H:  STANDARD MONITORING TOOLS FOR CAAs 

OVCS MONITORING INSTRUMENT FOR PRIVATE CAAs

AGENCY MANAGEMENT SYSTEMS

PART 1:  DESK REVIEW

Agency									Date		

Reviewers							


REQUIRED DOCUMENTATION
	ITEM					STATUS				COMMENTS
Fiscal Procedures			Date last amended 						
Personnel Policy			Date last amended 						
EEO/Affirmative Action 		Date last amended 						
Articles of Incorporation		Date last amended 						
Comments:  												
													

GOVERNING/ADVISORY BOARD 
Board By-laws 						Date last amended 			
Comments:  												
													

Are board structure and selection process in compliance with federal law?
Yes            No          	
Comments:  												
													

Are procedures specified for dealing with groups that feel underrepresented? 
Yes            No          	
Comments:  												
													

Board Vacancies as of 			
Comments:  												
													

According to the agency’s By-Laws, how often should the board be meeting?  Did the Board comply with that meeting schedule over the last year?
Comments:  												
													

Dates for Board minutes over the last year on file with OVCS																		
Comments on Board minutes:  									
													

Date of most recent audit report:						
Comments:  												
													

Were there any findings?	Yes            No          	
Comments:  												
													

If a corrective action plan was required, has it been submitted? 			Yes            No          	 
Comments:  												
													

Have program and fiscal reports been timely, accurate, and complete?		Yes            No          
Comments:  												
													

OTHER COMMENTS/OBSERVATIONS
													
													
OVCS MONITORING INSTRUMENT
PART II:  BOARD OF DIRECTORS FOCUS GROUP

Agency									Date			

Reviewers								


	Person(s) Interviewed									
													

What steps does the board take to ensure the agency remains in compliance with 1/3, 1/3, 1/3 structure, etc.?  Compliance with term limits? How is compliance documented?		
													
													

Does the Board have written procedures that document a democratic selection process of electing low-income board members? 
Describe the democratic selection procedures you use to select low-income representatives.
Review documentation. 
													
													

What orientation have you received as a member of this Board? What information and/or documents were provided at orientation? How often and what kind of additional training has been provided?
													
													

In what ways does the Board use ROMA (outcomes/results) in evaluating Agency performance?
													
													
_____________________________________________________________________________

Describe the Committee Structure used by the Board to fulfill its responsibilities.
													
													
Describe the Board’s role in developing and reviewing the Agency’s Strategic Plan.  How often? Have you used the services of a ROMA certified trainer (or equivalent) to assist in the implementation of the Strategic Plan?
													
													
 

How is the Agency’s community needs assessment utilized in the agency’s planning system?
													
													


How does the Board ensure and monitor the implementation of the Agency’s Strategic Plan?
													
													

How often does the Board review the organization’s mission statement to ensure that it addresses poverty and that the programs offered are in alignment with the mission?
													
													

Has the Board approved a written succession plan for senior management (at minimum this should cover the CEO/ED and the CFO/Director of Finance)? What does the plan cover? When was this plan last reviewed and/or updated? (review plan)
													
													



How is the Board involved in developing the resources needed for Agency and program operations?
													
													

How often does the Board conduct an agency-wide risk assessment?  Describe the Board’s procedure for completing the risk assessment.
													
													
As a member of the Board, have you completed a conflict of interest disclosure statement? How often is this done and where are the copies retained?
													
													

How often does the Board review and update the Agency’s Financial Policy/Procedures?  How is that accomplished?  When was this review last completed?
													
													

How often does the Board review and update the Agency’s written procurement policy? When was this review last completed?
													
													

Describe how the Board reviews the Agency’s Annual Budget and Audit Report?
													
													
Describe how the Board participates in creating and implementing an action plan in response to findings on the Audit Report and/or program monitoring reports?
													
													

Describe how the Board monitors the Agency’s financial performance (i.e. – compare expenditures to budget, revenue received, and cash flow situation).
													
													

How often does the Board review the Agency’s Personnel Policies?  How is that accomplished?  When was this review last completed? 
													
													


When did an attorney last review the Agency’s Personnel Policies?
													
													


How often does the Board review the Agency’s salary scale/structure?  How is that accomplished?  When was this review last completed?
													
													



Does the Board monitor staff development/training needs, plans, and outcomes?  If so, how and when?
													
													

Describe how the Board evaluates or oversees the evaluation of Agency program performance?  What Agency programs have been evaluated during the last two years? (Review evaluation reports)
													
													
													

Describe how the Board evaluates the performance of its Executive Director.  When was the last performance review completed?  How does the Executive Director’s performance review relate to the Agency’s strategic goals and expected outcomes? (Review last completed performance review) 
													
													
_____________________________________________________________________________

Describe how the Board plans its own work and evaluates its own performance?
													
													
_____________________________________________________________________________


Does the Board have an attendance policy?  How is this policy implemented?
													
													

How often does the Board review its Agency By-Laws and Articles of Incorporation?  How is this review conducted? When was this review last completed? 
													
													
_____________________________________________________________________________

If over the last year the Board failed to follow the schedule of meeting outlined in its By-Laws, what action(s) are being taken to correct the situation?
																										


PART III:  MANAGEMENT TEAM INTERVIEW
Note:  In addition to the Executive Director, the management team interviewed should include the agency’s chief planner, finance director, human resources manager, operations director/manager, and/or other management-level personnel able to address the questions and issues outlined below.
	
Person(s) Interviewed									
													
													

A.  Needs Assessment Process
Describe the agency’s Community Needs Assessment process including its frequency, how existing resources are evaluated, what demographic and/or census data is utilized, and how the Board is involved.  *Review Needs Assessment package that was presented to the Board and/or other documentation.
													
													
													

How do the agency’s service priorities reflect the findings of the needs assessment?
													
													

How has the menu of agency programs and services changed over the last five years?  If they are substantially unchanged, why?
													
													

For needs identified in the assessment that are not addressed directly by the agency, does the CAA actively engage in ensuring that gaps in the community service provision are addressed? Does the CAA serve on or lead any committees/workgroups to address gaps? What activities does the Board discuss with relation to partnerships/collaborations and filling gaps?
													
													

What steps does the agency take to communicate its activities and results to the community?
													
													


B.  Administration & General Operations
Describe the agency’s system for monitoring programs.
													
													
Describe the agency’s written policy for safeguarding the confidentiality of client records and explain how it is enforced.  (Review policy)
													
													

How is income eligibility for services verified?  (Review client files)
													
													
													

What is the agency’s policy on retention of client records?  (Review client files)
													
													

Describe the agency's disaster recovery (or business resumption) plan.  When was the plan last reviewed? (Review written plan)
													
													
													

Does the agency have available for public inspection the documents required by IRS?  (Review documents)
													
													
													


Describe the agency’s procedures for referrals, intake, etc.
													
													
													

How is information on child support enforcement services made available?
													
													
													

How do you ensure that no CSBG funds are used for any partisan or non-partisan political activities, voter registration activities, or to provide voters with transportation to the polls or similar assistance?
													
													

How do you ensure that no person is excluded from participation in or denied the benefits of any program or activity supported with CSBG funds on the basis of race, color, national origin, or gender?
													
													


Does the agency contract out any client services?  (Review contracts)
													
													

Do contracts with sub-grantees include ROMA and appropriate state requirements? (Review contracts)
													
													


Describe the system used to track and report services that clients receive? How is this tracked? Is the agency able to provide an unduplicated count of clients served? Can the agency provide information on the number/type of services a client received? Does the agency have any contact with clients/customers beyond the initial provision of service?
													
													

When did the agency last analyze the outcome data? How was this analysis conducted?
													
													

How is ROMA (outcome data) used in management and decision-making processes?
													
													
													
		
C.  Human Resource Management	

Does the Organization Chart reflect current agency structure, program responsibilities, and the comprehensive list of programs?
													
													
													

How are current job descriptions for all personnel maintained and regularly updated?
													
													
													



How does the agency ensure that performance evaluations are conducted regularly?
													
													

Is an agency-wide payscale used?
													
													

How are personnel made aware of personnel policies (grievance, EEO)?
													
													
													

Do new employees receive orientation? How is this accomplished? How soon after hire date is this done?													
													

Describe the agency’s approach to staff training and professional development.
													
													
													

Describe the agency’s formal recruitment process.
													
													


Describe the agency’s utilization and source(s) of volunteers. How are volunteer hours tracked and documented?
													
													

Review personnel folders for consistency, completeness, etc.




Describe your agency’s system for communicating its mission, strategic objectives, plans, policies, and financial status to staff.
																																							

D.  Program Management
Program evaluation – how does agency determine whether programs are effective?  How does the Board participate in this process?
													
													
													

How does the agency secure feedback from participants/clients pertaining to program effectiveness and the quality of agency services?
													
													
													

Describe the agency process for targeting outcomes. Does the agency determine a success rate, and track that rate for evaluation purposes?

													
													

Review of client files – intake form, supporting records, verification of income, etc.

If agency operates a Head Start program, are there any unresolved problems/issues?
													
													
													

Please provide a copy of the Agency’s most recent Head Start Self Assessment



What other agency programs have been monitored or evaluated by their funding source(s) within the last 2 years? (Secure copies of program monitoring/evaluation reports)
																																							





Linkages & Coordination – please share some examples of how you coordinate and/or link your services with those of local departments of social services, WIOA One Stop programs, and other organizations that assist low-income persons in achieving self-sufficiency so as to ensure effective delivery of services and to avoid duplication of efforts?
													
													
													

Describe any major resource development activities undertaken during the past two years.
													
													
													

Has your agency lost any program funding over the last two years?  If so what funding and why/how was it lost?
													
													
													

Are there currently any problems/disputes with funding sources (other than CSBG)?
													
													
													




E.  General Issues
What types of unmet training needs or technical assistance needs does your agency have?
																										
													

How could Virginia’s Office on Volunteerism and Community Services better support or assist you?
																																							
What would you like us to know about your agency that we didn’t ask?
													
													
													

Review of facilities (tour)
													
													
													

CONCLUDING REMARKS, OBSERVATIONS							
													
													
													
													

PART IV:  Staff Focus Group


CAA Name:							Date/Time:				
		
OVCS Staff:											


Names and Titles of Local CAA Staff Present:

Name						 Title:					
Name						 Title:					
Name						 Title:					
Name						 Title:					
Name						 Title:					
Name						 Title:					
Name						 Title:					
Name						 Title:					

Purpose and Scope of the Staff Focus Group

The purpose of the Staff Focus Group is to learn about the services that the agency offers to participants and the management systems that are in place to support the delivery of those services.  The focus group should involve no more than 8 direct services staff members from a variety of service areas.

The discussion is intended to be informal (like a chat).  The questions are mainly open-ended to encourage discussion.  Note that a series of bulleted prompts follows most questions.  Just let the discussion flow but make sure all areas (bullets) are covered.  We expect the discussion to last approximately two hours.

OVCS staff will facilitate the group and may request a note-taker.  The Staff Focus Group discussion will be used to confirm the effectiveness of the agency’s management systems.

Staff Focus Group
The purpose of this focus group is to learn how your agency operates on a daily basis.  We know that each of you contributes to community action programs and we want to learn about your experience of working in this agency. 

1. Let’s start by introducing ourselves.  As you introduce yourself, please share how you became a staff person.

1. Program Activities.  Let’s talk about the programs or project with which you work.
▪	What part do you play in the delivery of these services?  Please describe how you work with participants or clients.
▪	What outcomes do you track for your program(s)?  How will you tell that your program has succeeded?
▪	How do you learn about your program’s policies and procedures?  How are changes to those policies and procedures communicated to you? 
▪	In what ways has your program changed in the last two years?

1. Human Resources.  Now I would like to hear about what it’s like to be a staff member here.
▪	What sorts of support do you get through the program and/or from the agency to help you do a better job?  (Support can include on or off-site training sessions, conference or meeting attendance, as well as coaching or mentoring activities.)
▪	How often does your supervisor meet with you?  When did your supervisor last evaluate your performance?  Do you have a copy of or access to the agency’s personnel policies?  Describe agency procedures for making suggestions and filing complaints or grievances.

1. Fiscal Management.  Let’s talk briefly about the agency’s fiscal management, and how you are involved in fiscal matters.
▪	How are fiscal decisions communicated to you?
▪	What procedures do you follow when you need to purchase goods or services for your program?
▪	What financial information or issues are shared with you?  How is it communicated?

1. Information Management Systems.  Do the agency’s information management systems help you to provide more comprehensive participant services?
▪	Do you receive the support you need to adequately use the agency’s software and computer systems?  How is that support provided?  What other support could you use?

▪	Describe the process for inputting a new client into the database? Can that client be tracked across multiple services? Is there a process for following up with that client?		
1. General Issues.  What things do you like best about working for this agency?  What things do you like least?  What do you think is this agency’s greatest strength?  What do you think is this agency’s greatest weakness?

[bookmark: _GoBack]Thank you for your time and input today.  As we close this focus group, would you each describe a strength of your program or project and something about the program you feel could improve the quality of services to participants?


