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Community Services Block Grant (CSBG) Monitoring 
for
Agency
Dates of monitoring visit
Agency Information
Executive Director:
Address/phone/email:
Contact Person for Program and Administration:
Number of employees: ___
Counties served: 
Number of locations/program sites: 


Monitoring Process Checklist:
Agency name		__________
	TASK
	TARGET DATE FOR COMPLETION
	DATE ACCOMPLISHED

	Notice of Monitoring sent to agency executive director including:
· Board Roster Form, CSBG Funded Programs Form & CSBG Monitoring Documents 
	
	

	Board Roster Form returned by agency
	
	

	CSBG Funded Programs Form returned by agency
	
	

	CSBG Monitoring Documents returned by agency
	
	

	Step I. – Contract Compliance Checklist completed
	
	

	Step II. – Pre-Monitoring Desk Review completed
	
	

	Step III. – Analysis of Board Survey Results completed
	
	

	Step IV. – Onsite Monitoring Visit completed 
	
	

	Step V. – Monitoring Report completed and sent to the agency within 30 days of the onsite review
	
	

	Corrective Action Plan sent to DSS within 60 days
	
	

	DSS response to the Corrective Action Plan sent within 30 days
	
	

















Step I. 	Contract Compliance Checklist	
Agency name   _________
Date this step was completed   __________
	Materials that agencies are required to submit
	Is the agency in compliance?
	Notes

	Most recent audit
	
	Were there any audit findings, deficiencies, and/or weaknesses? If so, have all issues been addressed?

	Board meeting agenda, notice & minutes 
	
	Were they submitted timely to Org Standards? Do minutes contain required information?

	Board Roster
	
	Vacancies over 120 days? Extensions granted? Vacancies over 1 year?

	Community Needs Assessment
	
	Submitted timely to Org Standards and electronic notification received?

	Strategic Plan
	
	Submitted timely to Org Standards and approved by DSS?

	CSBG Quarterly & Annual Report
	
	Submitted timely to Org Standards?

	Steven’s Amendment
	
	Materials contain appropriate language and approved by DSS?






Step II.	Pre-Monitoring Desk Review	
Date materials were requested __________	Date materials were received __________
	Governance
	Materials to review
	Desk review checklist

	
	Board roster form
	Tripartite structure   Yes / No
Is the number of members in alignment with bylaws?   Yes / No
Number of board members   
Have any seats been open for longer than allowed by bylaws?   Yes / No
Notes:




	
	A copy of the bylaws, along with information about when they were last reviewed by the board and when/if they were last reviewed by an attorney
	☐   Were the bylaws reviewed by the board in the last five years? 
☐   Were the bylaws reviewed by an attorney within the last five years?
☐   Tripartite board composition 
☐   Democratic selection of low-income board members 
☐   How board members are recruited and seated
☐   How the board elects public official board members vs. setting aside       seats for specific public positions (best practice)
☐   Public officials or their representatives serve only while the official is in office or his/her appointed position
☐   Meeting frequency and board quorum
☐   Number of board members
☐   Procedures for removing board members for nonattendance
☐   Procedure for filling vacancies
☐   Board responsibilities
☐   Committees and their authority 
☐   Separate finance and personnel committees (best practice)
☐   Officers and their duties 


Notes:










	Governance (Cont.)
	Materials to review
	Review checklist

	
	Schedule of board meetings for the year and board minutes from the past 12 months
	How many times has the board met in the past 12 months? _____
Of the __ total meetings in the past 12 months, __ had a quorum.
Did the frequency of board meetings meet the frequency called for in the bylaws?    Yes / No
Is attendance of board members in alignment with the bylaws?   Yes / No
Are there any areas in which the board is out of compliance with its bylaws?   Yes / No 
If yes, what are the areas? _________________________

Notes:  




	
	Conflict of interest policy for board members
	Is there a policy in place requiring board members to sign a Conflict of Interest agreement at least every two years?   Yes / No

	
	Board orientation manual or similar materials
 
	Is the board orientation manual aligned with the agency’s bylaws and CSBG requirements?   Yes / No

Notes: 








	Human Resources
	Materials to review
	Review checklist

	
	Organization chart
	Notes and follow-up questions for the onsite visit:





	
	Personnel policies and procedures and the date they were last reviewed by an attorney and approved by the board 
	Does it include the following:
       ☐   Reviewed by an attorney and approved by the board within the last               five years?
       ☐   Explanation of fringe benefits, including leave and holidays
       ☐   Written discipline and termination policies
       ☐   Whistleblower/anti-retaliation
       ☐   Travel policy
       ☐   Non-discrimination statement
       ☐   Conflict of interest statement
       ☐   Nepotism statement
       ☐   Definition of work day, work week, and hours
       ☐   Overtime rules – overtime must have proper approval
       ☒   Policy requiring all staff driving on company business to have a current  driver’s license
Notes: 




	
	Conflict of interest policy and agreement
	Is it signed by staff and board members each year and reviewed every two to three years?   Yes / No   

	
	Succession plan, if available
	Does the succession plan have the following elements: 
      ☐   Approved by the board
      ☐   Covers an emergency, unplanned short-term absence of three months or less
      ☐   Outlines the process for filling a permanent vacancy
Notes: 
















	Programs and Management
	Materials to review
	Desk review checklist

	
	Most recent agency strategic plan 
	Does the agency have a current strategic plan?   Yes / No
Does the plan address reduction of poverty, revitalization of low-income communities, and/or empowerment of people with low incomes to become more self-sufficient?    Yes /No
Does the plan contain family, agency, and/or community goals?    Yes /No  
Notes and follow-up questions for the onsite visit:



	
	List of CSBG funded programs for the current contract period, noting which, if any, provide direct financial assistance to participants with CSBG dollars, total amount of CSBG in current year’s program budget, and the percent of the total program budget that CSBG funds represent
	Individual program(s) that the contract manager will review during the onsite visit:
1.   
2.   
3.   
Notes:

	
	List of other federal programs under which the agency provides services
	Notes and follow-up questions for the onsite visit:







Step III.	Review and Summarize Results of the Board Member Survey	

Date board surveys were sent out 	____________
Number of board surveys sent out	________
Requested return date	________
Number of board surveys that are returned	________
Percent of board members who completed the survey 	_______
Analysis of board survey answers, to be completed prior to the onsite monitoring visit




Review of CSBG Supported Programs 
This will be completed for one to three programs that use CSBG funds.
Program name ________________________________________________________________
Description 

Does the program align with the fundable activities outlined in the CSBG Act?  Yes / No
	# of files reviewed _________
Address the following questions after reviewing a sampling of participant files with the Participant Case File Worksheet:

	PARTICIPANT FILE REVIEW SUMMARY
	Yes
	No
	Comments

	Did the review of the participant files sampled indicate that all participants provided services with CSBG funds were eligible (with incomes at or below 125% of federal poverty guidelines)? 
	☐
	☐
	

	Is there evidence of adequate tools and standardized procedures for determining and documenting participant eligibility?
	☐
	☐
	

	Is documentation such as a bill, voucher, and/or copy of the check retained in files for direct financial assistance provided?
	☐
	☐
	

	Were detailed case management activities thoroughly documented in the participant files?
	☐
	☐
	

	Were participants’ goals mutually agreed to and documented?
	☐
	☐
	

	Were efforts to achieve goals documented?
	☐
	☐
	

	Were goals oriented toward self-sufficiency?
	☐
	☐
	

	Is there evidence that participants were referred to other programs in the community or area for needs beyond the program’s scope?
	☐
	☐
	

	Is the agency taking appropriate steps to ensure privacy and confidentiality of participant information, such as secure files, confidentiality policies, private consultation space, etc.?
	☐
	☐
	

	Is there evidence that single custodial parents received child support agency referrals?
	☐
	☐
	

	Does the agency take a new program application once each contract year? If not, how does the agency ensure ongoing eligibility?
	☐
	☐
	

	Did the review of the documentation indicate that the services have helped participants become more self-sufficient?
	☐
	☐
	






Participant Case File Review Worksheet

Program name ________________________________                                     File #_________ 
Date of intake ________	Date of exit (or currently enrolled) _________________
1. Is there evidence that the participant meets CSBG income eligibility guidelines? Yes / No  
	If yes, what documentation was used to determine the participant’s eligibility? 
	
2. Type of services the participant received 

3. Did the participant receive financial assistance? Yes / No  
· If yes, description and amount 
· If yes, is a copy of a bill, voucher, and/or check retained in the file? Yes / No  
4. Is the participant a single custodial parent?  Yes / No    
· If yes, does the file contain evidence that he or she was referred to the local child support agency?  Yes / No    
·  If yes, how is this documented in the file? 

5. Other referrals documented in the file: 

6. Did the participant receive case management services?   Yes / No
· If yes, how are case management services documented? 
· Are participant’s goals and progress towards these goals clearly documented? Yes / No

Notes:


Exit Interview
The contract manager will go over preliminary findings with the executive director, board chair or other officer, and any other leaders the agency wishes to have present. The contract manager will share overall impression of agency’s strengths along with any areas of concern and any areas where the contract manager has questions or needs more information. 
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