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Community Service Block Grant (CSBG) Program
FY 2021 Monitoring Tool 

Agency Name: 	     								Contract Number: 	      PON2 736- 2000002656	                              	

Monitor(s):  	     								Date(s) of Monitoring:  	     							

Information Provided by: 	     						Contact Information: 	     							

Service Activities  
Due to COVID there has been emergency funds issued by the Federal government that will need to be tracked called Coronavirus Aid, Relief, and Economic Security (CARES) Act. Instructions for how to deal with CARES will be located on the item in the Verification section. CARES activity should be tracked separately from CSBG funds.
	Monitoring Items
	Yes
	No
	N/A
	Documentation/Verification

	1. Agency’s Governing Board membership includes: (KRS 273.437) 
	
	
	
	

	A. 1/3 of the members of the administering board shall be public officers, including elected public officials or their representatives, unless the number of public officers reasonably available or willing to serve is less than 1/3 of the membership of the board;
	
	
	
	

	B. At least 1/3 representative of the poor in the service area;
	
	
	
	

	C. Remaining % includes representatives of business, industry, labor,   religious, welfare, education or other major groups; and,
	
	
	
	

	D. Total membership of the Board is not less than fifteen (15) and not more Than fifty-one (51).  
  Number of Board Members ______
	
	
	
	

	2. Board meetings are open to the public unless the requirement constitutes a breach of an individual’s right to confidentiality. (922 KAR 6:010 Section 3)   
	
	
	
	

	3. Board meeting minutes are copied and distributed within thirty (30) days of the minutes’ approval to the following:
(KAR 922 6:010, Section 3 (3) (d) 2.) (2.00  16)
	
	
	
	

	1. Each board member;
	
	
	
	

	1. The executive director; and, 
	
	
	
	

	1. The Policy Analyst in the Department for Community Based Services (DCBS).  
	
	
	
	

	4. In addition to board minutes being sent to the Policy Analyst, the agency is to submit with it (2.00 16):
	
	
	
	

	A.  An agency tripartite (the three members) board tracking tool and
	
	
	
	

	B.  Tripartite board roster when changes occur
	
	
	
	

	5.  Agency ensure a timeframe of ninety (90) days for filling Community Action Agency (CAA) board vacancies. (2.00  17)
	
	
	
	

	Monitoring Items
	Yes
	No
	N/A
	Documentation/Verification

	6.  Agency request an extension in writing and provide a plan to fill the vacancy to the Policy Analyst in DCBS. (2.00  17)
	
	
	
	

	7. A written financial report is presented to the governing board at least quarterly. (922 KAR 6:010 Section 4(4a)(2c) 1.	
	
	
	
	

	8. Agency maintains written personnel policies that are available to staff.           (922 KAR 6:010 Section 4)
	
	
	
	

	9. Agency maintains a CSBG program (or operations) manual which includes but is not limited to: (922 KAR 6:010 Section 4)
	
	
	
	

	1. Criteria for determining eligibility of an individual for CSBG programs;
	
	
	
	

	1.  Intake process including information needed to approve an applicant;
	
	
	
	

	1. Procedures for accepting a referral from another agency;
	
	
	
	

	1. Instructions for records to be kept on applicants and clients and statistical                           data on intake;
	
	
	
	

	1. Procedures for reports to be made to the Cabinet and frequency;
	
	
	
	

	1. Procedures to be followed when an applicant is found ineligible;
	
	
	
	

	1. Complaint procedures;
	
	
	
	

	1. A description of each program’s organizational structure, lines of authority      and areas of responsibility within the CSBG  programs; and,
	
	
	
	

	1. Procedures for documenting the extent of participation of the poor in the CSBG programs.
	
	
	
	

	10. Agency conducts a Community Needs Assessment to determine the needs and priorities of the communities they serve.   [Performed in SFY 2020 and verified in SFY 2021 Agency Plan and Budget]    (2.00 5 & 2020CSBG State Plan)
	
	
	
	There also is a Community Needs Assessment for CARES funds SFY 2021. The assessment may not have all of the NASCSP Categories. It should however, have at least one of them to use CARES funds.

	11. Services provided address the following areas based on National Association for State Community Services Programs NASCSP Categories: (2.00 3 A-J) 
	
	
	
	

	A. Employment;
	
	
	
	

	B. Education and Cognitive Development
	
	
	
	

	C. Income and Asset Building;
	
	
	
	

	D. Housing;
	
	
	
	

	E. Health and Social/ behavioral Development (includes Nutrition);
	
	
	
	

	F. Civic Engagement and Community Involvement
	
	
	
	

	Monitoring Items
	Yes
	No
	N/A
	Documentation/Verification

	G. Services Supporting Multiple Domains
	
	
	
	

	12. Agency coordinates and establishes linkages between governmental and other social service programs to assure the effective delivery of services and to prevent duplication of services. (2.00 4) (2.00.7)


	
	
	
	

	13. Agency informs individuals of available child support programs and refers individuals to the local child support offices, for services where applicable   .(2.00 9)
	
	
	
	 

	14. The Agency:   
	
	
	
	

	A.  Provides local match in the form of cash certified expenditures or in-kind contributions at 20% of the total State Fiscal Year (SFY) 2021 CSBG allocation; (KRS 273.446 (3)) 
	
	
	
	This has been waived for CARES program only for FY2021 by state of emergency order pursuant to KRS 13A.190(1)(a)2 and 4. Only count CSBG funds when calculating in-kind contributions.

	B. Certifies that in-kind contributions have been spent for services approved and incorporated within this contract; and, 
	
	
	
	

	C. Agency ensures any applicable income or donations received for the CSBG program are expended within the service area for which they were intended and are expended during the same budget period in which the income or donation is received. (2.00 11) 
	
	
	
	

	15. Agency seeks prior approval for payment of employee lunches for Agency held meetings or conferences by written request directed to the CSBG Policy Analyst at the following address:  CHFS, Department for Community Based Services, 275 East Main Street, 3E-I, Frankfort, KY  40621-0001.  (2.00 18)
	
	
	
	

	16. Agency requests in writing Cabinet approval for all out-of-state travel thirty (30) days in advance (Attendance at out-of-state conferences/meetings are limited to one (1) person).  (2.03 4)
	
	
	
	

	17. The out-of-state travel request identifies:   (2.03 4)
	
	
	
	

	A. The date (s) and time (s) of training;
	
	
	
	

	B. Detailed purpose of meeting;
	
	
	
	

	C. The individual traveling; and, 
	
	
	
	

	D. Complete cost estimate.
	
	
	
	

	18. Agency provides a report and copies of conference material to the DCBS, CSBG Policy Analyst within ten (10) working days after the conference.  ( 2.03 4)
	
	
	
	

	Monitoring Items
	Yes
	No
	N/A
	Documentation/Verification

	Reporting Requirements

	19. Agency utilizes the applicable reporting system to submit the CSBG Results Oriented Management and Accountability (ROMA) Goals and Outcome Measures Report or Cabinet approved reporting system. ( 2.03.1)
	
	
	
	Review the ROMA report for CARES program. The ROMA report due dates for CARES is the same as CSBG.

	20. Agency submits quarterly reports by the following dates. (2.03 2) 
	
	
	
	

	A. October  16, 2020; 
	
	
	
	[bookmark: _GoBack]The first report for CARES was waived. 

	B. January 15, 2021;
	
	
	
	

	C. April  16, 2021; and,
	
	
	
	

	D. 15 days on or before the end of the contract
	
	
	
	

	21. Quarterly reports submitted via the applicable reporting system to, Melissa McClain, Community Action of Kentucky and copied to contact person.  101 Burch Court, Frankfort, KY 40601( 2.03.2)
	
	
	
	

	22. When the agency needs additional time to submit a quarterly report, a written request for additional time submitted to Melissa McClain, Community Action of Kentucky and copied to contact person prior to the deadline. (2.03 3)
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