Agency Questionnaire
(You may attach a separate sheet with the information to this Questionnaire.)

AGENCY NAME:	Choose an item.

MVID#: 

BCAEO Monitor:	Choose Below			Date:  Click here to enter a date.

To increase efficiency of the programmatic monitoring review and decrease disruptions to the Agency during the review, please complete the following information and return to the Programmatic Monitor prior to begin date. If the information does not apply, please enter N/A.

This list of questions is a starting point for the BCAEO programmatic monitoring visit.  BCAEO monitors will begin with these questions, and will ask further, in depth questions based on the agency’s STAR assessment, the agency’s recent interactions with BCAEO, and any events that have taken place recently (e.g. turnover of a program manager or member of the executive team).”
	Programs:

	1. Please list the Agency’s CSBG Specific Assistance Programs (as applicable).  

· Are the programs listed in your current CSBG Plan?
· Are there any programs that have been added or dropped since plan was submitted?
· Do any programs have a start date after the monitoring review period?

(NOTE:  Include a case list for each CSBG Program broken down by Program, System ID, First Name and Last Name to Monitor.)

(Specific Assistance is considered to be anything of monetary value that is given to the client, i.e., cash, tokens, clothing, transportation, food, shelter, medical care, gas cards, etc.)
	[bookmark: _GoBack]

	2. Did the Agency provide Community Assistance without conducting income eligibility (CSPM 502)? 

· If yes, how was the program documented?
· Name of Program, Service Area, 
· Reason for income eligibility exclusion,
· Proof that the clients will be predominantly income-eligible (Census data, Community Needs Assessment, etc.)

· Please describe:
· % of predominantly eligible clients % of CSBG funds used for the program

	

	3. Please describe Agency Programs funded by CSBG-D dollars (as applicable).  This could include tax program, Home Repair, etc.…

· Do any of these programs utilize specific assistance dollars? 
· Are the programs listed in your current CSBGD Plan?
· Are there any programs that have been added or dropped since plan was submitted?
· Do any programs have a start date after the monitoring review period?

 (NOTE:  Include a case list for each CSBG Program broken down by Program, System ID, First Name and Last Name.)

	









	4. CSBG/CSBGD asset eligibility (as applicable):

· How often is CSPM 508 reviewed with staff?

· Does staff utilize the most current CSBG Asset Eligibility Checklist in FACSPro?

· Are staff including supporting documentation of assets (including documentation of MDHHS benefits) in the case file?
		
	

	5. How often is staff training conducted on the CSPMs for CSBG/CSBGD and Weatherization income (and/or asset) eligibility determination? 

· How does the Agency track the training staff receive?

		
	

	6. Are any programs entered into FACSPro using the mass entry option for reporting purposes?

· How do you capture demographic information for clients served?

· List all programs, systems, and type of customer files used for tracking data.



	

	7.  Does the Agency have any Sub-Contractor agreements for BCAEO funded programs?

· Please list the programs and Sub-Contractor name(s).
· How often does the Agency monitor the Sub-Contractor?

	

	8.  What is your Agency’s Weatherization Sustainability Plan? 



	

	9. Does the Agency have a Weatherization Manager Succession Plan in place?





	

	10. Describe the process the Agency implements for call-back/add-on work/rework.  




	

	11. How does the Agency ensure workers are following the latest Health & Safety and Field Guide requirements?


	

	12. Please explain the Agency’s process of ensuring the priority Weatherization Assistance Program customers are being served. 

· If there is no Waitlist, how does your Agency collect applications to meet WAP goals of production?


	

	13.  What impact does Deferrals have on the Agency’s ability to meet planned production goals?  

· How is the Agency ensuring there are enough homes weatherized to meet the Program Year Planned Production?



	

	14. Does the Agency perform any of the following work:  for-profit subsidiary, utility-based programs, or HUD?

· Does the Agency use Weatherization equipment and material?

· If yes, is it properly expensed and accounted for the WAP Program reimbursed?

	

	15. Does the Agency budget or spend any LIHEAP funds on Client Education?

· If yes, where and how do you track client data? (Classes, kits, etc.)

· How do you ensure the client is LIHEAP eligible?

	

	16. Expenditure and Planned Production:

· Does your Agency experience difficulties with meeting planned production goals?  If yes, please describe why.

· Does your Agency experience difficulties with meeting expenditure goals?  If yes, please describe why.


	

	Administrative:

	17. Have there been changes in key Management staff in the past three years?  

· What position(s)?

· Has this impacted the delivery of services and/or impacted the timeliness of submitting grant applications and expenditure reports for reimbursement?

· Are key positions cross-trained to fully support the Agency’s operational needs?

	

	18. Does the Agency/Board have a Succession Plan in place for the Executive Director/CEO?

· How often is the Executive Director/CEO evaluated by the Board of Directors?


	

	19. Personnel Policies:

· How does the Agency ensure all staff have access to the Personnel Policies?

· How often are Personnel Policies reviewed with staff (i.e., Whistleblower, Confidentiality, etc.)?

· Is New Hire training conducted within 60 days of hire?  Where is the policy located to support this?

· How often are performance evaluations conducted for staff?

	

	20. How does the Agency invest in staff professional development?  


	

	21. How are the Agency’s programs relative to the Mission Statement, Strategic Plan and ROMA framework?


	

	22. Are all Agency’s employees trained in ROMA?  

· Describe the Agency’s annual ROMA training plan. 

· List the name of your certified ROMA trainer or implementer. 

· How does your certified ROMA trainer or certified ROMA implementer support the implementation of your programs??  

	

	23. Please list the name of your System Administrator and the date they started in this role at your Agency.

· Please describe the role of the System Admin at your Agency.

· How does your System Admin share information with intake staff (i.e., CSPM updates, FACSPro income eligibility updates, etc.)?  
· Describe the process, frequency, evaluation of data integrity, and training completed by your System Admin.

· What training is needed to help develop the capacity of your System Admin?


	

	24. What types of training does Agency staff receive from MCAAA?

· What types of trainings would the Agency like to receive from MCAAA?



	

	Agency Board:

	25. Describe how the Board provides oversight of Agency activities. 

There are resources available to assist Boards on the internet such as CAPLAW, WIPFLi, National Community Action Partnership, USDHHS – Office of Community Services, and more!

	

	26. What role does the Board play in the development and implementation of the Community Needs Assessment?



	

	27. How does the Board participate in the development and implementation of the 
Strategic Plan? 


	

	28. Board Meetings:

· How far in advance of Board Meetings are the Agendas and written material distributed?

· Does the Board routinely meet the frequency of meetings and quorum requirements (51%) as stipulated in the CSPMS?

The minutes, at a minimum, should contain the following details:
· Date, Time, and Location; Regular or Special Meeting; Attendees; Quorum; Guests; Action on Minutes; Major Discussions; Major Proposals and Actions Taken; Financial Reports; Director’s Report; Committee Reports; Public Comments; New Business; Appointments and Resignations; Next Meeting details. 


	

	29. Board Training:

· How often is Board Training provided?

· How does the Board ensure each member receive the training if they are absent during the scheduled training?

· Does the Board utilize CAPLAW’s website as a resource for Board training? If no, what resources does the Board use for training purposes?

· New Board Members:  Is Orientation provided within six months of member being seated?  How is this documented?

	

	30. How often does the Board sign a Conflict of Interest?  
· Does the Board have guidelines or a policy to follow if a Board Member does declare a conflict?


	

	31. How often does the Board review and update the Bylaws?

· When was the last time an Attorney reviewed the Bylaws? 

· How often do Board Members receive a copy of the Bylaws?  (Note:  Please retain signature page for Organizational Standards documentation.)

	

	32. Does the current Agency’s Board Membership selection and composition align with the CSBG Act, Section 676B. Tripartite Boards? 

· Does your Board Memberships meet the requirements of your Agency’s By-Laws?  
· If no, please explain.


	

	33. If there are Board Member vacancies:

· What sector has vacant seats?
· Have the seats been vacant for more than 90 days?
· What steps are being taken to fill the vacant seats?
· What positive changes have you taken to improve your Agency’s ability to secure qualified Board Members?

	  

	34. Have there been any changes in Board Composition or Board Members that are not reported in FACSPro?  

· Are you within 30 days of annual elections or a change in the Chairperson/President of the Board?

	

	General:

	35. Please describe how low-income individuals participate with the Agency in addition to serving on the Board (examples:  Neighborhood Councils, volunteering, etc) .

	

	36. How does the Agency communicate activities, services, or programs to the Community?

· What are some examples of community partnerships the Agency is involved with?
	

	37. Does the Agency have a definition of what would be considered Self-Sufficiency? 


	

	38. Does the Agency have an internal policy and procedure for using the Self-Declaration of Income/No Income Statement?

	

	39. Are staff familiar with CSPM Item 505 “Referring Custodial Parents to Child Support Services”?

· Do you collect and/or report data on the number of customers referred to the Office of Child Support?

· Please describe the process staff uses to refer customers to the Office of Child Support. 

	

	40. Does your Agency refer customers who test positive for controlled substances to treatment or rehabilitation services?  
                           (See CSPM 505)

	

	41. How often does the Agency offer customers surveys and follow-up on results? 

· How are the results followed up on?

	

	42. What other funding source programs have been monitored in the past year?  

Note: For onsite reviews, please pull reports for review by monitor.

	

	43. Did any of the Monitoring Reports have Findings, Corrective Action Plans or other issues identified?  

· For what programs?

· Are these resolved?

	

	44. Has there been any type of reduction or termination of funding in the past two years for your Agency?

· If there has been a reduction in funding:
· For what program?
· Why was there a reduction in funding and for how long?
· Is the Agency under a corrective action plan?

· If funding was terminated:
· For what program?
· When did the termination occur?
· 
· 
· Why?

	

	45. Has the Government Accountability Office (GAO) or any other Federal Agency come to your Agency in the past three years?  (If applicable.)

· If yes, why?


	

	46.  Are you aware of any pending/ongoing legal, administrative, and/or investigative proceedings that have the possibility of legal action on Michigan Department of Health and Human Services (MDHHS) administered funds?

· Please describe. 

	

	47. For Onsite Reviews:  

·  Does your Agency have wi-fi or a wired network connection Monitor can use while onsite?

· Is there a space reserved for Monitor to set up during the onsite review?

	



Signature: 				

Printed Name of Signee:		

Title:	

Date:									
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