low-income communit

A. Guidance on the Definition and Intent of the Standard

The CSBG Act states that CAA boards must have the tripartite structure noted above, including at
least one-third of its membership being democratically selected representatives of the low-income
commumty. Standard 5.2 states that CAAs need to have watten procedures for how this is done in
their local organization. It is important to note that the Act states democratically sefecred, not elected.
Ongce a potential board membes is selected, that individual will still need to be elected and seated to
the board following the CAA’s bylaws and board policies.

According to IM 82 “the implicit intent of this requirement is to insure that those who curently live
in areas sexrved by the agency are represented so that they have a strong voice in agency governance
and direction and are able to convey to those they represent the presence and sipnuficance of
commuty action in their lives.” All CAA board members have an equal voice and vote in agency
governance.

IM 82 continues, “Every effort should be made by eligible entities to assure that board members
representing low-mcome individuals and families:

¢ Have been selected on the basir of some form of democratic procedure eithex directly through
election, public forum, or, if not pessible, through a similar democratic process such as
election to a position of responsibility in another sigrificant service or community
organization such as a school PTA, a faith-based organization leadesship group; or an
advisory boasd /governing council to another low-income service provider,

*  Are trul representarive of curvent restdents of the geographic area to be served, including racial and
ethnic composition, 25 determined by periodic selection or reselection by the community.
Being cucrent should be based on the recent or annual demographics changes as
documented in the needs/ community assessment. This does not preclude extended service
of low-ncome community reoresentatives on boards. but does sussest that continued hoard

B. Guidance on Compliance and Documentation

Documentation may include the watten policy itzelf, board poliey or procedure manual, bylaws,
munutes, etc.

CAAs are encouraged to keep this process straightforward and not to incorporate something too
complex. Examples of democratic selection procedures for low-income sector directors nclude:

Toolkit Sections

T
Conflict of interest policy should
require disclosure
-
-mt—nﬂ-h— :
* Mentily dtwrmatives b the (anfia! ' Obtain the facts
Hold board meeting
Owtarmne whethes g

Thrmagh

i) rro v ”

- Soh e enlabie ta oot Document gm’-“‘”

[ ——— Reflect decision process, data relied on

e P g and rationale in Lhe meeting minutes

» There couied br sy acheerse

Trgonts o B mmshe Stvee e Monitor and Assess
Over time to assess if transaction
remains in the CAA's best interests.

Source: CAPLAW'S Tools for Top-Notch CAAS

C. Beyond Compliance: Benchmarking Organizational
Performance

Having troe representation from the low-income community is an important element of a CAA
govemance structure. Working to ensure that all board commuttees (beyond comumittees that have
decision making authority which are already required to maintain the structure) have a tripartite
structure can help a CAA move beyond compliance toward excellence. In addition, mcorporating
advisory commuttees that engape low-income residents can also bring additional voice to the table.

D. Resources

As with the first standard in this category, this requirement is not new. Such procedures may be
written in the agency’s bylaws (and wnder some states” C3BG laws or repulations, mav be required to
insert it into the CAA’s bylaws), procedure manuals, or other document to meet this Standards.

CAPLAW. Tool for Tup-Noteh CAAs: A Practical Approach to Governance and Financial Exccellence. (2017).
hitp://caplaw org/rescurces /PublicationDocuments,"TopNoteh Toolkit html

Information Memorandum (IM) 82. Trgparsite Boardr. Issued March 23, 2005
hitp: / /wrorw act hhs gov/programs / ocs /resource /im-no-82-tripartite-boards

. Helping People. Changing Lives.
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Assessment
Scales

For Internal Use by CAAs

Only

Moving Beyond Compliance

Accompanying webinars

Stamdard

Cur brlees do ot

Documantation Used

Unaccegtable
Uniatistactiry

Satlstactony

Adwancing

Drutstanding

Action 1o be Takes

individualis)
Riipaniible

Target
Diatais]

Standard 51 The

with the CEBG Act

1. At least ome third
demcematically-selected
represestatives of the low-
imCoHnE CoammILNItY;

1. Cre-thixd local elected
officizls [or taer
represestatTes) and;

from major grougs zad

orpErizatioe’s porensing board
is struzctared is compliznee

3. The remaming mepbership

imperests n the copmunity.

Standard 5.2 The

deement 3 demoenatie
sedection process for Jow-
imcome beard membens

impoone cooRmIImity.

orgariratioe's porensing board
k2 writhen procsdures that

zdequate to 2ssume that they
are mepreseatative of the Jow-

Standard 5.3 The

RSN SCI WY N R

Dhar lowr mecene board

Oigx bowrd 1nd exch srpsdmy

aEtoIneT, OF BETED
reviewed by in attonseg.

aga.

within the past 3 years.

B refezemce the topartine the tri-partts yroctuss seany aze Elled wnzk sommmrres pefle sy ras
LErLamLTE It the Boned daes nee peeplie brmg m - roprens parnre of tae hogrd
waflear this. writh the CEBG Ace: [ emﬂﬁ ITEIATOEE.
1. At beast one third ymudmy comueittess tha:
democratically.-selected | baretheporeric 1ton
representatves of the behali of the board (5ech
lowr-i G | wsthe 2]
1, One-third local elected | comesigree) hazea
officials (or their Ol LECTE BEFLATLEE
represensatives) and;
3. The remaining
membership from major
groups and imrerests in
the x
Standard | We do not have 1 writtenn | We do not beve 2 The organiration’s E—.u wHttes procedare Char writhes
5.2 demacrabe selachon wotes demoerine soverning board has for welsenan i followed proesdires are
process zud the boaxd selecdor process bat the | written procedures that md reviewed Evicwed prior to
does nat beve 173 of its noard 15 szated wyth 13 | document 3 democratic v the board (or ez hazrd elsrmen
membership coming fram | being represencrtres of | selection process for low- | rppropriste commmiries) evele bo enynre thar
tiae low meome the low meoms income board members erery Sre Tears to pssess | the procesi
commuasity eOEEERItY. adequate to assure that its seosess and modified | Bschesire and
they ane representative of | 25 needed is rezchiny the mitended Loor-
the lowr-income [EACERE CoFREEEAT
CORmUTELY.
Stamdard | It bas been more thas 10 Cg brimes kave been The organiration’s Orar brimrs here been Ohar brizos here been
5.3 Tears smee gur bylaws rgmiewed by an stomer | bylawrs have been remsewed by an owtxide reviewed by om omtyids
were eeviewed by am m perwesn 3-10 Tears reviewed by an anormey Frtamer Gmilinr with the | rroper Gesilor wirh e

state’s nonpecfe s
rithie e past 3 mean

sate’s nompeode brs withm
the past 3 Tears

Helping People. Changing Lives.
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Standard 4.3

rm Documenting Standard 4.3

Standard 4.3: The organization’s Community Action plan and strategic plan document the
continuous use of the full Results Onented Management and Accountability (ROMA) cycle or
comparable system (assessment, planning, implementation, achievement of results, and evaluation).
In addition, the organization documents having used the services of a ROMA-certified trainer (or
equivalent) to assist in implementation.

Standard 4.3

A Nationally Certified ROMA Trainer (NCRT) is to be accessed by each Eligible Entity during the
course of the ROMA Cycle. This can be done through a conference call, in person consultation or
training, etc. at some point during the cyele. Again, the documentation of this interaction is not
meant to be burdensome, but a brief narrative describing the type of interaction with the Certified

ROMA Trainer.

Name of Certified ROMA
Trainer

Relationship of Trainer to CAA
(On staff, consultant, State
A iation, Other)

Type of Interaction (in person or
by phone/web meeting)

Date(s) of Interaction

This Standard is intended to demonstrate the Eligible Entity’s use of all of the phases of the ROMA
Cyele in its work. The documentation for this integration can be found in its Community
Assessment, Strategic Plan, and agency reports (to external entities and to its board). It is not
intended to be a complex or burdensome description of use, but an affirmation thart the agency
engaged in thoughtful assessment of needs, planning to meet those needs, implementation of
programs and services designed to meet those needs, collection of data, and an analysis of this data.

Please provide a bricf nasrative describing your agency’s use of each step of the ROMA Cycle using
1 and/ or Strategic Plan to do so.

of your Co ity A

Agency Reports

Community Assessment Sturategic Plan

Brief Description of Interaction

Assessment

Planning

Implementation

Achievement of
Results

Evaluation

See attached checklist that Natonally Certified ROMA Trainers may use to frame discussion with

local agencies about specific arcas of the Cycle.

MEMORANDUM OF UNDERSTANDING

BETWEEN
Ark C ity Action Agencies Association Inc.
Arkansas C ity Action Agenci

Arkansas DHS Division of County Op /Office of C ity Services

This Memorandum of Understanding (MOU), effective July 1, 2015, is entered into by and
between the Arkansas Community Action Agencies Association Inc. (ACAAA), Arkansas
Community Action Agencies (CAAs), and the Arkansas DHS Division of County Opetations/Office
of Community Services (OCS), to confirm participation in a statewide effort to increase the
capacity of Arkansas CAAs to implement and document the continuous use uf the full Results
Oriented Management and Accountability (ROMA) cycle - assessment, planhing,

implementation, achievement of results, and evaluation.

Nationally Certified ROMA Trainers

Access to ROMA trainers in Arkansas will be provided by trainers that are nationally certified in
Results Oriented Management and Accountability, a perinrmance-based initiative designed to
preserve the anti-poverty focus of Community Actian-Ligencies receiving Community Services
Block Grant (CSBG) funds. Nationally Certified ROMA Trainers (NCRTs) in Arkansas, as well as
qualified consultants, will facilitate the provisicri of training and technical assistance, as well as
carry out the following functions:

Functions of NCRTs
Arkansas NCRTs will implement and document the continuous use of the full Results Oriented

Management and Accountability (ROMA) cycle, including assessment, planning,
implementation, achievement of results, and evaluation.

Statewide ROMA Participation
The Arkans=s Community Action Agency (CAA) will:

¢ | Designate at least one staff member to be an active participant on the ACAAA ROMA
Committee, which will play a key role in developing common approaches to meet CSBG



CHECKLIST FOR MONITORING
COMMUNITY NEEDS
ASSESSMENTS FOR STATE
CSBG OFFICES




Structure of Community Assessment Checklist

This checklist suggests an approach that state monitors can use to support the assessment of a CEE's
report to determine if the CEE met each of the standards related to the community assessment. Three
sections are contained within the checklist. The first section includes the standards in the Community
Assessment category. The second section includes standards that are associated with community
assessment, but are located in other standard categories such as Strategic Planning, Customer Input and
Involvement and Community Engagement. The third section highlights other elements of a
comprehensive report that are not included in the standards, but will be helpful to monitors as they
review assessment reports.

The checklist will help monitors answer the following questions:

What should | be looking for when | read a Community Needs Assessment (CNA) report?
What elements should the CNA report contain?

How do | know if this is a “comprehensive and complete” CNA report?

How can | assist the CEE in doing a more comprehensive CNA report?

* ¥ * ¥
L M H R A

The checklist is organized as follows:

%+ Each standard associated with conducting a community assessment is listed.

%+ Following each standard is a description of what needs to be done or included in the report to
meet the standard.

% Check boxes | | are provided for monitors to check if the standard is met.

%+ Additional information (the “whys") of the process is included.
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[ | B.Qualitative Data is contained in the report.

Qualitative data (often referred to as descriptive or narrative data), is used in assessment reports to
augment the numerical data. These opinions and ohservations offer a rich picture and help provide
insight into the depth and breadth of an issue. The information can be gathered in a variety of ways.
While not all methods need to be employed in the assessment process, it's important for monitors to
note that more than one of the following methods are evidenced in the assessment report. For
example, conducting a survey offers valuable information however, responses to a survey is unlikely to
reveal the depth of an issue. Qualitative data must be presented and reported using the actual words of
the respondents. (i.e., “the cost to rent an apartment in my community is too high and it makes renting

a safe apartment difficult.”) Otherwise, summarized qualitative data is quantitative (i.e., “x number of
people said that rents for apartments are too high.")

[ | i._Surveys

If surveys are utilized, each survey should be individualized to the specific target group. It's important
for monitors to note that a survey intended for low-income customers should be wide-spread and
extend to individuals beyond those who utilize the services of the CEE. If the monitor sees that surveys
are done only with customers in the CEEs programs s/he may find that the survey coincides with current
CEE programs and services but does not provide a true assessment of the customers’ complete needs.
Conducting surveys that include other mn:lmcluals with low incomes (participants of partner

S
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Risk Mitigation
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CSBG T/TA
Office of Community Services

IM 123

Regional Performance and Innovation Consortia
State Associations

National Centers of Excellence

— Organizational Standards
— National Training Center/SEETAS

— Learning Communities Resource Center

Legal (CAPLAW)
&Aci";"o}i’
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CSBG T/TA
Office of Community Services

IM 151
CSBG Performance Management Framework;
Infrastructure and Analytics;

Governance, Leadership and Staff
Development;

Effective State Oversight; and
Results-Oriented Services and Strategies
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State-Specific T/TA Plan

Joint effort of State Association and State
CSBG Lead Agency

Role of RPIC

Template and Web Training Available

May 19, 2017 RPIC sends plans to OCS and
National Partners; plan due October 1,
thereafter

Regional Convening's/Initiatives

&Aci"i"o}i’
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Red Flag Agency Issues

Financial Management

Board Governance

CSBG Act

Organizational Standards
Other...

e “’*"‘"’i';';i;;""
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National Training Center

e Toolkits

— Cost Allocation

— Time and Effort Reporting

— Risk Assessment

— Balanced Scorecard/Strategic Planning

— Measuring Impact of Partnerships/Collaborations
— Reading Your Audit

— Online Community Action Needs Assessment Tool
— Online Nonprofit Risk Management Center

— Succession Planning/Executive Transition

— CSBG Monitoring-IM-116

— Spotlight on Nonprofit Grants Administration OMB Circular A-
110

Helping People. Changing Lives.
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CSBG TRAINING and TECHNICAL
ASSISTANCE RESOURCE CENTER

Webinars

— Recorded and Posted Online
— Available 24/7

T/TA E-Newsletter

Online Resource Center www.csb

ot{a.org

Twitter Feed @NatTrainingCtr

&Aci"i"oii’
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http://www.csbgtta.org/

CSBG

T7/7A| CSBG T/TA Resource Center

Resource Center

National Training
Center

Home Dashboard About Contact Consultant Bank Forum Calendar Resource Bank @ help

* WWW.CS bgtta .0 rg WELCOME to the CSBG TRAINING and TECHNICAL ASSISTANCE RESOURCE CENTER e I
Password ﬁ

o s = = 5- C _- =
e Many more toolkits, bl i
L ASCRF

requests for training or technical
e, read the latest evaluation reports about evidence-based prograrn models, and search a consultant bank for experienced

Webin ars} an d prin t ofessionals serving the Community Action Network.
resources

e Consultant Bank KOMPBEHENGIVE TRAINING
HIPRE NON-FINANCE FOLKS
* Tralnlng Calendar + Three Recorded Webinars

+ Handouts Including Slides and Samples

e Discussion Forum

+ Pre- and Post-Tests to Assess Learning

e Shared Calendar

1 NHUU!ITT RFIOI

. . . .
([ J I n d I V I d u a | reg I St rat I O n S 'L.*'«FI_AWanrJ the Community Action Pa:'{u';er‘s_hip ha'\re.lc-ame_d up for this web :'.eries_i_ﬂ.(u_a_irig_m'l a_l.eam _a_pp_rr)a%r! ta iu!t\.\-ali:_'ng a.r\d fadm ng pr'_ugram ?udgeta,

Key players from the management team of Community Action Partnership of Washington and Morgan Counties in OH are featured as speakers, adding the always
important practitioner’s perspective.

Helping People. Changing Lives.
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SEETAS: State and Eligible Entity

Technical Assistance Services

Partnering with OCS, NASCSP, CAPLAW
Work with a few states

Cadre of Consultants

Assessment and technical assistance

Tools, resources

&Aci"i"o}i’
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Learning Communities Resource Center

 Decreasing Family Homelessness - Increasing affordable
housing in safe neighborhoods, and expanding shelter
supports and other services leading to home ownership.

* Increasing Financial Empowerment for Families -
Designing strategies to help families with low and
moderate incomes stabilize their financial lives and rise
above poverty.

e Trauma Informed Approaches for Alleviating Poverty - THE LEARNING COMMUNITY
Understanding, recognizing, and responding to the effects ""“’"““*’:‘"’”::"j’""’z
of all types of trauma in antipoverty efforts. T Ceving ecie sueges

e Place-Based Strategies for Community Revitalization -
Developing and/or obtaining tools and resources to
transform neighborhoods of concentrated poverty into
neighborhoods of opportunity that support the optimal
development and well-being of children and families.

* Bundling Services to Improve Outcomes - Affirming the
existence of comprehensive, bundled services in the
Network and identifying which bundle of services are most
impactful for serving low-income families.

Shiis
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Learning Community Groups

e Health Intersections - Collaborating with
the health sector to strengthen anti-
poverty outcomes for families.

e Poverty Trends - A survey course on the
causes and conditions of poverty today
and its impact on Community Action. SRR

e Rural IMPACT - A demonstration project g Piog -
working with 10 U.S. communities to
make systems change in rural
communities to implement a focused
and intentional two generation
approach to poverty.

lping People. Changing Lives.
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Tools and Resources
NASCSP and CAP
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NASCSP TOOL

Decide it's time for a new approach
Define the :

Present ip fincluding Board staf) g

Parameters

4 National Association for State
A Community Services
NASCSP  Programs

Define community, needs, and assets

Create an
Assessment
Plan

A Community Action Guide
to Comprehensive
Community Needs Assessments

Create a Data

Engage your Board to conm Develog the messages to
plan and member rales community and parmess

July 2011

Produced by NASCSP. with significant contributions by: Needs
Assessment

Barbara Mooney, PhD, Community Action Association of Pennsylvania Survey

Margaret Power, PhD. Economic Opportunity Studies

This publication was developed under grant #00ET0422 from the U.S. Department of Health and Human Services, Office Kot ad
of Community Services. However, contents do not necessarily represent the policy of the Department of Health and R

Human Services and the endorsement of the federal government should not be assumed unless otherwise granted Take Action _
Report and Take Action

‘ Helping People. Changing Lives.
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CSBG MONITORING
STANDARDS

| m N A S C S P ‘MATIDHAL ASSOCIATION FOR STATE COMMUNITY SERVICES PROGRAMS
Helping People. Changing Lives.
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Monitoring Principles

Mutual Respect

In working with grantee boards, staff, and consultants, State CSBG offices value and recognize
the unique knowledge, ability, and independence of each person. State CSBG offices are
committed to treating all persons fairly and maintaining credibility by matching actions with
words.

Open Communication

Effective communication 1s key 1n facilitating good working relationships with partners, and
state CSBG offices are commuatted to keeping lines of communication open. The purpose of
communication 1s to assist in developing solutions to problems, to share program improvement
ideas, and provide information on new developments in the anti-poverty field. State CSBG
offices communicate frequently through a variety of tools and media. CSBG offices are open
to contact and are committed to listening to suggestions/concerns. This aids in the CSBG
office in gaining an understanding of local operations and assisting CAAs 1n pursuing
priorities.

Joint Problem Solving

state CSBG offices operate under the basic belief that a team approach to problem solving 1s in
the best interest of all parties involved. State CSBG offices sincerely believe that collectively
the office and the CAA can arrive at the best solution to any situation. Through a team
approach to problem solving, CSBG offices think outside the traditional wavs and come up
1\'1&1 th& best strategles for program dev elﬂpment,, Cﬂﬂﬂlct r&snlutmn__. or cumphanca 1ssues.

Helping People. Changing Lives.
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Monitoring Practices

The states need to assess the health of the entire agency, not just program-by-program
compliance. Such assessments include general oversight, desk reviews, and on-site reviews of
the following: Community Action Plan and/or contract, needs assessments, service delivery
systems, administration and management svstems, board and governance svstems, and financial
systems.

Practice 1 - State monitors look at more than compliance with program rules and
regulations.

In assessing the health of an agency, state monitors cannot look solely at compliance with
particular program standards. Individual CAAs mav have expertise in particular programs or
services and may excel in any “snapshot” view of the CAA. However, the same agency may be
having difficulty in operating other programs, or may be delivering sub-standard services
throughout hhe rest of the organization. State monitors need to take a syvstems view of each CAA

ei; Y community
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A SELF-ASSESSMENT
TOOL FOR STATE CSBG
OFFICES

ﬂm NASCSP

NATIONAL ASSOCIATION FOR STATE COMMUNITY SERVICES PROGRAMS




A SELF-ASSESSMENT TOOL FOR STATE CSBG OFFICES

INTRODUCTION: This assessment tool 15 designed to help State CSBG Offices assess themselves in the area of Regulatory Compliance,
Program and Grant Management, Internal Controls, and much more. This tool will allow States to take an in-depth look at their internal
policies and procedures and identify areas of strength and areas for improvement.

It consists of two assessment tools. Part 1 15 a checklist covering regulations and management of a state office. Part 2 takes a somewhat
broader viewpoint and 1s intended to provide the user with an assessment of his‘her office’s capacity to implement a high quality
Community Services Block Grant (CSBG) Program. Part 2 also includes resources, policies and practices that have proven to contribute to
the implementation of a sound, performance-oriented program.

SELF-ASSESSEMENT TOOL FOR STATE CSBG OFFICES: PART 1 State Office Regulations and Management

REGULATORY COMPLIANCE AND Links Obtained Comments
MANAGEMENT Yes=Y

All state level staff should be familiar with and have easy access to
the following:

C5BG federal legislation CSBG Statute

Any state level CSBG legislation and other legislation or regulations State statutes, rules and
governing non-profits. codes.

CSBG Organizational Standards: M 138 State Establishment of]
The standards are designed to ensure that CSBG Eligible Entities Orgamizational Standards

(CEEs) have the capacity to provide high-quality services to low
income families and communities.

Information Memorandum # 138 provides direction to States, the
Dastrict of Columbia, U.S. Territories, and CEEs on establishing
orgamzational standards.

Helping People. Changing Lives.
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A SELF-ASSESSMENT TOOL FOR STATE CSBG OFFICES

SELF-ASSESSEMENT TOOL FOR STATE CSBG MANAGERS: PART 2

INTEODUCTION: The Community Services Block Grant with its fixed network of Commumnity Action Agencies and program decisions vested
in local boards poses some unique challenges for the state level management. Part 2 of this self-assessment focuses on resources and practices
that can assist the CSBG offices in addressing those challenges in a way that goes bevond compliance with federal regulatory requirements.

The objective here is to provide suggestions that will assist the user in achjeving not just compliance with regulations, but excellence.

Six key areas are covered: Staff Eesources, State Level Advisory Committee, Leadership Resources, Communication Tools and Resources,
Information Technology Resources and Creating a Culture of Accountability and Performance. A list of recommended readings 15 also provided.

This self-assessment 15 not designed to provide a rating or score but rather to serve as a means of 1dentifying those key management resources that
may be strong, need improvement or missing. In the space provided after each category enter “57 if this 1s an area of strength, enter “T7 1f this
resource 1s present but improvement 1s needed, and enter “M™ 1f this resource 1s unavailable or not used. Upon completion those areas designated
“M should be vour first priority for corrective action followed by those areas designated “T7.

S=Strength
STAFF RESOURCES I=Improvement Needed Comments
M=Missing

ei; Y community
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www.communityactionpartnership.com

Serving our network of over 1000 Community Adtion Agencies across America in the fight to eliminate poverty ...

COMMUNITY ACTION PARTNERSHIP

THE NATIONAL ASSOCIATION | WASHINGTON, DC

quicklinks

> MLK Week 2017
» Racial Equity Resources

» 2017 Management and
Leadership Training
Conference

* Partnership Membership
Form

» Updates on CSBEG
Organizational Standards
and ROMA Next Generation

* Annual Convention

» Certified Community Action
Professional (CCAP)

» Subscribe to the eMews

» Community Action Code of
Ethics

» New Reality Initiative

COMMUNITY ACTION © 5 I
NETWORK m EVENTS PROGRAMS GRATSHEﬁCé?\Tw,b IN

NATIONAL TRAINING CENTER

The Learning Community Resource Center's
Webinar Schedule

The Learning Community Resource Center is offering a national mini-webinar series to
explore the successes and challenges of our Agencies as they fight the root causes of
poverty.

Rural IMPACT Webinar on Tuesday, March 21, at 2:00pm ET: This webinar discusses
rural, inter-generational poverty. Register here.

Bundling Services to Improve Outcomes Webinar on Thursday, April 6, at 2:00pm
ET: This webinar discusses bundling and aligning services to alleviate poverty.
Reqgister here.

Financial Empowerment for Families Webinar on Wednesday, May 24, at 2:00pm
ET: This webinar discusses financial empowerment and inclusion. Register here.

Trauma-Informed Approaches Webinar on Thursday, May 25, at 2:00pm ET: This
webinar discusses trauma-informed approaches to fighting poverty. Register here.

. Helping People. Changing Lives.
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LEARNING COMMUNITIES
RESOURCE CENTER

THE PROMISE OF
COMMUNITY ACTION

Community Action
changes people’s lives,
embodies the spirit of
hope, improves
communities, and
makes America a better
place to live. We care
about the entire
community, and we are
dedicated to helping
people help themselves
and each other.

hanging Lives.
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Comprehensive Online
Community Needs Assessment Tool

Using Maps & Data to Support Your Community Needs Assessment Process

The Mapping Tool will allow members to create maps based on a variety of data sets such as the American Communities Survey or the Current
Population Survey, Members can map indicators found in the data sets down to the census tract level and can further refine their maps by upload-

é Community Action Partnership

ing data of their own design.

Home | Activity = Hublibrary =~ Members €5

Serving our netwo r 1000 Commumity Action Agencles across America in the fight to efiminate

COMMUNITY ACTION PAR'I'NERSHIP

THE NATIONAL ASSOCIATION | WASHINGTON, DC

If you have not already registered, please take 30 seconds to do 50 now so you request membership to this group. Not sure how to regis-
ter? Watch this short video. Children in Poverty Food Below Povert Populgtion in Poverty by Dispar

Welcome to the Community Action Partnership’s Comprehensive Community Needs Assessment (CCNA) Tool and Mapping Hub. The Hub acts as
your entry into an online tool with multiple features that allow for the efficient use of data and mapping as part of a larger Community Needs As-

For mare information on community needs assessments as they relate to the Community Services Block Grant click here to access A Community Ac-

sessment process. Here, you can measure and visually represent the fundamental drivers of poverty in your community through an array of census tion Guide to Comprehensive to Community Needs Assessments produced by the National Association for State Community Services Programs

data sets, a report generator, and a mapping tool. (NASCSP).
Using the Cnmprehensive Community Needs Assessment (CCNA) Tool Try it out now to see how easy it is to get a jump on your CSBG Community Needs Assessment or Head Start Community Assessment. For maore in-

formation, contact the National Training Center at TTAsupport@communityactionpartnership.com
The CCNA Online Tool provides a significant amount of the secondary data that will assist you in completing comprehensive community needs as-
sessment with the dick of a button. This online resource was developed by the Center for Applied Research and Environmental Systems (CARES) at the University of Missouri and the
Institute for People, Place and Possibility in cooperation with the Community Action Partnership's National Training Center, the Missouri Associa-
tion for Community Action, and the New York State Community Action Association. This tool is FREE to Community Action Agencies and Other CSBG
Eligible Entities.
How to Use the Start a New Learn About the

Assessment Data

Helping People. Changing Lives.
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Community Action Online
Risk Assessment Tool

ONLINE TOOLS . . ..

Y, R z.m""""; Nonprofit
'éAcffDﬂ. J é‘esrlw(lyra nagement

Nonprofit —
Rlsk Management Home e Login
Center ] _
Find the answer here | nonpmfitrisk.org Welcome tO ﬂle COIIll’Illll’llty ACthIl
| - Partnership
Click to access information and resources RlSk Managemen t PO I_t al

Click on the logo above to be taken to the National Training Center's Affiliates Page with the
MNonprofit Risk Management Center. This will be your entry page to the various affiliate benefi

provided to you through the NRMC and the Community Action Partnership’s National Training
Center. POLICIES ASSESSMENT
My Risk Management Policies My Risk Assessment
- . . . . Not Logged In Not Logged In

Affiliates have access to various discounted risk management resources as well as a customi

risk management tool designed specifically for CSBG eligible entities. The tool may be access

d|rect|y free Of charge The addilional resources may be purchased at a discounted rate We welcome your feedback! Please send us your ideas to improve the functionality or enhance the content of any of these new resources. We are able to add new

. : assessment material. new policy templates. and more. upon request. Reach us at (202) 785-3891 or info@nonprofitrisk.ory

Need help accessing the Affiliate page? Contact us at
TTAsupport@communityactionpartnerhship.com

Helping People. Changing Lives.
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Community Action Online
isk Assessment Tool

' Hekung People. Changing Lives.
K Action
| Isk Management
ASSESSMENT pART “cn s’ 9.’! Center

AMERICAS POVITY RCHTING NITWORK.

Welcome Demo Tester Console Home Assessment My Account ContactUs FAQs Logout

Risk Resourses

My Assessment

Additional CAP Risk Resources
are just a click away
Each module of your risk assessment is listed below along with its current status. Click on

the link corresponding to the module. » My Risk Management Policies

You may view your Risk Assessment Report at any time during the assessment process by
clicking on the View Report button.

Library

| View Report ‘ ‘ QOrganize My Report ‘ @
Risk Assessment Module Status » 6 Tips for Making Risk
Introduction to Risk Management Completed Restart Review Management Stick
Governance Resume

» Getting and Giving
Financial Management Resume References...Safely
Contracts and Procurement Resume
Human Resources Resume
Communication Risks Begin
Service Delivery Risks Begin
Protecting Vulnerable Populations Begin
Transportation Resume
Property Begin

Console Home Assessment My Account Contact Us FAQs Logout

. Helping People. Changing Lives.
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Community Action Partnership Tools

* Preparing for Your Community Action Agency’s Future: Sustainability
Succession &Transition

. . . . . } PREPARING FOR YOUR
— Part 1: Organizational Sustainability Planning sl L R S

Sustainability, Succession & Transition
— Part 2: Executive Succession Planning Guide
— Part 3: Executive Transition Management Guide
— Community Action Partnership and Transition Guides
— PDF available online, print copies available
~ Webinar recording posted
e www.communityactionpartnership.com

* Resources/Toolkits and Webinars
* National Training Center/Toolkits and Webinars

e www.csbgtta.org
e Resource Bank

‘ PREPARING FOR YOUR "
COMMUNITY ACTION AGENCY’S FUTURE:
Sustainability, Succession & Transition

These publication were created by the National Association of Community Action Agencies — Community
Action Partnership, in the performance of the U.S. Department of Health and Human Services, Administration
for Children and Families, Office of Community Services Grant Number 90ET0428 and 90EQ0231. Any ., 0
opinion, findings, and conclusions, or recommendations expressed in this material are those of the author(s) TranSItlon
and do not necessarily reflect the views of the U.S. Department of Health and Human Services, Administration

for Children and Families
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Community Action Partnership Tools

Batter Up! Building Your Leadership Bench
e  Community Action Partnership

e  Brown, Buckley, Tucker

e  PDF available online, print copies available

e  Webinar recording posted

WWW.communityactionpartnership.com
e  Resources/Toolkits and Webinars

e  National Training Center/Toolkits and Webinars

WWwWWw.csbgtta.org
. Resource Bank

This publication was created by the National Association of Community Action Agencies —
Community Action Partnership, in the performance of the U.S. Department of Health and Human
Services, Administration for Children and Families, Office of Community Services Grant Number
90ET0428. Any opinion, findings, and conclusions, or recommendations expressed in this material
ily reflect the views of the U.S. Department of Health
n and Families.

BATTER UP!

Building Your Leadership Bench

M~

BROWN
BUCKLEY
TUCKER

s
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Community Action Partnership Tools

Audit Essentials: What Every Board Member Needs to Know

Community Action Partnership
*  Kevin Myren, CPA S
*  PDF available online

e  Webinar recording posted

AUDIT ESSENTIALS

WWw.commun |tya ction partners hi pP.cOm What Every Board Member Needs to Know

e  Resources/Toolkits and Webinars
e  National Training Center/Toolkits and Webinars

WWwWWw.csbgtta.org
. Resource Bank

This publication was created by the National Association of Community Action Agencies —
Community Action Partnership, in the performance of the U.S. Department of Health and Human
Services, Administration for Children and Families, Office of Community Services Grant Number
90ET0428. Any opinion, findings, and conclusions, or recommendations expressed in this material
are those of the author(s) and do not necessarily reflect the views of the U.S. Department of Health
and Human Services, Administration for Children and Families.
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CAPLAW TOOLS

TooLs FOR Tor-Notcu CAAs: A PRACTICAL APPROACH

TO (GOVERNANCE AND FINANCIAL EXCELLENCE

Section 1: Making Board Meetings Matter 7

_____ section 2: Improving a CAAs Financial Capacty 2
Section 3: Creating the Annual Operating Budget 67
Section 4: Getting the Most Out of Your Financial Statements 83
Section 5: Dealing with Conflicts of Interest 107

Section 6: Adopting a Whistleblower Policy 121

Appendices 135

Helping People. Changing Lives.
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CAPLAW TOOLS

TABLE OF CONTENTS

EXEMPLARY LEGAL PRACTICES & POLICIES
PG. 4 - Section |

wvawmmion  GUIDEBOOK

PG. 6 - Section II.
How Do You Find An Attorney?

PG. 8 - Section Il

How Do You Hire An Attorney?

PG. 10 - Section IV.
How Do you Pay for An Attorney?
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Introduction

This self-training tool offers nonprofit Community Action Agency (CAA) boards a way to educate themselves on
specific Community Services Block Grant (CSBG) governance requirements. Because of the differences between
nonprofit and public CAAs, a separate tool is being created for public CAA boards. This tool is focused on the
CSBG requirements relating to tripartite board composition and selection and is divided into the following

four parts:

1. General tripartite board composition and selection information
2. Public official sector
3. Low-income representative sector
4. Private sector
The board chair is encouraged to designate a board member to facilitate each of the four parts as a training

at a board g. Each part has iple sections which may be conducted by board members in
approximately 20 minutes or less.

Each part offers specific directions for the facilitator regarding his or her role in guiding the full board through
the different sections of the training tool. Itis not necessary for the facilitator to possess specific knowledge
about the part he or she facilitates. Rather, the self-training tool is intended to educate the facilitator and other
board members as they work through the different parts of the tool together. Any preparation required of the
board member facilitator is detailed in each part.

Each part includes handouts - some of which will be provided and others which the facilitator is instructed
to work with board bers to obtain. G Iy, the hand for the four parts will mostly consist of the
following

Materials Needed

+  Exercises and questions relevant to a specific part

+  Federal CSBG Act section setting forth tripartite board composition and selection requirements,

42U5.C. 59910

+  State CSBG statutes/regulations, if any exist, and excerpt from the CSBG grant agreement with the state
serting forth tripartite board « ition and selection requi (Note that a statute is a law
passed by a legislative body, while a regulation is a legal requi issued by an executive branch
agency)

+  Excerpt from the CAA articles of incorporation (and/or articles of amendment) addressing board
compaosition and selection, if such provisions exist

+  Full CAA bylaws with section(s) addressing board composition and selection highlighted for easy
reference

+ US. Department of Health and Human Services (HHS) Office of Community Services (OCS) Information
Memorandum (IM) 82
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Jarle Crocker, PhD, Director of T/TA
jcrocker@communityactionpartnership.com

Tiffney Marley, LCRC Project Director
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Courtney Kohler, Sr. Associate
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Denise Harlow, CEO
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Katy Kujawski, Research Director
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Jenae Bjelland, Executive Director
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