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Section I- Program Scope

Mission, Roles and Responsibilities

The mission of the Arkansas Department of Human Services is to improve the quality of
life of all Arkansans by protecting the vulnerable, fostering independence, and promoting
better health.

The Arkansas Department of Human Services, Divison of County Operations, Office of
Community Services (DHS/DCO/OCS) is the agency designated by the Governor to administer
and distribute Community Services Block Grant (CSBG) funds.

In its second role, the State Lead Agency is responsible for performance-based reporting of
Community Services Block Grant funds. This entails the collection of data from each agency,
then compiling the data and submitting reports to the federal agency that is responsible for the
funds. In the case of CSBG funds, the performance-based element is referred to as ROMA —
Results Oriented Management and Accountability.

A third role, or responsibility, that the State Lead Agency has is that of providing training and
technical assistance to the eligible entities’ executive directors, board members and staff.
Training and technical assistance covers a wide range of subjects including, but not limited to,
workshops on succession planning, ROMA, case management, financial management, CSBG
Organizational Standards, reporting, OMB guidance, monitoring and board governance.
Technical assistance is provided both as a response to requests and as a result of monitoring
reviews that indicate weaknesses. The State Lead Agency strongly encourages all of the eligible
entities to request technical assistance if they encounter issues or situations in which they feel
guidance is needed. The State Lead Agencies’ primary goal, exceeded only by the programmatic
assurances set forth in the act, is to ensure that all CSBG funds and programs are administered to
all sub-grantees in accordance with the law.

The fourth role of the State Lead Agency is determining if funds are used in accordance with
applicable federal and state laws, rules, regulations, or policies. The determination is made
through monitoring reviews as well as audit reports. In those instances where it is determined
that the use of funds was not in compliance with applicable laws, rules, regulations, or policies,
then corrective action must be determined. [f the determination includes disallowed costs that
must be repaid, then the sub-grantee will be required to reimburse those funds to the State. The
State will, in turn, remit the reimbursed funds to the funding source.

The State Lead Agency’s fifth role with respect to eligible entities is that of partner.
DHS/DCO/OCS works in partnership with not only the entities, but also; with other funding
sources, state agencies, and the Arkansas Community Action Agencies Association (ACAAA),
The partnerships serve as a means to provide the widest range possible of services to the low-
income in the most cost- effective and efficient manner. DSH/DCO/OCS will work directly with
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each eligible entity and its board pertaining to contractual matters or the affairs of that particular
agency.

Revision of Rules and Procedures
Y5101 of hutes and frocedures

Periodically it will be necessary to change or revise procedures and requirements. This may be
in response to new Federal or State regulations, changing circumstances among the low-income
population, or resources available to low-income citizens. Therefore, the State Lead Agency will
review the procedures contained in this manual on a regular basis and issue any changes in the
form of DHS/DCO/OCS Policy Letters.

A Policy Letter is an official means of communication in which pertinent policy and procedure
changes are distributed to each eligible entity across Arkansas and to the Arkansas State
Association. The State Lead Agency will ensure that all entities receive notice of
policy/procedure changes via Policy Letters, and will make the appropriate revisions to the
CSBG Policies and Procedures manual as needed under the guidance of the DHS/DCO Director.

Severability

The provisions of these regulations are severable, and if any provision is held unconstitutional or
a violation of statute by any court of competent jurisdiction, or shall otherwise cease to be
effective, all other provisions of these regulations shall remain in effect.

Implementation

Each eligible entity shall take all necessary steps, including but not limited to the adoption of
amendments to existing by-laws, in order to comply with the requirements of these regulations at
their effective date

Citizen Access and Privacy

The following documents must be made available for public inspection:

** Funding applications submitted to the State Lead Agency;

% The eligible entity's most recent Articles of Incorporation, by-laws, board membership
list, needs assessment and strategic plan,

% All contracts (including funding, consulting, goods and services) pertaining to CSBG
funds;

% All final reports (including audits) made to the State Lead Agency on projects funded
with CSBG funds;

< Minutes of the meetings of the Board of Directors:

** Position titles, salary ranges and job descriptions for all compensated positions.
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These documents may be made available to the public at the eligible entity's office at a
reasonable time scheduled by the eligible entity and as agreed to by the person requesting the
information.

If the requesting person wishes copies of the document and it is feasible to provide such copies,
the eligible entity may request a reasonable fee, not to exceed actual costs; for the copying of
such documents.

State and federal regulations shall apply for privacy of personal data held by the eligible entity
relative to CSBG supported personnel, programs and activities.

Programmatic Assurances

““The purposes of the Community Services Block Grant Program are:

““(1) to provide assistance to states and local communities, working through a network of
community action agencies and other neighborhood-based organizations, for the reduction of
poverty, the revitalization of low-income communities, and the empowerment of low-income
families and individuals in rural and urban areas to become fully self-sufficient (particularly
families who are attempting to transition off a State program carried out under part A of title IV
of the Social Security Act (42 U.S.C. 601 et seq.)); and

“(2) to accomplish the goals described in paragraph (1) through—
"“(A) the strengthening of community capabilities for planning and coordinating the use
of a broad range of Federal, State, local, and other assistance (including private
resources) related to the elimination of poverty, so that this assistance can be used in a
manner responsive to local needs and conditions:
“*(B) the organization of a range of services related to the needs of low-income families
and individuals, so that these services may have a measurable and potentially major
impact on the causes of poverty in the community and may help the families and
individuals to achieve self-sufficiency;
“(C) The greater use of innovative and effective community-based approaches to
attacking the causes and effects of poverty and of community breakdown;
“(D) the maximum participation of residents of the low-income communities and
members of the groups served by programs assisted through the block grants made under
this subtitle to empower such residents and members to respond to the unique problems
and needs within their communities; and PUBLIC LAW 105-285—0CT. 27, 1998 112
STAT. 2729
““(E) The broadening of the resource base of programs directed to the elimination of
poverty so as to secure a more active role in the provision of services for—
“(1) private, religious, charitable, and neighborhood-based organizations; and
*‘(ii) individual citizens, and business, labor, and professional groups who are able to
influence the quantity and quality of opportunities and services for the poor.”
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Legislative Provisions and Requirements

The State Lead Agency is required to make available to eligible entities, no less than 90 percent
of the funds received through the Community Services Block Grant to accomplish the goals set
forth in the programmatic assurances. No more than 5 percent may be utilized for administrative
costs.

90% Eligible Entitv - Funds appropriated for the purpose of the Community Services Block
Grant shall be allocated annually to the eligible entities. Arkansas has in place a historical
allocation formula that was based on poverty, population and a “hold-harmless” indicator
number. The formula will stay in place for the period of FY2018.

During FY 2018, The State Lead Agency will research funding formula from other states, will
identify (in accordance with CSBG IM 116) and adopt the funding formula that will best support
the work of the Arkansas CSBG network. This new formula will be implemented in the year
following its adoption.

3% Administrative - U.S.C. Section 675C (b)(2) states, “No State may spend more than the
greater of $55,000, or 5 percent, of the grant received under section 675A or State allotment
received under Section 675B for administrative expenses, including monitoring activities. Funds
to be spent for such expenses shall be taken from the portion of the grant under section 675A or
State allotment that remains after the State makes grants to eligible entities under subsection (a)”,

3% Discretionary — The remaining funds will be allocated in accordance with U.S.C. Section
675(b) (2) states, the remaining 5% of the funds can be used for a variety of CSBG-related
purposes. Examples of these purposes include awarding funds to CSBG-network organizations to
provide training and technical assistance to CAAs and awarding funds on a competitive basis to
organizations conducting community economic development activities, rural community
development activities, case management, fatherhood initiatives, disaster relief and
neighborhood innovation projects. Arkansas will also use these funds to provide for the
identification, adoption, purchase and implementation of a state-wide data collection system for
the eligible entities.

Section II- State Plan and Appropriation of Funds

State Plan

The State Lead Agency must develop an application and State plan to submit to the Department
of Health and Human Services covering a period of no less than one fiscal year and no more than

two fiscal years. This plan must be submitted no later than thirty days prior to the beginning of
the fiscal year covered by this plan.
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The State Lead Agency is required to hold at least one public hearing in the state giving
sufficient time and notice of the hearing to provide the public the opportunity to comment on the
proposed use and distribution of funds prior to the submission of the State plan to the
Department of Health and Human Services.

In order to be eligible to receive CSBG funding, the State shall conduct one legislative hearing
every three years in conjunction with the development of the State plan.

Annual Allocation

Funds appropriated for the purpose of the Community Services Block Grant shall be allocated
annually to eligible entities in proportion to the size of the poverty-level population served by the
agency when compared to the size of the poverty-level population and available resources in the
state. “Poverty-level population” means the number of people whose household income is below
the official poverty line established by the United States Director of the Office of Management
and Budget (OMB). Arkansas has used a funding formula that has taken into account the
poverty-level population served by the agency, but that also contained a factor identified as a
“hold-harmless” indicator. This formula will remain in place for the FY 2018.

During FY 2018, the State Lead Agency will research funding formula from other states, will
tdentify (in accordance with CSBG M 116) and adopt the funding formula that will best support
the work of the Arkansas CSBG network. This new formula will be implemented in the year
following its adoption,

All of the Arkansas eligible entities must operate its CSBG related programs on a reimbursement
basis. Full documentation of €xpenses must accompany requests for reimbursement.

Section III- Policies of Governing Boards

Legislative Mandate

CSBG Act (42 U.S.C. 9901 et seq.) as amended in 1998, requires the State Lead Agency to
provide assurance that each community action agency or non-profit organization administering
the Community Services Block Grant Program have a tripartite board which will be constituted
as follows:

(A)One-third of the members of the board are elected public officials, currently holding
office, or their representatives, except if the number of elected officials reasonably
available and willing to serve is less than one-third of the membership of the board,
membership on the board of appointed public officials may be counted in meeting
such one-third requirement;

(B) At least one-third of the members are persons chosen in accordance with democratic
selection procedures adequate to assure that they are representative of the low income
in the area served; and
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(C) The remainder of the members is composed of representatives of business, industry,
labor, religious, welfare, education, or other major groups and interests in the
community. Strict adherence to these requirements is necessary to be eligible for
receipt of Community Services Block Grant funding and for continued designation as
an eligible entity.

The bylaws of the organization must set forth the process and procedures for compliance with
the Federal and State statutory mandates for the composition of the board of directors. A copy of
the bylaws must be on file with the Arkansas Department of Human Services, Division of
County Operations, and Office of Community Services. The eligible entities are required to
comply with the process and procedures set forth in its bylaws.

These guidelines are provided to assist the agency in developing the process and procedures for
compliance with boards of directors.

Board Composition

A “Community Action Agency” board of directors shall have not less than 15 members and not
more than 51 members. The board composition shall be as follows (CSBG Information
Memorandum 82):

a) Elected public officials currently holding office, or their properly designated
representatives, must comprise one-third of the board. Appointed public officials may be
counted in meeting this one-third requiremnent only if the number of elected officials
reasonably available and willing to serve is less than one-third of the membership of the
board.

b) The persons chosen to represent the low-income population must comprise at least one-
third of the board; and

¢) Representatives of business, industry, labor, religious, welfare or other private groups and
interests shall comprise the remainder of the board.

Where the administering agency serves more than one county, the composition of the board
shall include representatives of all counties served.

Residence Requirements

Each member of the board selected to represent a specific geographic area within the community
must reside in the area which he/she represents.

Conflict of Interest

A person who serves on the board as an officer or an employee of an organization that wants to
perform a component of the work program funded by the Community Services Block Grant must
publicly disclose the intent to bid for the component. They must also recuse themselves from ail
discussion and any selection determinations regarding award of the component. Generally,
public officials serving on the agency’s boards will not be in conflict if the agency should
contract with his/her jurisdiction to perform a component to the work program funded by CSBG.
In most cases, a person may not serve on the board if an immediate family member is employed
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by the agency. An immediate family member is defined as mother: father, brother, sister,
brother-in-law, sister-in-law, or spouse.

Limitations on Board Service

Limitations on Board Service
Each individual on an eligible entity governing board, regardless of sector represented, must be
elected in accordance with an democratic selection process defined in the eligible entity bylaws.

The bylaws of each eligible entity shall define the term of office and its board election process.
The term of service may be up to five years as defined in the eligible entity bylaws.

The eligible entity may set the term lower than the State Lead Agency requirement, but must
hold an election at the end of each term of service,

Public officials elected to the eligible entity board may select a representative to serve in their
stead during the term of board service. Public officials or their representatives, serve only as long
as the public official is currently holding office, and is subject to the eligible entity selection
process and term of service.

The State life-time term limit of ten years for the Private and Low-Income sectors has been
removed. However each eligible entity must demonstrate that an election has been held at the
end of each term of service for al] three sectors, Public, Private and Low-Income.

Governing Power of the Board of Directors

The board members or governing board acting as one has the legal powers and responsibilities
granted under its state charter as the board of directors of a private, not-for-profit corporation.
For example, the board must have the power to enter into legally binding agreements with any
Federal, State or [ocal agency or with any private funding organization for the purpose of
operating programs or providing services to low-income recipients.

Bylaws Requirements
In accordance with CSBG Information Memorandum 82 the eligible entities Bylaws must
address at least the following:

1. Compesition of the Board: The bylaws shall set the number of seats on the board
and the allotment of seats to public officials, representatives of the low income and
representatives of the private sector.

2. Selection Procedures: The bylaws shall include procedures for selecting all sectors
of the board.

a. Public Officials- The bylaws of the board may authorize each public official
serving on such board to appoint a representative who will then serve as the board
member. These representatives need not be public officials themselves, but they
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shall have full authority to act on behalf of the public officials whom they
represent at meetings of the board regarding the business of the board.

b. Low-Income- Representatives of the low-income population shall be selected/
elected in accordance with democratic selection procedures adequate to assure
representation of low-income persons residing in the area served.

Representatives of the low-income population may be democratically selected

either to represent a specific area or community served by the agency, or at

large to represent the entire area served by the agency. The following democratic
selection procedures may be used, either separately or in combination:

i. Nominations and elections, either within the community, specific areas, or the
entire area served by the agency;

ii.  Election at a meeting or conference of low-income persons where date, time
and place have been adequately publicized:

iii. Selection/election of representatives of a community-wide board by members
of a neighborhood organization who are themselves selected by a low-income
neighborhood of area residents:;

iv. Democratic selection of representatives by existing organizations designated
by the board whose membership is predominantly composed of low-income
persons or their representatives. This is not meant to limit the variety of
selection procedures which may be used. Any democratic selection procedure
which assures adequate representation of the low-income where date, time and
place have been adequately publicized in advance of the selection is
acceptable.

The entity will have these procedures documented in its bylaws or in a separate board approved
document that must accompany the bylaws.

The defined boundaries for the democratic selection of representatives of low income will be
maintained in documented form in the entities files for review by the State Lead Agency.

Low income representatives are truly representative of current residents of the geographic area
to be served, including racial and ethnic composition, as determined by periodic selection or
reselection by the community. Being current 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-income community representatives on boards, but does suggest
that continued board participation of longer term members be revalidated from and kept current
through some form of democratic process and the assessment of community changes.

Agencies must maintain documentation of the selection/election process.
C. Private Sector- Private sector members shall be selected in such a manner as to
assure that the board will benefit from broad community involvement. Such

representation shall come from members of business, social service agencies,
industry, labor, religious and educational institutions or other major groups or
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constituencies of the low-income population concerned with specific problems of
the community. Once an organization is selected, it shall nominate its own
representative on the board in accordance with the bylaws. Each representative
shall be empowered to speak and act on behalf of the organization which he/she
represents regarding the business of the board.

3. Petition by Other Groups for Adeguate Representation on the Board: The
community action agencies shall establish and include in their bylaws procedures
allowing community agencies and representative groups of the low income who feel
themselves inadequately represented on the board to petition for adequate
representation. The bylaws shall specify in these procedures the channel of
communication to be used, the number of signatures required for a valid petition and
the action required of the board in response to a petition for more adequate
representation. The board bylaws shall include provisions for adjusting its
composition in cases where a petition is granted, in order to maintain the proper
percentage of public officials and of representatives of the low income.,

4. Removal of a Board Member: The bylaws must include a description of the grounds
for removal of a board member and the procedures to be followed for removing that
member.

5. Alternates: The Arkansas Non-profit Corporation does not address the use of
alternates to represent board members in their absence; therefore, alternates are
prohibited.

6. Vacancies: A vacancy on the board exists when: (1) a member has been notified of
his/her official removal by action of the board for cause; (2) a member notifies the
board of his/her resignation; (3) a member dies; or (4) a public official leaves office.
When the seat of a public official is vacant, the board shall ask the designating
officials to select another public official to fill the seat, When the seat of a
representative of a private sector is vacant, the board shall ask that organization to
name another representative to finish out the term. When the seat of a representative
of the low income is vacant, the board may include in its bylaws either of two
options: (1) it may repeat the democratic selection procedures; or (2) it may allow the
remaining representatives of the low-income population to select a person to finish
out the term, with the condition that the person selected represents the same
constituency as the original representative.

7. The board must fill all vacancies within 90 days after the vacancy occurs.

8. Quorum: A quorum for a meeting of the board shall be over fifty (50) percent of the
board total as established in the agency’s bylaws.

9. Schedule and Notice of Meeting:
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1. The board shall have not less than four (4) regular meetings per program year
with a quorum. The annual meeting may count as one of these meetings. The
schedule shall be defined in the agency’s bylaws.

2. The board shall provide notice of the agenda in writing to all of its members
for any meeting as specified in its bylaws.

3. All board of directors’ meetings shall be posted in places in the community
frequented by the public to ensure the public is informed of the time and date
of each meeting in accordance with the Arkansas Open Meetings Act. If a
preliminary agenda is not available, the posted notice shall include a general
description of the nature and purpose of the meeting.” Agencies should
identify in the posted notices whether the meeting to be conducted is a full
board or committee meeting.

10. Minutes: The agency shall maintain a roster of attendance and written minutes for
board and committee meetings including a record of votes on all motions, The
memibers making and seconding motions must be identified in the minutes. If motions
are not unanimous, there must be a record of each member’s vote. A record of
attendance or sign-in sheet must be maintained along with the minutes
A signed copy of the minutes, roster of attendance, and any written material
distributed at the meeting must be submitted to the State Lead Agency within 30 days
after the next meeting has occurred and the minutes have been approved by the board.

11. Cominittees on the Board: The board may establish any committee it considers
necessary for conducting its business. The composition of these committees shall
fully reflect the composition of the full board. Public notices and quorums for
committee meetings are required to be the same as those for full board meetings.
Notices are in accordance with The Arkansas Open Meetings Act and a quorum is
over fifty (50) percent of the established membership of the committee.

12. Compensation: Regular compensation to members for their services on the board is
not permitted. However, travel reimbursement to all members of the board for
expenses to attend the meetings is permitted. Reimbursement for a meal is allowed if
no meal is provided during the board meeting.

13. Officials of the Board: Define the responsibilities of the officers of the board, e.g.,
the chairperson, vice chairperson, secretary, and treasurer.

14. Evaluation of Executive Director: Define the responsibility and authority of the
board in regard to the hiring and firing of the Executive Director, and the
responsibility of the performance of the Executive Director. All timesheets and travel
requests for the Executive Director must be approved and signed by the Board Chair
or his/her designee.

Section IV- State Community Services Program Implementation

Program Overview
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The Service Delivery System- The provision of CSBG services to individual low-income
persons statewide is carried out primarily through Arkansas’s eligible entities (community action
agencies). The State Lead Agency will provide 90 percent of its CSBG allocation to these sixteen
(16) community action agencies (eligible entities) for the provision of services in each applicable
CSBG assurance area. These entities provide services to low-income people in each of the state’s
seventy-five (75) counties.

Linkages- A programmatic element of the work plans submitted by the eligible entities will
include the development of linkages and cooperative agreements locally.

Coordination with Other Public and Private Resources- Other public and private funding
resources are submitted with estimated amounts leveraged as part of each community action
agency’s plan. The State Lead Agency requires each local entity to submit coordination plans for
their grant activity. The coordination plan describes how local entities have conferred with area
service providers and established working relationships, how linkages have been developed to
fill identified gaps in services, how funding will be coordinated with other public and private
resources, and how all the above will result in a multi-program impact on the client’s progress
toward self-sufficiency. As The State Lead Agency becomes aware of available grants, the
information will be disseminated to the eligible entity network either directly or through the
Arkansas State Community Action Agencies Association (ACAAA).

Innovative Community and Neighborhood-Based Initiatives- Local entities use these funds to
support innovative community and neighborhood-based initiatives related to the purpose of the
Community Services Block Grant, including fatherhood initiatives and other initiatives with the
goal of strengthening families and encouraging effective parenting.

Community Assessment

As a condition of funding, each sub-grantee is required to submit every three (3) years a
comprehensive community needs assessment for the community served. The community
assessment may be coordinated utilizing assessments conducted for other programs; however, a
single funding source needs assessment may not be substituted for the required three (3) year
CSBG Community Assessment (CSBG Org. Standard Category 3 ). Each entity is responsible
for conducting or securing its own needs assessment. The needs assessment of each entity shall
describe how the assessment was conducted and provide aggregate results. The goals and
objectives of each entity are based upon the findings of the assessment. The State Lead Agencies
realizes that eligible entities require flexibility in conducting a local needs assessment, as each
area varies in the resources available and the services provided.

The CSBG Act (Section 676(b) (1 1)) requires an “assurance from the State that each Community
Action Agency must conduct a community-needs assessment for the community served,
which may be coordinated with commuunity-needs assessments conducted for other programs...”

The assessments must be updated at least annually or when major changes occur within  that
agency’s geographic service area (i.e., loss of major employer, natural disaster, etc.)
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A Community Assessment is an instrument utilized by the agency to gather information and data
about a service area’s opinions, needs, challenges and available resources to assist the agency in
developing a plan to strategically address the needs identified at the conclusion of the
assessment.

The eligible entity should begin by designating a staff member or members to an assessment
committee. This employee/committee should possess knowledge of all the social service
providers, community-based organizations, government agencies, and other pertinent
organizations within their service area that are willing to collaborate and share information with
the agency about present and emerging needs facing the area. The following are some beneficial
community assessment tools:

¢ Interview - Collect information from community members who are in a position to be
very familiar with community needs. These people might be community leaders,
professionals, clients, or other individuals who have affiliations with particular
organizations or agencies.
Public Forum — Assemble a wide range of community members at public meetings to
gather information via group discussions.
Focus Group - Obtain opinions and ideas from a small, targeted group of community
members.
% Survey - Use a formal survey instrument or questionnaire to collect data from community
members and clients.
Secondary data analysis - Review and analyze data that has already been collected
regarding community issues and needs by social service and partner agencies.
Asset mapping - Gather information about existing community assets and resources.

-

>
*

L)

.
R4

-

+
o

N/
L X4

Some factors that might influence the type of assessment an eligible entity selects will include
time, cost, target audience, and agency capacity. Ideally a community assessment should consist
of a combination of data collection methods. The assessment should include:

% A community assessment team;

« Purpose of the assessment (goals and objectives, parties involved, data collection dates,
etc.);
Needs assessment tools and methodologies (focus groups, key informants, surveys,
forums, etc.);
A plan for the assessment (who, what, when, where, how);
Implementation of the assessment using the selected tools:
An analysis of the results;
An executive summary including key findings and priorities; and
Utilize report to determine agency response.
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A community action guide for conducting comprehensive community assessments is available at
www.NASCSP.org,

The type of information gathered will depend on the entities’ service area and its specific needs.
However, the following information must be gathered in all community assessments;
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&
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Description of the entities’ service area and statistical profile of the area including charts,
graphs, maps, etc.;

Needs identified by community leaders and members;

Community Perspectives (Recurring themes, key quotes, etc.);

Current action being taken to meet community needs;

Local resources available to help meet community needs, and their scope of services;
Opportunities for projects;

Challenges to projects (gaps in services, duplication, etc.);

Involvement of the community in the project; and

Long-term sustainability of the project by the community.
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The data collected during the community assessment must be analyzed and compiled into a
report and presented to the entities’ board of directors. Prior to submitting the assessment to the
board, these findings should be refined and translated into key findings and emerging trends
affecting the service area. Based upon the needs identified during the assessment, entities can
select areas within their service area which may require additional services or issues that have
emerged since the last assessment which will need to be prioritized by the entity.

Section V- Community Action Plan (CAP) and Procedures

Introduction

In order to receive funding for an upcoming fiscal year, eligible entities are required to submit a
Community Action Plan (CAP) to the State Lead Agency as a part of the annual application plan,
The State Lead Agency has developed a supplemental Community Action Plan (CAP) manual
which thoroughly demonstrates what each community action agency will be required to submit
each year in order to be eligible to receive CSBG funding. This section merely serves as a
reference for agency compliance with State application requirements.

Requirements

A. Administrative Documents
Completed Checklist
Community Action Agency Identification
Site Locations
Agency’s Organization Chart
Community Action Agency Board Roster
Board of Directors Meeting Schedule
Agency Closing Days

Mok WND =

B. Implementation Documents

Community Assessment Form

Service Delivery System

Linkages

Coordination & Collaboration

Community Based Initiatives

Coordination with Employment & Training Activities
Provision For Emergency Services

MO A LN~
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8. Youth Activities Services
9. Senior Activities Services

C. Programmatic Documents
1. Planned Expenditure Summary
2. Program Summary Report
3. Summary of Program Activities
4. Activities Explanation

D. Fiscal Documents
1. Agency’s Approved Indirect Cost Rate and/or Cost Allocation Plan
2. Current Fidelity Bond
3. CSBG Budget (Administrative/Programmatic)
4. Copy of most recent form 990

E. Certification Documents

Lobbying

Refunding

Programmatic Assurances

Debarment, Suspension, and Other Responsibility Matters
Drug Free Workplace

Tobacco Smoke

SNk W -

Budget and CAP Plan Revisions

Prior approval for any change to the scope or objectives of the approved project shall be
obtained. No deviations are authorized without a signed grant award revision, with the exception
of budget line items variances in accordance with allowable percentages as stipulated.

An entity is bound by the budget accepted by the State Lead agency. However, the transfer of
funds between personnel and administration is allowable up to 10 percent of the greater of a
populated line item, not to exceed the total approved budget.

Section VI- CSBG Grant Operation
CSBG Allowable Activities/Costs

Community Services Block Grant (CSBG) allowable costs are those that support services and
activities which are targeted to the low-income population to alleviate poverty and to promote
self-sufficiency for those individuals and families.

For CSBG program reporting requirements, the HHS Office of Community Services (OCS)
defines “direct” program and “administrative” costs in accordance with three criteria; (i) meeting
Congressional intent for the program; (ii) achieving consistency with HHS audit and financial
management standards; and (iii) ensuring a common basis for relating expenditures to the CSBG
Results Oriented Management and Accountability System (ROMA) in its updated format that
was OMB approved in January, 2017,
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Any CSBG funded program or activity must be identified in the Community Assessment.

Administrative Costs

Administrative costs include administering and managing central staff and centralized functions
of the agency and prorated costs associated with the entities’ audit. Administrative cost also
includes expenditures for support for members of the entities’ governing body.

Administrative costs do not include costs for administration, management or overhead expenses
directly linked to a specific project operated by the eligible entity. Such administrative costs
should be included as part of the program. For example, administrative overhead and general
support for an eligible entities’ community services projects (such as space, supplies, program
manager, etc.) should be reported under Programmatic Costs (CSBG IM 37).

Programmatic and Case Management Costs

Programmatic and Case Management costs include services and activities geared toward:
attaining an adequate education, securing meaningful employment, acquiring adequate housing
and living environments, obtaining emergency assistance, participating in community affairs,
addressing the needs of youth and removing obstacles to improve stability and self-sufficiency.

CSBG funded services may be provided to households with incomes up to 125% of the poverty
income guidelines. OMB poverty income guidelines apply to CSBG funded services and to
services provided by CSBG funded staff. However, if CSBG funded staff provide services
funded by other sources with income guidelines that differ from the CSBG guidelines, the
other funding sources’ guidelines shall apply for those services. Household Income eligibility
documentation must be maintained on all clients served either directly or served by staff who are
paid with CSBG funds.

The State Lead Agency will not attach a specific percentage of CSBG funding to case
management related activities for FY 2018. However, each entity will be asked to identify funds
which are used specifically for case managed clients. This requirement can also be met by
showing that case managed services are being provided by entity partnerships with other entities.

The State Lead Agency will not assign a specific number of clients each eligible entity is
expected to assist in transitioning out of poverty during FY 2018. However, as a part of their
Community Action Plan (CAP Plan), each eligible entity is expected to identify a goal for
transitioning clients out of poverty. The most recent Census data identifies that 19.3% of
Arkansans are living below the Federal poverty level.

The eligible entities are expected to partner with local entities such as the local workforce, the
Arkansas Department of Human Services and other local poverty fighting agencies to provide
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assistance and to empower individuals and families to become fully self-sufficient. (42 USC
9901, Sec. 672).

Policies and Procedures
All agencies shall be required to develop and implement written standards of operation to include

program policies and procedures to govern the programs administered utilizing CSBG funds.
The policies and procedures must address the following:

te

S

Intake procedures which shall include instructions for using agency intake and

application forms.

Eligibility criteria

Procedures for recertification of eligibility

The definition of household in accordance with current Federal guidelines.

Safety mechanisms to ensure staff and staff member’s family members do not gain an

unfair advantage over other potential clients.

Process to identify and inform custodial parents who receive or are enrolled in CSBG

programs about child support offices at the State and local level.

*%* Protocol for prioritizing applicants in instances of programs or services administered by
the agency exceeding capacity.

** Verbiage which ensures no person shall be excluded from or denied benefits based on
their race, color, national origin, or gender.

** An appeal procedure outlining an appeal process which encompasses all applicants who

apply for CSBG services. The procedure shall ensure the applicant is notified of their

right to appeal prior to their eligibility determination. The applicant reserves the right to

appeal any eligibility determination in which they feel the decision rendered was unduly

influenced by discriminatory factors.

.
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Customer Service Records

Records must be maintained for all clients who undergo the intake process at each eligible entity
site. These records may be comprised of two sources: (1) digital records in addition to (2)
physical records which will be maintained on-site in a secure location to prevent any potential
breeches of customer confidentiality. The physical records shall contain documentation such as
the client’s and/or client’s household members picture identification, income verification,
physical address documentation, Social Security Number, etc., in addition to any pertinent
documentation required to determine eli gibility for CSBG services.

Income Verification
Verification of income is required for all houscholds served with CSBG funds. This includes
both direct assistance and non-direct assistance.

Verification of income may consist of, but is not limited to:
% Payroll, check stub, or check;
“* Records kept by self-employed;
** Written statement of employer;
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% Documentation from the Department of Human Resources, Department of Industrial
Relations, or other State agencies provided the information is complete and current.

Income verification will be required each time a client and/or household requests assistance from
an eligible entity. The State Lead Agency requires each agency to verify and maintain in their
records documentation capable of validating one (1) month income for each potential
client/household.

Residency Verification

Verification of residence is required for all households served with CSBG funds.
Verification of residence may consist of:
** Any document showing the recent address of the applicant, such as a driver’s license,

utility bill, tax receipt, or rent receipt;
*» Other sources of verification which clearly demonstrate that the applicant is a resident of
the county in which she/he is making an application.

Appeal Procedure

Each eligible entity shall develop and implement an appeal procedure which outlines the method
applicants should follow if they should decide to appeal any decision made in regard to their
eligibility determination and/or addressing claims of discrimination. The appeal procedure shall
either be disseminated to each applicant prior to application or be posted in a conspicuous area
within the agency in plain view of all potential applicants.

Section VII- Sub Grantee Requirements

Agency Personnel Policies and Procedures

Category 7 of the CSBG Organization Standards require each eligible entity to have a
comprehensive personnel policy for their agency that has been reviewed by an attorney and
approved by the governing board within the past 5 year. The entity will be solely responsible for
the development of their own personnel policy; however, each entity’s policy will be required to
address the following tenets:

Job Descriptions

Job Postings and Advertisements

Records of Job Offers

Applications and Resumes

Interview Notes

Tests and test results (If applicable)

Written Employment Policies and Procedures

Personnel Files

PRI PR WD

All Federal sub-grantees are required to post an Equal Employment Opportunity (EEOQ) notice in
a conspicuous area on the premises where it is visible to all employees.
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In addition to the aforementioned personnel policy requirements, all entities must include other
federally mandated items as outlined as follows:

\ 7 L
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Organizational Chart

Agency rules governing vacations, sick leave, annual salary increases (if applicable), and
other conditions of employment

Description of any benefit plans employees are eligible to receive. Must address agency
and employee contributions and/or other requirements.

I-9 Documentation for employees hired after 1988

A whistle-blower policy reflective of the Sarbanes-Oxley Act.

Availability of Agency’s Policies and Procedures manual to all employees in addition to
Board Members

Time and attendance policies/S ignatory employee responsible for time and attendance
Grievance Procedures addressing non-discrimination assurances for staff members (CFR
435 Part 2540.230)

A No Smoking Policy in accordance with Public Law 103-227 Part C

Delineation of employee wage scales

Travel policies to include approval requirements as well as allowances and
reimbursement process (see subsequent section addressing Travel and Reimbursement
Procedures)

Leave procedures

Policy Guide for Travel and Reimbursement

The purpose of this policy is to revise guidelines for travel expenses reimbursed by the
DHS/DCO/OC. These guidelines are not meant to change an entities’ current travel policy. They
set guidelines and limitations on amounts to be reimbursed from CSBG funds administered by
the State Lead Agency.

The following are the guidelines for reimbursement:

A

&
0.0

IN-STATE TRAVEL

The travel form used by the sub grantee must reflect beginning and ending destinations
(city or town should be included) as well as times of departure and return to base. The
traveler’s signature, as well as the person authorizing travel, must be on the form. When
travel is for attending conferences or workshops, the agenda must be attached to the
travel form.

Reimbursement for mileage expenses shall not exceed the State rate which is currently
set at $.42 per mile.

For travel requiring an overnight stay, the allowance may not exceed the current daily
rate for each full day and portion of a day. Under no circumstances will expenses be
reimbursed for overnight travel in the city of the traveler’s base. Individual circumstances
will determine what is reasonable, but generally a trip of 100 miles or less one-way does
not require an overnight stay.

OUT-OF-STATE TRAVEL
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** The mileage rate for out-of-state travel is the same as in-state travel.

** Travel form must list departure/return city, departure/return time, and be signed by
traveler and supervisor. When travel is for attending conferences or workshops, the
agenda must be attached to the travel form.

./
"

Receipts must be provided for hotel and travel (airfare, etc.) expenses. The receipt must
reflect $0.00 balance. Air travel should be booked for coach class, Receipts must be
submitted with reimbursement requests. Baggage fee reimbursement is limited to one (1)
bag each way,

** Reimbursement for meals for a person other than the traveler will not be allowed.

The Federal Hatch Act

The Omnibus Budget Reconciliation Act of 1981 specifically makes grantees subject to certain
provisions of the Federal Hatch Act. CSBG funds may not be used in a manner involving the use
of program funds, the provision of services, or the employment or assignment of personnel, in a
manner supporting or resulting in the identification of such programs with-

% Any partisan or nonpartisan political activity or any political activity associated with a
candidate, or contending faction or group, in an election for public or party office;

** Any activity to provide voters or prospective voters with transportation to the polls or
similar assistance in connection with any such election; or

% Any voter registration activity.

Prohibited Political Activities

The Coats Human Services Reauthorization Act of 1998 specifically makes eligible entities
subject to certain provisions of the federal Hatch Act. Unless superseded by federal statute,
guidelines, directives, or regulations, the following is intended to provide guidance to eligible
entities as to appropriate standards of conduct relative to political activities, as well as to the use
of OCS funds for political purposes.

Eligible entities must administer programs in a politically nonpartisan manner. The use of
CSBG funds, the provision of services and the assignment of personnel must not result in the
identification of the program with any partisan political activity which is designed to further any
election or defeat of a candidate for public or party office. In addition, the eligible entity may
not use CSBG funds, the provision of services, or the assignment of personnel in connection with
transporting voters or potential voters to the polls.

Anti-poverty programs often include activities which may become the subject of political
controversy. Eligible entities may, of course, undertake activities dealing with issues related to
their basic program responsibilities, such as organizing and advocating for the needs of low-
income persons. In carrying out their basic mission and goals, eligible entities may actively
engage in campaigns connected with constitutional amendments, referenda, municipal
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ordinances, law reform and lawful attempts to influence government officials to respond to the
grievances of the poor. Eligible entities need not avoid such activities merely because partisan
officials or candidates for public office may take or have taken positions with respect to the
issue. Agency officials acting in their official capacities must, however, deal with questions
which have become a subject of political controversy on their merits and not because they are
supported or opposed by a particular party or candidate,

Except as set forth in these requirements, employees of eligible entity agencies are free to engage
in various kinds of political activities during their off-duty hours and in their private capacities.
A broad range of participation in elections is permitted. These restrictions apply to the use of
CSBG funds, the provisions of services, and the assignment of agency personnel in a manner
which identifies any CSBG-funded programs with partisan political activity, nonpartisan activity
associated with a candidate or contending faction or group in an election for public or party
office, voter registration and the transportation of voters to the polls. These restrictions are, in a
broad sense, designed to prohibit the use of CSBG funds for certain purposes. They apply to all
CSBG-funded personnel. Insofar as the individual employee is concerned, however, these
restrictions deal only with what he or she does as an employee.

The following restrictions apply to all employees, volunteers and board members:

L/
L4

Must not use their official position, authority or influence with the agency for the purpose
of interfering with or affecting the result of an election or a nomination for a party or
public office.

** Must not directly or indirectly coerce, attempt to coerce, command or advise an employee
or any other person who is subject to these restrictions to pay, lend or contribute personal
services 1o a party, committee, organizations, agency or person for political purposes.

% Must not use CSBG funds for any political purpose or to influence any election for public
or party office.

*» Must not permit the use of equipment or premises purchased or leased with CSBG funds
for any political purpose or to influence outcome of any election for public or party
office. This restriction applies only to facilities when under the control of the eligible
entity.

*» Must not discriminate, or threaten or promise discrimination, against or in favor of any
employee or beneficiary in the program, or any potential employce or beneficiary,
because of his/her political affiliations or beliefs, or require any applicant, employee or
beneficiary to disclose his/her political affiliation.

< Must not offer any person employment, promotion or benefits under the program as a
reward for the support or defeat of any political party or candidate for public or party
office, or threaten or create disadvantage in employment or deprivation of benefits as a
penalty for such support, except that a person may be deprived of employment or subject
to lesser penalties for engaging in activities which are forbidden by this subsection.
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*¢ May not, while carrying out the programs of their agencies, engage in voter registration
activity or in transporting voters or prospective voters to the polls. (Board members are
not included in this restriction.) This restriction applies to the use of CSBG funds,
facilities or equipment purchased with CSBG funds, as well as to the provision of CSBG
services, and the assignment of CSBG-funded personnel. All persons may participate in
voter registration during their off-duty hours, so long as they avoid identification of such
off-duty activities with the eligible entity.

* An eligible entity may properly conduct a citizenship education program which includes,
as part of the curriculum, information about the mechanics and function of voter
registration. Such a program may be valuable in educating the poor as to the legitimate
and constructive roles they as citizens may play in local community life and in the
American democratic process.

% Candidates' meetings, even if all rival candidates for one or more public offices appear,
shall not be sponsored or conducted with CSBG funds or facilities. This restriction on

the use of CSBG funds does not, however, limit the rights of employees, volunteers or

board members to participate in candidates' meetings, subject to these restrictions.

Codes of Conduct

Eligible entities must maintain written standards of conduct governing the performance of its
board members and employees engaged in the award and administration of contracts. No
employee, officer, or agent shall participate in the selection, award, or administration ofa
contract supported by Federal funds if a real or apparent conflict of interest would be involved.

Such a conflict would arise when the employee, officer or agent, any member of his or her
immediate family, his or her partner, or an organization which employs or is about to employ any
of the parties indicated herein, has a financial or other interest in the firm selected for an award.

For the purpose of these requirements, immediate family members shall be defined as follows:
Husband, Wife, Father, Father-in-law, Mother, Mother-in-law, Brother, Brother-in-law, Sister,
Sister-in-law, Son, Son-in-law, Daughter and Daughter-in-law.

The officers, employees, and agents of the recipient shall neither solicit nor accept gratuities,
favors, or anything of monetary value from contractors, from any person applying for or
receiving benefits or services through or from the eligible entity, or parties to sub-agreements.

However, recipients may set standards for situations in which the financial interest is not
substantial or the gift is an unsolicited item of nominal value, The standards of conduct shall
provide for disciplinary actions to be applied for violations of such standards by officers,
employees, or agents of the recipient.
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No board member, employee or member of his/her immediate family shall have a financial
interest in a contract of the eligible entity (except an employee's contract of employment) which
is supported by CSBG funds. This shall not be construed to deny services provided by the
eligible entity to a person otherwise eligible to receive such services.

A board member or employee of an eligible entity agency shall not participate in any matter
involving CSBG funds or other funds administered by CSBG which affects, to his/her
knowledge, the financial interest of:

** Such board member or employee, or his/her immediate family (this prohibition shall not
apply to matters of reimbursement of board members in accordance with these
regulations or to an employee's contract of employment);

** His/her business partner(s) or a business organization with which he/she is associated;

% Any person or organization with whom he/she is negotiating or has any arrangement
concerning prospective employment.

*» No person may serve on the eligible entity board that is an employee of the eligible entity
agency, Arkansas Department of Human Services, the United States Department of
Health and Human Services, or the United States Department of Energy.

&
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No person shall be employed by the cligible entity while he/she or a member of his/her
immediate family serves on the board if that board member has authority to order
personnel actions affecting his/her job.

* No person shall hold a position of employment in which a member of his/her immediate
family exercises supervisory authority over the position.

¢ No person shall be employed in a position in which he/she reports to the same supervisor
as a member of his/her immediate family.

Non-Discrimination

The CSBG Sub-recipient shall be and is prohibited from discrimination based on race, color,
religion, sex, age, national origin, and disability. The CSBG Sub-recipient shail be in compliance
with all Federal statutes relating to nondiscrimination. These include but are not limited to:

“* 45 CFR Part 80, Nondiscrimination Under Programs Receiving Federal Assistance
through the Department of Health and Human Services, Effectuation of Title VI of the
Civil Rights Act of 1964 (P.L. 88-352) which prohibits discrimination on the basis of
race, color, or national origin;

» 45 CFR Part 86, Nondiscrimination on the Basis of Sex in Education Programs and
Activities Receiving or Benefiting from Federal Financial Assistance;
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¢ 45 CFR Part 84, Nondiscrimination on the Basis of Handicap in Programs and Activities
Receiving Federal Financial Assistance, Section 504 of the Rehabilitation Act of 1973, as
amended (29 U.S.C. 795), which prohibits discrimination on the basis of disabilities (the
Americans with Disabilities Act {ADA) of 1990;

** 45 CFR Part 91, Nondiscrimination on the Basis of Age in HHS Programs or Activities
Receiving Federal Financial Assistance, the Age Discrimination Act of 1975, as amended
(42 U.S.C. 6101-6107), which prohibits discrimination on the basis of age;

** The Drug Abuse Office and Treatment Act of 1972 (P.L. 92-255), as amended, relating to
nondiscrimination on the basis of drug abuse;

*» The Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment and
Rehabilitation Act of 1970 (P.L. 91-616), as amended, relating to nondiscrimination on
the basis of alcohol abuse or alcoholism;

*» Sections 523 and 527 of the Public Health Service Act of 1912 (42 U.S.C. 290 dd-3 and
290 ee-3), as amended, relating to confidentiality of alcohol and drug abuse patients’
records;

% Title VIII of the Civil Rights Act of 1968 (42 U.S.C. 3601 et seq.), as amended, relating
to nondiscrimination in the sale, rental or financing of housing;

** Any other nondiscrimination provisions in the specific statute(s) made; and,

*¢ The requirements of any other nondiscrimination statute(s) which may apply.

Section VIII- Financial Policies and Procedures

Financial Guidelines

All eligible entities are required to maintain an updated Financial Procedures Manual which
establishes procedures to meet each fiscal standard as set forth in these requirements. This
manual will set forth the procedures for the authorization of purchases, approval of obligations,
preparation of vouchers, the signing of checks, the recording of financial data in books or record,
inventory control and, in general, the safeguarding of assets and records. The completed manual
must be reviewed by staff every two years, and any amendments thereto must be approved by the
eligible entity's Board of Directors. (CSBG Org Standard Category 8)

Fidelity Bond

Each entity is required to have a current fidelity bond providing coverage at a minimum 10% of
any funds in which the agency is liable for the reimbursement of Federal and/or State funds to
the grantor. HHS reserves the right to require agencies to maintain adequate bonding and
insurance if the current bonding or insurance is deemed inadequate to protect the interests of the
Federal Government.

The eligible entity must, as a condition for the receipt of CSBG funds, secure fidelity bond
coverage for appropriate eligible entity officials. Coverage must be secured for each person
authorized to sign or countersign checks or to transport, maintain custody of, or disburse sizable
amounts of cash (such as for payrolls) in the minimum amount equal to ten percent of the total
funds awarded to be disbursed.
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Prior to its initial agreement with the State Lead Agency for funding, each eligible entity shall
submit assurance that this condition has been met, This assurance shall take the form of a letter
from a bonding company or agent stating the type of bond, amount and period of coverage,
positions covered, and the annual cost of the bond that has been obtained. The State Lead
Agency must be notified by the eligible entity within thirty days of any changes in bonding
coverage.

The Employee Retirement Income Security Act of 1974 (ERISA) is a federal law that sets
minimum standards for most voluntarily established pension and health plans in private industry
to provide protection for individuals in these plans.

The State Lead Agency also requires the each eligible entity provide proof of adequate coverage
under ERISA and a Director’s and Officer’s policy.

Financial Management

Federal awarding agencies shall require recipients to relate financial data to performance data
and develop unit cost information whenever practical. The following requirements have been
cited from OMB Circular. Strict adherence to these regulations will be verified through agency
monitoring visits. Agencies are required to maintain a cash receipts journal, cash disbursement
journal, and a general ledger. Each eligible entity is mandated to meet the minimum
requirements of CSBG Organizational Standard Category 8 as it pertains to financial
management.

Agencies’ financial management systems shall provide for the following,
¢ Accurate, current and complete disclosure of the financial results of each federally-
sponsored project or program.

% Records that identify adequately the source and application of funds for federally-
sponsored activities. These records shall contain information pertaming to Federal
awards, authorizations, obligations, unobligated balances, assets, outlays, income and
interest.

% Effective control over and accountability for all funds, property and other assets.
Recipients shall adequately safeguard all such assets and assure they are used solely for
authorized purposes.

% Comparison of outlays with budget amounts for each award. Whenever appropriate,
financial information should be related to performance and unit cost data,

** Written procedures for determining the reasonableness, allocability and allowability of
costs in accordance with the provisions of the applicable Federal cost principles and the
terms and conditions of the award.

** Accounting records including cost accounting records that are supported by source
documentation.

** Audit to determine, at a minimum, the fiscal integrity of financial transactions and
reports, and the compliance with laws, regulations, and administrative requirements. The
eligible entity will schedule and complete such audits annually.
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Agencies will be responsible for maintaining a cash receipts journal in which all transactions are
recorded thoroughly with the correct corresponding amounts. In the instance there is some type
of refund, this credit will be recorded in the Jjournal accompanied by an explicit explanation of
this transaction.

In addition to a cash receipts journal, all agencies must maintain a cash disbursement journal
documenting all expenditures.

In accordance with OMB Subpart C § 21 (b) (3), all agencies are encouraged to have dual
signature checks. DHS/DCO/OCS encourages one of these signatures be that of a designated
Board Member and the other a designated staff member. Agency checks should always be kept
in a secure area that can be locked to prohibit access from unauthorized personnel.

The State Lead Agency prohibits the use of signature stamps due to the uninhibited potential for
fraud.

The eligible entity must ensure all checks are numbered consecutively with any missing checks
accounted for by financial staff.

The Eligible Entity Executive Director shall receive a monthly budget to compare budgeted costs
with actual costs. When possible, financial information should be related to performance data.

All entities will be required to maintain all accounting documentation as well as supporting
documentation to augment any expenditures and/or credits as deemed necessary. The following
documentation must always be maintained by the agency:

< Initialed invoices validating prior approval of payment

** Invoices with the grant number and grant name clearly identified on the document

% Invoices shall include a description of the services rendered or items purchased. The

invoice will also include the identification of the vendor, unit price (if applicable), and

total cost to be charged to CSBG funds.

Personnel charges will be documented with time and attendance records. Records must

be based on an after-the-fact determination of the actual activity of each employee.

Budget estimates do not qualify as support for charges to awards.

 All contracts utilizing CSBG funds must be in writing

* Travel costs will be thoroughly documented indicating time, purpose, mode, point(s) of
destination and expense. All travel must have prior approval from the appropriate agency
official and retained for documentation.

L/
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Although not mandated by OMB, in order to conform with GAAP best practices the State Lead
Agency recommends that all entities develop a program to back-up financial documents. Each
entity can develop its own contingency procedures as deemed necessary, as long as some type of
procedure is enacted for the protection of financial records,

There is no match requirement.
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Any eligible entity whose bookkeeping/accounting is being performed by an independent
accounting firm may not use the same firm for auditing purposes.

Carryover Funds

Eligible entities will be allowed to reprogram up to 20% CSBG funds from their annual CSBG
budget. Eligible entities are encouraged to conduct periodic internal evaluations of programs,
compare actual expenditures with budgets and develop appropriate programs in order to ensure a
pattern of reprogramming funds is not a practice.

Procurement Procedures

All agencies are required to establish written procurement procedures. The procedures will, at a
minimum, ensure:
** Recipients avoid purchasing unnecessary items
*» Where appropriate, an analysis is made of lease and purchase alternatives to determine
which would be the most economical and practical procurement for the Federal
Government.
% Solicitations for goods and services provide for all the following,

** A clear and accurate description of the technical requirements for the material, product or
service to be procured. In competitive procurements, such a description shall not contain
features which unduly restrict competition.

** Requirements which the bidder/offeror must fulfil] and all other factors to be used in
evaluating bids or proposals.

A description, whenever practicable, of technical requirements in terms of functions to be
performed or performance required, including the range of acceptable characteristics or
minimum acceptable standards.

*¢ The specific features of "brand name or equal” descriptions that bidders are required to

meet when such items are included in the solicitation,

The acceptance, to the extent practicable and economically feasible, of products and

services dimensioned in the metric system of measurement.

Preference, to the extent practicable and economically feasible, for products and services

that conserve natural resources and protect the environment and are energy efficient.
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All procurement transactions shall be conducted in a manner to provide, to the maximum extent
possible, open and free competition, The agencies should be cognizant of organizational conflicts
of interest in addition to noncompetitive practices among contractors that could potentially
obstruct fair competition or fair trade.

All agencies shall comply with the nonprocurement debarment and suspension common rule
implementing E.O.s 12549 and 12689, “Debarment and Suspension.” This common rule restricts
sub awards and contracts with certain parties that are debarred, suspended or otherwise excluded
from or ineligible for participation in Federal assistance programs or activities. Agencies will be
required to properly vet all potential contractors/vendors utilizing the Federal website,
hitps://www.sam.gov/portal/public/SAM/ .
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Expenditure Reports

Expenditure reports are to be submitted to the State Lead Agency on a monthly basis. The
reports must be received no later than the 15" of the month following the month covered by the
teport. The report must contain the invoice page, expenditure documentation form and
documentation for the expenditures.

Budget Modifications

Budget modifications must be submitted to the State Lead Agency whenever a budget line item
is overspent by 10% or more. Expenditure Reports will not be processed if the expenditure back-
up form indicates line items are overspent by 10% or more, unless a budget modification has
been received by the State Lead Agency.

Budget modifications may be submitted by email to the CSBG Manager.

Purchase or Permanent Improvements of Real Propert

The use of CSBG funds are prohibited for the purchase or improvement of land, or the purchase,
construction or permanent improvement (other than low cost residential weatherization or other
energy related home repairs) of any building or other facility except as defined in Section 678 ®
of the Community Services Block Grant Act.

Purchasing Guidelines
Any single item purchase of $500 or more, with funds from CSBG, will require the prior

approval of the State Lead Agency. This approval may be requested via e-mail, or US mail, but
written approval from the State Lead Agency must be obtained prior to the purchase.

Inventory Procedures:

The eligible entity shall maintain an inventory list of all property (with a unit cost of $500.00 or
more) purchased with CSBG funds.

The inventory list shall include the date of purchase, inventory number, cost, portion of CSBG
funds used to purchase the property, if not fully paid for by CSBG funds, procurement
procedures used for purchase, and location of the property.

The inventory list shall be submitted to the State Lead Agency staff during the annual on-site
monitoring.

The entity will also be required to conduct an annual inventory inspection to ensure
accountability for all items in possession of the agency that were purchased with CSBG funds.
If the entity intends to dispose of any property purchased with CSBG funds, a written request
must be made and a written approval from the State Lead Agency must be received prior to the
disposition of any property.

Lease and purchase of Equipment

Lease or purchase of vehicles, office equipment and furniture and expenditures from this
category must have the written approval of the State Lead Agency prior to purchase. Items are
considered to be equipment which has a unit cost of $1,000.00 or more and a life of two years or
more, Each entity must maintain an inventory of fixed assets which can be reconciled to the
accounting records. The approval should be maintained in the property records for audit

purposes.
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Retention of Records

Each eligible entity is required in accordance to CSBG Organizational Standard Category 8 to
have a policy in place for record retention and destruction of said records. The policy must
define the minimum and maximum holding period for each category of records for the entity, If
any litigation, claim or audit is started before the expiration of the retention period, the records
shall be retained until all litigation, claims, or audit findings involving the records have been
resolved.

The eligible entity will provide the State Lead Agency, the Federal Office of Community
Services, the Comptroller General of the United States or any of their authorized representatives,
access to any pertinent books, documents, papers, or other records in order to make audits,
examinations, excerpts and transcripts.

Indirect Costs

Indirect costs are those that have been incurred for common or joint objectives and cannot be
readily identified with a particular final cost objective. Direct cost of minor amounts may be
treated as indirect costs under the conditions described in OMB Circular. A fter direct costs have
been determined and assigned directly to awards or other work as appropriate, indirect costs are
those remaining to be allocated to benefiting cost objectives.

A cost may not be allocated to an award as an indirect cost if any other cost incuired for the
same purpose, in like circumstances, has been assigned to an award as a direct cost.

Because of the diverse characteristics and accounting practices of non-profit organizations, it is
not possible to specify the types of cost which may be classifted as indirect cost in all situations.

However, typical examples of indirect cost for many non-profit organizations may include
depreciation or use allowances on buildings and equipment, the costs of operating and
maintaining facilities, and general administration and general expenses, such as the salaries and
cxpenses of executive officers, personnel administration, and accounting,

Unless different arrangements are agreed to by the entities concerned, the Federal agency with
the largest dollar value of awards with an organization will be designated as the cognizant
agency for the negotiation and approval of the indirect cost rates and, where necessary, other
rates such as fringe benefit and computer charge-out rates.

Once an agency is assigned cognizance for a particular non-profit organization, the assignment
will not be changed unless there is a major long-term shift in the dollar volume of the Federal
awards to the organization.

All concerned Federal agencies shall be given the opportunity to participate in the negotiation
process but, after a rate has been agreed upon, it will be accepted by all Federal agencies. When
a Federal agency has reason to believe that special operating factors affecting its awards
necessitate special indirect cost rates in accordance with OMB, it will, prior to the time the rates
are negotiated, notify the cognizant agency
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Termination of the Agreement, Reduction, or Suspension of Funding

In the event that the State Lead Agency elects to, for cause, terminate reduce or suspend funding
to the sub recipient, it shall do so in accordance with the provisions of CSBG Information
Memorandum 116 of 2012. Causes for termination, reduction or suspension of funds by
DHS/DCO/OCS may include:

*¢ Failure of the sub recipient to fulfill its obligations under the CSBG grant  agreement
and the agency work plan;

*% Ineffective or improper use of funds provided under the CSBG grant agreement;
Failure to provide assurance that, in the case of a community action agency or
nonprofit private organization, each board will be constituted so as to assure that one-
third of the board are elected public officials, currently holding office, or their
representatives, except that if the number of elected officials reasonably available and
willing to serve is less than one-third of the membership of the board, membership on the
board of appointed public officials may be counted toward meeting such one-third
requirement; at least one-third of the members are persons chosen in accordance with
democratic selection procedure adequate to assure that they are representative of the poor
in the area served; and the remainder of the members are officials or members of
business, industry, labor, religion, welfare, education, or other major groups and interests
in the community;

*%* Failure to provide a range of services and activities having a measurable and potentially
major impact on causes of poverty in the community or those areas of the community
where poverty is a particularly acute problem;

% Failure to follow any of the assurances of the CSBG Program as defined in the
Community Services Block Grant Amendments of 1998; and

% If the sub recipient is unable or unwilling to comply with the terms of the CSBG grant
agreement or such additional conditions as may be lawfully applied by the State of
Arkansas,

L (2

L
°we

Where the State Lead Agency determines, pursuant to Section 678B of the Community Services
Block Grant Act, that it will terminate present and future funding of any sub recipient which
received funding in the previous fiscal year, the State Lead Agency must provide the
organization with notice and an opportunity for a hearing on the record prior to terminating
funding. If a review by the Secretary of Health and Human Services of the State Lead Agency’s
final decision to terminate funding is requested pursuant to Section 678C of the CSBG Act, the
request must be made in writing within thirty (30) days of notification by DHS/DCO/OCS of its
final decision to terminate funding.

The Department of Health and Human Services (federal Office of Community Services) will
confirm or reject the State Lead Agency’s finding of cause, normally within ninety (90) days.

If a request for a review has been made, the State Lead Agency may not discontinue present or

future funding until the Department of Health and Human Services (federal Office of
Community Services) confirms the State Lead Agency’s findings of cause.
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If no request for a review is made within the 30-day limit, the State Lead Agency’s decision will
be effective at the expiration of that time.

HEARING ON APPEAL,

Prior to the suspension of funds, or termination of the grant agreement for non-compliance with
grant conditions, the sub recipient shall be granted a hearing by the State Lead Agency upon
written request made by the sub recipient within ten (10} days from the date of Notification of
Intent to Suspend or Terminate the CSBG Grant Agreement.

The hearing shall be conducted at the State Lead Agency’s offices in Little Rock, AR, or any
other appropriate location at the State Lead Agency’s discretion, with a written notification of
the time, place, and subject matter by the State Lead Agency to the sub recipient.

Section IX- Reporting Requirements

ROMA/IS Report

The ROMA/IS Report is cumulative and tracks the progress for each national indicator. Entities
will report for indicators only where outcomes are achieved. There may be some indicators that
will not have any results in the first quarterly report but may be reflected by the end of the year.

The ROMA report is due quarterly. The report is due on the 30™ of each month following the
end of a quarter, Should the 30® fall on a weekend, then the report is due on the following
Monday.

The CSBG IS report is due annually. This report is due in January or February, following the
end of the federal fiscal year, with actual date determined by the State Lead Agency.

FY 2017 is the final year for the eligible entities to report on the Information Survey. Entities
will report FY 2018 and beyond on the J anuary, 2017 OMB approved Annual Report with report
due dates in January or February following the end of the federal fiscal year.

Board and Committee Reportin

All Board and Committee meeting minutes must be submitted to the State Lead Agency 30 days
following the meeting in which the minutes are approved. The following documents must also
be included with their corresponding minutes:

%+ Agenda

*» Sign-in sheets
% Reports presented during the meet

Finaneial Expenditure Reporting

Financial expenditure reports are to be submitted to the State Lead Agency on a monthly basts.
The reports must be received no later than the 15" of the month following the month covered by
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the report. The report must contain the invoice page, expenditure documentation form and
documentation for the expenditures.

Section X - Required Referrals

This is to be in compliance with CSBG Act Section 678g(b) regarding child support and CSBG
Act Section 676(b) regarding the Workforce Investment Act of 1998 (career centers).
The required referrals must be completed when there are households that are eligible for child
support but not receiving it. See Appendix A, B and C Jor sample policy, procedure and referral
notice documents.
Child Support
* Aclient is marked as a Single Parent male or female with children
* No income recorded under Child Support
¢ Entity staff will give client the agency child support information and application
* The date of the referral for Child Support will be made along with any necessary notes in
the client file about the referral and will be entered into the agency client tracking
software.
Workforce Investment Act of 1998
* A client is marked unemployed or no income source
* Entity staff will give the client a referral.
* The date of the referral will be made along any necessary notes about the referral.

Section XI- Agency Audit Reports

Sub-recipient Audit Requirements.

This DHS/DCO/OCS Audit Policy requires the State Lead Agency sub-recipients to follow the
gutdelines outlined below to determine the sub-recipient's audit requirements.

Local Government, Institution of Higher Education, Hospital, and Non-Profit Organization Sub-
recipients
A sub-recipient that expended $750,000 or more of federal awards during its fiscal year
accepts the responsibility to provide a single audit at the conclusion of that fiscal year.
*%* When a sub-recipient expends $300,000 or more of federal awards

** Each eligible entity shall arrange for an annual audit to confirm that the financial
statements present fairly and accurately the financial position of the eligible entity, that
the eligible entity is complying with applicable OCS requirements and with general and
special contract conditions, and that appropriate financial and administrative procedures
and controls have been installed, are operating effectively, and are consistent with the
cligible entity's Financial Procedures Manual. The audit shall cover the eligible entity's
priot fiscal year in total and shall be submitted to OCS no later than 120 days after the
eligible entity's program year ends.

** The services of an independent Certified Public Accountant shall be secured.
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“ An eligible entity receiving an initial DHS/DCO/OCS contract shall within thirty days
following the contract starting date, supply the State Lead Agency with the name of the
auditor or auditing firm which it has selected.

*» Each eligible entity shall followed CSBG Organizational Standard Category 8 and OMB
regulations for procurement requirements when selecting an auditor for the annual audit

OMB Circular No. A-133 Single Audit Requirements. The audit shall cover the entire
operations of the sub-recipient or, at the option of the sub-recipient, such audit shall include a
series of audits that cover departments, agencies, and other organizational units which expended
or otherwise administered federal awards during such fiscal year, provided that each such audit
shall encompass the financial statements and schedule of expenditures of federal awards for
each such department, agency, and other organizational unit, which shall be considered to be a
nonfederal entity. The financial statements and schedule of expenditures of federal awards shall
be for the same fiscal year.

« Financial Statements. The auditor shall determine whether the financial statements of the
sub-recipient are presented fairly in all material respects in conformity with generally
accepted accounting principles. The auditor shall also determine whether the schedule of
expenditures of federal awards is presented fairly in all material respects in relation to the
sub-recipient’s financial statements taken as a whole.

** Internal Control. In addition to the requirements of Government Auditing Standards (the
Yellow Book), the auditor shall perform procedures to obtain an understanding of
internal control over federal programs sufficient to plan the audit to achieve a low
assessed level of control risk for major programs (major program determination process
is defined in A-133 §.520).

¢ Except as provided in paragraph 2 below, the auditor shall:

** Plan the testing of internal control over major programs to achieve a low assessed level
of control risk for the assertions relevant to the compliance requirements for each major
program,

% Perform testing of internal control over major programs as planned in paragraph 1(i)
above.

** When internal control over some or all of the compliance requirements for a major
program are likely to be ineffective in preventing or detecting noncompliance, the
planning and performing of testing described in paragraph 1. above are not required for
those compliance requirements. However, the auditor shall cite a reportable condition
(including whether any such condition is a material weakness), assess the related control
risk at the maximum, and consider whether additional compliance tests are required
because of ineffective internal control.
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NOTE: This guidance on the audit requirement to documnent and test the internal
control structure is from A-133, §.500(c).

Compliance. In addition to the requirements of Government Auditing Standards (the
Yellow Book), the auditor shall determine whether the sub recipient has complied with
laws, regulations, and the provisions of sub grant agreements that may have a direct and
material effect on each of its major programs:

The principal compliance requirements applicable to most federal programs and the
compliance requirements of the largest federal programs are included in the compliance
supplement.

For the compliance requirements related to federal programs contained in the compliance
supplement, an audit of these compliance requirements will meet the requirements of this
part. Where there have been changes to the compliance requirerents and the changes are
not reflected in the compliance supplement, the auditor shall determine the current
compliance requirements and modify the audit procedures accordingly. For those federal
programs not covered in the compliance supplements, the auditor should use the types of
compliance requirements contained in the compliance supplement as guidance for
identifying the types of compliance requirements to test, and determine the requirements
governing the federal program by reviewing the provisions of the contracts and sub grant
agreements and the laws and regulations referred to in such contracts and sub grant
agreements.

The compliance testing shall include tests of transactions and such other auditing
procedures necessary to provide the auditor sufficient evidence to support an opinion on
compliance,

Major Program Determination: The auditor shall use a risk-based approach to determine
which federal programs are major programs. This risk-based approach shall include
consideration of:

Current and prior audit experience.

Oversight by federal agencies and pass-through entities (i.e., evidence of monitoring,
etc.).

Inherent risk of the federal program (federal agencies with concurrence of OMB may
identify federal programs which are higher risk. According to A-133 §.525, OMB plans
to provide this identification in the compliance supplement). The auditor shall follow
the four (4) step major program determination process as described in A-133 §.525. As
part of this process, the auditor shall also consider the risk analysis criteria for federal
program risk that is outlined in A-133 §.525. This section states that the auditor’s
determination process shall include an overall evaluation of the risk of noncompliance
occurring which could be material to a federal program. As suggested in §.525, the
auditor may wish to discuss risk factors associated with a particular ADECA federal
program with the Audit Section staff and/or the applicable ADECA program manager.
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For example, oversight by ADECA through meonitoring or other reviews may have
disclosed significant problems with an ADECA program; this would indicate a higher
risk. However, if the results of monitoring or reviews indicated no s gnificant problems
with a particular ADECA program, this would indicate a lower risk. ADECA encourages
this communication when planning a single audit of an ADECA sub recipient to be
performed in accordance with this Policy. One method that can alert auditors of high risk
or potential high risk ADECA federal programs will be through the periodic letters to
auditors of ADECA subrecipients from the ADECA Chief Auditor.

Audit Follow-Up. The auditor shall follow-up on prior audit findings, perform
procedures to assess the reasonableness of the summary schedule of prior audit findings
prepared by the sub recipient in accordance with A-133 §.315(b), and report, as a current
year audit finding, when the auditor concludes that the summary schedule of prior audit
findings materially misrepresents the status of any prior audit finding. The auditor shall
perform audit follow-up procedures regardless of whether a prior audit finding relates to
a major program in the current year.

Reporting on Single Audits of Subrecipients. The auditor’s reports shall conform to the
guidance provided in SOP 98-3 and any subsequent revision and state that the audit was
conducted in accordance with A-133 and Government Auditing Standards (the Yellow
Book). The minimum reporting requirements for a single audit conducted in accordance
with A133.§505 are as follows:

An independent auditor’s report (opinion or disclaimer of opinion) on the financial
staternents and the supplementary schedule of expenditures of federal awards which
states whether they are presented fairly in all material respects in conformity with
generally accepted accounting principles.

The financial statements required by generally accepted accounting principles.

The notes to the financial statements reflecting all the necessary information essential to
fair presentation of the financial statements.

A schedule of expenditures of federal awards that meets the minimum requirements of A-
133 §.310 (b) and includes the applicable activity defined in A-133 §.205.

An independent auditor’s report on compliance with requirements applicable to each
major program and internal control over compliance in accordance with OMB Circular
A-133 and, when applicable.

An independent auditor’s report on compliance and on internal control over financial
reporting based on an audit of financial statements performed in accordance with the
Government Auditing Standards (the Yellow Book).

A schedule of findings and questioned costs which shall include the following three (3)
sections:

Page 35 of 42



Arkansas Community Services Block Grant Policy and Procedures Manual

SECTION I - Summary of the Auditor’s Results. The summary of the auditor’s results shall
include:
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The type of report the auditor issued on the financial statements (i.e., unqualified opinion,
qualified opinion, adverse opinion, or disclaimer of opinion).

A statement whether any material weaknesses in internal control were disclosed by the
audit of the financial statements.

A statement whether any reportable conditions in the internal control were disclosed by
the audit of financial statements that were not considered materia] weaknesses.

A statement as to whether the audit disclosed any noncompliance which is material to the
financial statements.

A statement whether any material weaknesses in internal control OVer major programs
were disclosed by the audit.

A statement whether any reportable conditions in the internal control over major
programs were disclosed by the audit.

The type of report the auditor issued on the subrecipient’s compliance with major
programs (i.e., unqualified opinion, qualified opinion, adverse opinion, or disclaimer of
opinion).

A statement as to whether the audit disclosed any audit findings which the auditor is
required to be reported in accordance with A-133 §.510(a).

An identification of major programs.

The dollar threshold used to distinguish between Type A and Type B programs as defined
in A-133 §.520.

A statement as to whether the sub recipient qualified as a low-risk sub recipient as
defined in A-133 §.530.

SECTION II - A Schedule of Findings for the Financial Statements. This schedule shall
include those findings, which are required to be reported in accordance with paragraphs 5.18
through 5.20 and Chapter 7 of Government Auditing Standards (the Yellow Book). SOP 98-3,
Appendix E provides guidance for reporting for this section.
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SECTION III - A Schedule of Findings and Questioned Costs for Federal Awards. This
schedule shall include those findings and questioned costs, which are required to be reported.

¢ Audit Finding Presentation. The auditor shall present audit findings in sufficient detail
for the sub recipient to prepare a corrective action plan and take corrective action and the
State Lead Agency to arrive at a management decision. The following specific
information shall be included, as applicable, in audit findings:

** Federal program title, CFDA number, DHS award number (if applicable) and year, name
of federal agency, and name the pass- through entity (i.e., DHS/DCO/QCS), if
applicable.

% The criteria or specific requirements upon which the audit finding is based, including

statutory, regulatory, or other citation.

** The condition found, including facts that support the deficiency identified in the audit
finding,

% Identification of questioned costs and how they were computed.

** Information to provide proper perspective for judging the prevalence and consequences
of the audit findings (for example, whether the audit findings represent an isolated
instance or a systemic problem). Where appropriate, instances identified shall be related
to the universe and the number of cases examined and is quantified in terms of dollar
value. (VI) The possible asserted effect to provide sufficient information to the sub
recipient and the State Lead Agency to permit them to determine the cause and effect to
facilitate prompt and proper corrective action.

% Recommendations to prevent future occurrences of the deficiency identified in the audit

finding.

% Views of responsible officials of the sub recipient when there is disagreement with the
audit findings, to the extent practicable.

% Each audit finding in the schedule of findings and questioned costs shall include a
reference number to allow for easy referencing of the audit findings during follow-up

Audit Contract. Each sub-recipient shall enter into a formal written contractual agreement or
an audit engagement letter with the auditor that, at a minimum, should reference A-133,
Government Auditing Standards (the Yellow Book), and this DHS/DCO/OCS Audit Policy
and any other requirements that may be specitied by federal program regulations. A copy of
each sub-recipient’s written contractual agreement shall be provided to DHS/DCO/OCS upon
request.

Summary schedule of prior audit findings.
If applicable, the sub-recipient shall prepare a summary schedule of prior audit findings and
submit the summary schedule with the reporting package defined in paragraph (6) below. The
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summary schedule shall report the status of all audit findings included in the prior audit’s
schedule of findings and questioned costs relative to federal awards, The summary schedule
shall also include audit findings reported in
the prior audit’s summary schedule of prior audit findings except audit findings listed as
corrected in accordance with paragraph (a) of this section, or audit findings listed are no longer
valid or not warranting further action in
accordance with paragraph (d) of this section. (a) When audit findings were not corrected or
were only partially corrected, the summary schedule shall describe the planned corrective action
as well as any partial corrective action taken. (b) When audit findings were fully corrected, the
summary schedule need only list the audit findings and state that corrective action was taken. (c)
When corrective action taken is significantly different from corrective
action previously reported in a corrective action plan or in the federal agency’s or pass-through
entity’s management decision, the summary schedule shall provide an explanation. (d) When the
sub-recipient believes the audit findings are no longer valid or does not warrant further action,
the reasons for this position shall be
described in the summary schedule. A valid reason for considering an audit finding as not
warranting further action is that all of the following have occurred:

“* Two years have passed since the audit report in which the finding occurred was submitted

to the federal clearinghouse.
% The federal agency or pass-through entity (i.e. DHS/DCO/OCS) is not currently
following up with the sub-recipient on the audit finding.
* A management decision was not issued.

Corrective Action Plan.

At the completion of the audit (if applicable), the sub-recipient shall prepare a corrective action
plan to address each audit finding included in the current year auditor’s reports. The corrective
action plan shall provide the name(s) of the contact person(s) responsible for corrective action,
the corrective action planned, and the anticipated

completion date. If the sub-recipient does not agree with the audit findings or believes corrective
action is not required, then the corrective action plan shall include an explanation and specific
reasons.

Due Date/Submittal of Audit Report.

The audit is to be submitted to DHS/DCO/OCS within 120 after the end of the agency fiscal
year. All sub-recipient shall submit the reporting package described below directly to the DHS
Audit Section. The reporting package shall include: one copy of the audit report (financial
statements, schedule of expenditures of federal awards and applicable auditor’s reports);
corrective action plan discussed in paragraph (5) above (if applicable); and summary schedule of
prior audit findings discussed in paragraph (4) above (if applicable).

When the audit reporting package is not expected to be submitted to the Arkansas Department of
Human Services within 120 after the end of the agency fiscal year, the signatory or other sub-
recipient official must request in writing an extension containing the expected date of submission
to the Arkansas Department of Human Services, Director of the Division of County Operations.
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DHS/DCO/OCS Responsibilities.

Audit Resolution and Management Decision.

The State Lead Agency has the responsibility for making a management decision on whether or
not audit findings that could or do affect DHS/DCO/OCS programs are sustained; the reasons for
the decision; and the expected sub-recipient action to repay disallowed costs (if any), make
financial adjustments or take other action. Such management decision shall be made

within six (6) months from the date the State Lead Agency receives an acceptable audit

report. In unusual circumstances, the DCO Director will consider requests to extend this period.
In addition, this same resolution period shall apply to the sub-recipient's responsibility for
overseeing the resolution of audit findings and/or questioned costs that affect DHS/DCQ/QOCS-
funded programs or their sub-recipients. The DHS Audit Section has the oversight responsibility
to coordinate and ensure that all audit finding(s) that could or do affect the State Lead Agency
programs are satisfactorily resolved within the time limit stated above. The DHS/DCO Director
will be the final authority within the State Lead Agency on the management decision of all audit
findings. Where applicable, the management decision will describe the appeal process available
to the sub-recipient,

Disallowed Costs.

In those instances in which a sub-recipient cannot document the allowability of certain cited
questioned costs that will meet the applicable federal or state regulations, the State Lead Agency
will have no recourse but to disallow these costs. Once this determination is made, the sub-
recipient will be officially notified by the State Lead Agency in writing of such a determination.
The sub-recipient will be given thirty (30) days from the date of the State Lead Agency's letter to
remit the amount disallowed. The remittance must be paid from non-federal funds.

Debt Collection,

The debt collection process begins with the State Lead Agency's letter to the affected sub-
recipient and establishes the debt owed to the State Lead Agency as a result of costs that were
disallowed during the audit resolution

process. The sub-recipient must remit the disallowed costs to the State Lead Agency within
thirty (30) days from the date of the State Lead Agency’s letter. Those sub-recipients who do not
remit disallowed costs or an within this time frame may be charged interest at the applicable
prime rate on the debt starting the day after the due date of the remittance,

Section XII- Monitoring

Desk and Field Reviews

The CSBG Act SEC. 678B

In order to determine whether eligible entities meet the performance goals, administrative
standards, financial management requirements, and other requirements of a State, the State shall
conduct the following reviews of eligible entities:

% A full onsite review of each such entity at least once during each three-year period.
“* An onsite review of each newly designated entity immediately after the completion of the
first year in which such entity receives funds through the CSBG.
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The State Lead Agency will, at a minimum, conduct an on-site review of each eligible entity at
least once annually.

Reviews may be conducted as a combination of desk reviews and field reviews, and may be
specialized or general in nature.

Entities will be notified in writing with a letter to the Executive Director. The timing of the
notification, and areas to be reviewed, will be in accordance with the policies of the Community
Services Block Grant.

Both an entrance and an exit conference will be conducted for onsite reviews with the executive
director and other designated staff.

‘The monitoring process will address prior review findings, agency eligibility, governance,
planning process, fiscal, audit reports, program administration, personnel, ROMA
implementation, data collection, and reported performance.

Monitoring may include, but is not limited to a review of:
*» Program policies and procedures.
% Income guidelines and verification procedures.
** Intake forms and procedures.
** Program work plans and activities.
% CSBG administrative files.
Personnel policies, files and job descriptions.
Inventory and procurement procedures.
Cooperative agreements and contracts, including consultant contracts.
Organizational structure and lines of authority.
Board member files, bylaws and meeting documentation.
Adherence to Federal and State guidelines and requirements.
Fiscal policies and practices.
Service activity reports, data tracking and reporting systems and supporting
documentation.
% Compliance with the CSBG Organizational Standards
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Monitoring may also include:
¢ Interviews with program staff regarding program operations and job functions.
% Interviews with administrative and fiscal staff.
< Interviews with members of the governing/administering board.

A letter will be issued to the executive director, by the State Lead Agency stating the results of
the review. It will include comments on all areas reviewed and detail any concerns and/or
findings.

All findings will cite the law, rule, regulation or policy for which noncompliance has been
determined.

Page 40 of 42



Arkansas Community Services Block Grant Policy and Procedures Manual

The letter will set a deadline for a response to the concerns/findings in accordance with the
division/program policies utilized for the review.

Responses must include appropriate documentation.

After receipt and review of responses by the State Lead Agency, if findings are not resolved,
then corrective actions will be determined in accordance with CSBG regulations.

On a monthly basis, CSBG program monitors will perform a desk audit of each agency.

This review consists of examining budgets and expenditure reports, quarterly ROMA reports,
board rosters and board meeting minutes.

An on-site review of a newly designated entity will be conducted immediately after the
completion of the first six months in which such entity receives funds through the CSBG
program.

A subsequent visit will be conducted at the end of the first twelve months of operation.

Additional on-site reviews will be conducted when specific concerns are identified that require
attention beyond the Corrective Action Plan.

Monitoring Corrective Action Plan

In those instances when findings cannot be resolved through additional information or supporting
documentation, a corrective action plan must be implemented in a manner that is consistent and
fair.

Resolution of minor, first time findings, shall be through certification from the board chairman
and executive director stating that the correction was made through whatever means that were
used. The certification should also state that the finding will not reoccur because of the actions
taken to preclude it.

If requested, the State Lead Agency will provide technical assistance to the entity so as to
address any weakness the agency has identified as needing clarification or training. Requests for
technical assistance should be made in writing,

Actions (Items) that require additional monitorin

The State Lead Agency may perform additional on-site monitoring and/or technical assistance if
determined appropriate based on prior monitoring, that the eligible entity is not financially
stable, has a management system which does not meet management standards, or has not
conformed to terms and conditions of previous awards.
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Examples of indicators that may lead to additional monitoring or technical assistance include but

are not limited to:

*» Entity is unresponsive to and noncompliant with requests and requirements to
correct compliance findings,

Management systems do not contain data driven strategic plans and work plans.

The entity’s adherence to its approved operating documents (including bylaws,

personnel policy and fiscal policy) is inconsistent.

% Record keeping related to board and committee activity is not systematic.
The corporate record is, as a result, incomplete.

% Abrupt departure of the executive director and/or the fiscal officer.

** The audit conducted in accordance with the requirements of the applicable OMB
Circular contains one or more significant findings relevant to the entity’s capacity
to successfully administer its programs.

** Failure without cause to meet performance targets defined within the entity’s
approved Community Action Plan.

< CSBG percent of revenue exceeds one-third of the entity’s total revenue.

¢ Entity lacks connection and a demonstrated commitment to the broader
community action network.

> *
0.0 L

Eligible entities will be notified in writing as to the specific findings or deficiencies and shall be
required to remedy the situation within a specific timeline or to develop and implement a
technical assistance plan and/or quality improvement plan.

Technical assistance and training will be provided by the State Lead Agency with the goal of
preventing any reoccurrences.

The designation will remain in place for a specified time and will not be removed until a follow-
up review, conducted by the State Lead Agency, clearly indicates that all weaknesses that
resulted in the designation have been corrected.

Information Memorandum 116 (http://www.acf.hhs.gov/programs/ocs/resource/no-116-

corrective-action- termination-or-reduction-of-funding) and revisions thereto will guide the
designation and de-designation of CSBGe-eligible entities.
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STATE OF ARKANSAS
ASA HUTCHINSON
GOVERNOR

September 13, 2017

Ms. Janelle George, Acting Director

Office of Community Services

U.S. Department of Health and Human Services
Administration for Children and Families

370 L'Enfant Promenade, SW, 5th Floor
Washington, DC 20447

Dear Ms. George,

Pursuant to 42 U.S.C. § 9908(a), the Governor, as the chief executive of the state, is required
to designate an appropriate state agency to act as the lead agency for administration of the
Community Services Block Grant.

As Governor of the State of Arkansas, I hereby designate the Department of Human Services,
Division of County Operations, Office of Community Services (OCS) as the lead agency to administer
the Community Services Block Grant in Arkansas.

The points of contact for program issues and award notices for the Comrmmunity Services
Block Grant will be the Division(DCO/OCS) Assistant Director and the Community Services Block

Grant Manager,
Their contact information is as below:

Lorie Williams, Assistant Director
: 501-682-8714
Lorie.Williams@dhs.arkansas.gov

Beverly Buchanan, CSBG Manager
501-682-8720
Beverly. Buchanan@dhs.arkansas.gov

Thank you for your attention to this matter.

-j Sincerelz, ;

Asa Hutchinson

500 WOODLANE STREET, SUITE 250 » LITTLE ROCK, AR 72201
TeLEPHONE (501) 682-2345
www.governor.arkansas.gov
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4 CT345 1985

\ Seate of Ariansas
' 73th General Aevessly A Bl
lagular Sessica, 1939 SEMATE BILL ﬁ.) ?‘ Q
By1 Sscator Hsrdia

For An Act To Be Entlitled

1 “THE (UMMUNITY SERVICES AND COHRUNITY ACTION PROGLIM ACT OF
2 1983; TO KECOGNIZE CTMMUNITY ACTION CRCANTZATIONS OFYRATING
3 VITHIN THR STATE AND VARIODS PROGRANS AMISISTIRED 3T $UCH
s AGEACIES; TO CEFINE OPERATICNAL JURISDICTIONS OF COMMUNITT
3 ACTION AGENCIZS; TU PRXSCRINE FROCEDURSS FOR THE ALLOCATION
5 AD CIFENDITUNE OF FUNDS APPROFRIATZ T0 THE DLVISION OF
7 COMAUNITT SEXVICES FOR THE PROGRAM; 10 REQUIEE THAT FUNDS
f 8 RECIIVED BY THE STATE FRoM TEE FEDZRAL GOVELANINT MMDKR THE
9 COMUNITY SERTICES BLOCK CRANT BX DISTRIMUTED 10 THOSK
T 16 HOM-PROFIT URCANIZATIONY WHICR ARE DEFINED AS COMNUNTTY
1 ACTION ACZNCIES Y ACT 477 OF 1977 AND THS COMMUNITY SERVICES
1 BLOCK GRANT ACT OF 1981; AND P08 OTHER PURPOSEY.-~
11
o 14 WHERZEAS, comwunity actica orn:ﬁ.u:lou bars buu otzmix-rl m:ui ara

13 operstionzl as non-protit m:‘pon:iml umu :hc lnv-incu— cieizens of

L8 Ackansus; und

‘ 17 WHERZAS , such agencies have been, and sre now, providiog human urvicu

‘:F\ 18 fa wuch fielda se ajlng, haaleh, transportation, nutritioa, housing, home

. 19 veatharizacion, davelopmantal child care, family planning and ochar malated
20 activicies which the Ceceral Asseubly considers a8 vitsl to the well- beiog of

21 lowwr~incows gersons of the Staca,
g; 4 iz
P

1) NOW THERAPORE,
14 BE IT ENACTED BY THUE CINENAL ASSEMALY OF THE STATE OF AZKANSAd:

i w
i :».%26 SECTION 1. (s} This Aet shall be movn ae cthe "Commurity lervica and A
\Q 17 Community Action Progrea Azt of L3857, The purposa of this Act is co X
j\ 218 ancourage oom-profic commicity action argasigarions which have been farmad :a\‘"
L 19 provide besic and esvencis] humsn tervizes 20 low-incoes and slderly d.r.!.un'\L

=t

30 of Ariksnsas (o the arees of bealth, transportarica, housing, home repsir md

Jabl9)y

[y ik
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3.1,

vestherization, agiag programe md aging altatnacives o Lnl:i:sziouauul:iau.
developeenatsl child cace and sariclment, yourn CPPIttualty programs, low
izcoms hoas acecgy issistance programe, and other telsted sczivicies which the
Genmral Asaembly recognizes sa bungficig]l ta 4 lsrge muabey of Arkangag ciffi-
teas. Ia furthersace of the purposes of this Ace, the Genersl Assembly hersby
tocogaises commundcy ssgioe orgacisations La cheir offorts 3 provide sarvices
benaficisl to low={ncomm citizens of thiy 3take, md ascadlisheg 5 program of
finaacisl sssistance to rvcognized Commnicy deefan Agenetes to ezably cthem o
costioue md expand guch aloremsatianed activicies and prograos.

(b) 1 {9 furthar che parpase of chig Acs Ed aocourage mmd pr:;uu the
oparations and sctivicies of Community Accicn Ageucies vhather such aceiviciag
e conducted by oae Agency or by rwo or wore cooperating Agencies.

¢

ECTION 2. (a) The Genaral Assambly of the Stace of Arkangsy hacaby
fecognizas ue Community Actiom Agsmcies and thair Jurisdiceion, the fuumriu-
aicetesa (19) extsetag commaticy sceion orgmrdzacicng;

(1) Artsnses Niver Valley Coyacil counsisciog of Franklin, Scote, Tall,
Johasou, Fape, Couway, Perry, Llogas and Polk Caunziaes;

(1) Black River Area Develapmame Corporation, cvaniscing of Randolph,
Clay md Lgwrancs Covngias;

{1} Cazernl Arkanses Davalopasns Counecil, consisciag of Saling, Hor
Spriag, Clatk, Pike enq Montgowery Coum:!_;u;

(4) Communicy Aerioq Program for Central Arkacsas, consisting of Wnics,
Faulknar snd Claburng Counties;

(3} Crowlsy's Ridge Cavelopmant Counctl, Iac., cousisting of Craighesd,
Crusce, Jackgonm and Polosece Counziang

(8} Crawford=S4basrian Comminity Developrmant Cauncil, {nec., consiseing
of Crawfard mmd Sabageisn Coyazies;

(1) Commuaity Secvices Officaq, Ine,., conafsting of Garlaad County;

(8) %ase Cancral Arkangas Economdc dppocrunicy Corporacias, conylsting
of Croes, S¢. Feaacie, SYoodrulf, Crizcenden and Lae Counties;

(%) Economis Opvertunity Ageney of Falasiel Councy, consiscing of Pulaski ~
aad Lowoks Counziaa; R
(10} Zecancmte Oppottunity Agancy of Washingren County, cansisting of ﬁ‘

&

Vashingtoa Coungy;
(11) Miesisnlppl County, Arhansas Zeonomdc Opportunicy Commisuion, laa.

2 Jub193
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caualstiog of Htlltllip-pl. Caunty;

{12) Mid-Deirg Communicy Sacvices,
dad Pralria Canmzi.n;

(1)) Morthcaneral Artacsss Developmane

Tiard, Sturp._ Stoaa and Iodependance Counties
{14} Office a¥ Human Concars, coasisein

Countigs;

(13) Oxare Gpportunitigs,

Harion, Baxrer azd Newton Cauncias;

(14) Pine Muff~Jeffaram County Eecoomis o

lge.,

coosistiog of Fhillipe, Monrse

Couneil, cocsisciay of Fuleos,

& of Beatom, Carroll and Madiscn

Iac,, coueiatiag of VYag Buren, Searcy,

pportunities Commiasion,

lae., consiscing of Jlft;}loq, Grang, Arkargas, Lineols snd Cleveland

Councles

Calumhiy, Calkous,

Eiver, Hempatesd,

(3) The Depertmant
hetaby suthorized te change
recognized Comminity Accion Agencise
cbtained of the foveruing boards of

Dallas and Ouiog Counciag;
(18) Southeage Artanssy Cowm
Bradlay, Draw, Besha, Ashlay asnd ch
{19) Southwuse Arkansas Davel
Milsr, Lafayetta,
of Huzsn S-n'l.ua,

aley Action Corparacion, constiacing of
icot Couaties; and
2pseat Counecil, Ine., consisting of Licsls
Howard, Savier ead Navada Councias.

Division of Commnicy Sacvicesw g

the bounderisd and the uber of offictally

racognized in subseccion (8) of thig Jectiocn.

{c} Hathing 1a this Ace
boundarise, or tunctiong of regional or met
Iovervasats sstablished under Acc
s smtndad, nor the stazus, boundarige,
poant Discricte as wablished md

{Ark. Seasts. Aon. =374 through $=328), as

with the status,

comissions or couneils ot
Ststs. Ann. 19-2820 theough 15-2924),
#ad fungriona of Planntng xmd Devaelo
Fezognized uader Asc 13 of (969

smandad.

SECTION 3,

organisstions of the

of this bor,

(b} The Qwparcaent of Human Services,

{(a2) The Joverning bSoazdy o
oxisting commnicy aceiga organissticus ace
Community Aceisn Agsacies ms Tscagnized (a

3

Divistion of Community SJecrvices

» Providad that concurrsnce therein 1s
tach of the affsctad existing Agaacies as

Le incended ty change or in any vay cooflice

ropelitan plsnain
28 of 1959 (ark,

? dirmcrocs of che oigetean {[19)
MNeagnited s the regresentattv
Saction 2 (ak.

Jabl®)
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heraby suchorized, vhenever Ageszey bousdacies bave besa changed in agcardance
vith Jeetion 1 (b), g recognize the rupressacacive ccgenizacions cf the naw
Commniry Aztion Ageacing.

(e) Iz order co qualify {o¢ cecognitica and further bln«llill-undll' this
Act, & Community Aeciom Ageney shall have deqa organitad and coneticuted under
tha provisioas of the Community Sarvics Block Graae Aee of 1931, md shall
have foverniog board whoss mumbercs &9 electad, and are Tepresentacives of
spacifiz mimity incsrests ip agsordsncs with the Community %grvics Block
Grent Ace of 1981,

SECTION &, Tha Govardor uhall sppolot & nine persgn Commuaicy Secvizas
Advisory Board ro awivise ke and sake fwecommandations e him coucsening mat-
cers affaceing low{ncoos persous in the Scace. The 3asrd shall provida o
the Governer mausl ceport om peverty coadicicns In tha Stats. Board sem—
bera shall serve carwe Gemcurreut with che GCovsrnoc's term of office, The
Bcard shall b msda up as fallows:s

{{} Threa (B Exscutive Direccocs of Community Action Agencies, ane of
vhom mist ba che Presidene of the Arksdsae Community Acclon Agenclas
Assoclation;

{2} Three (1) menbers from the Boards of Direczars of Commynicy Aceion
Agencisn;

{3) Taree (3) nembars frow the public wha bave recaived assistance or
sarvices from tha Communicy h:!au_ Aganciaa;

(4} Thae Direccor of tha Division of Compunity Jervices shall serve as an
exvfficio mambar of the Board,

The Baard shall alect a chairpearsca and ocher afficers i dasmy
Aecessary. The Noard shall maet s che call of tha Chairpervoa bt no lase
than quarterly. The Divislon of Community Services shall provide techuical
asslstancs and relabarsemane for the axpsasea of the Joarcd.

SECTION 5. (a) Tha Oeparcawnt of Auman Services, Oivisioa of Commairy
Sservices, i haraby authorizad tg waks payzente from tise to cize to affi-
eislly recognizad argsalzations of Commnity Astiog Agencies from Scate fund \
sppropeiaced for euch PuCpose. Paysenrs shall he schadulad co bagin 24 raarlfs
28 possible & July ) of each fiscal yesr and on the firse day of esch calan~

dar quarter thereafrez,
1=b1%3




5.3,

5 1 (&} Fuode IPPmpriated for paymenta eo such orgenizacioas of Commnicy
1 Asciom Agesciss skall be sllocsted on the basls of equitsbla eriteria

I westadlished by the Deﬁn:-nc of Human Sarvices, Division of Commuaicy

4 Sarvices bagaed upont. application for Programs,

| (¢) I, ia the futucw, aay changs occurs in che Jurisdiceions of my of
§ the offietally fecognized ninacees ([$) Community Action Agscaies, as

7 suthotized ta Secticn 1 (H) of ehig Ace, eha firge allocation of approprisced
& lfunds ta che forzar l:‘lncy or Ageocias, whigh Soeprise countias TRoTganlized
? under :h.} Jurisdiceion of 4 nawly rscognized Agsncy, shall be spportioned to

11 by the Depertmmnt of Husan Sarvices, Diviston of Comuntty Services.

12 (d) Ar lease ninety percent (903) of the funds recaived end =ppropristad
13 by the Srape fré- tha Taiced Statas Governamae under the Community Servicas
14 Block Grame shall be allocated to Commntey Actisca Agencies, as defined 1g

15 this Act, cnder « formls to ba datscuined by the Dapsrtment of Fuman

7 distursing sgancy far Commntty Sarvices Block Geene funds. The powsrs of
g I8 every Communicy Aceion Agsccy governing board shall include the powsr to
} 19 appeine perscas Ed senior sesff posizions to deterxine major personnel,
b fiscal, and PTOgram policias ta mpprave ovaerasll progriu plans 'snd priorizies,

24 nistrative purposes. Any fubasquently temsicing funds =ay be uzed for pur~

i\zj POses Co be devarwingd by the disbursing agency,

& 13 Communicy Services 3lack Crant vay be used by the distursing agency for admi~

5 Ia the svent the Communtcry Services Black Graac le aliminaced, sagh Cow
7 mmunity Aceion Agency shall be funded, mubdject tg the restriceions of spplii-
;i\\ © I8 cadle law or requliation, fa the distribution of acher fedaral funde whigh caq
=
4

2} bha used rg TUPPOTT mtipaverty prograas.
3
n 3t SICTICH 6. Whanever che Cederal Assenbly shall have apprupristed fund

{E““_\:X 12 ia order to maka paysancs to officialily recognized Communlty Act{oa Ageucies

1 ks suthorized {n thig Ace, the Departaenc of Hugan Servicas, Divimton of .\;.
S\\ 34 Community Jervices, shall aocify the caspective govatuing boards of wuch Q\ I.‘\;
\J\ 33 Agencies, of the mount allocaced o much Agency as providad tn Seceion &

3 Hareof, aad shell nocify che Fatpactive boarde chap application for such V\%ﬁj\
&
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Division of Communtey Sacvices.

funde, ths Gapaccaene of Human Servicas,
deterwing that tha following conditfoma

paymants s

(1) Thae rhe communiey sctica or
Commtnicy Aceion Ageney,
been constitured ia accoc.

{Z) The Agemey board of dtrletnrl‘l
has been escablighed for the axpendicere

upon forse pravided thernfor by tha

Tpan the recei

of ey

aistsue wich thy purpase of cthis Ace; and

(3) At the end of
Actiom Agenucy ahall he
aof Commynity Servicaes.
by Juns JOth shall b tstucnad
Commuinity Aseion Agancy

uat witkin the purposs and lntene ‘of this Act,

by much Agancy to che

sade Lo such Agency,

SECTION 7,

Dapsrtasne of Bumsa Jervices,
e cade o recognized Communit
used by such Agencies for fundin

shall

Stats funds ppropristed by che
Divistaon of Comminicy Jagvices,
Yy Aetisw Agencies fg accordance
§ wncijovercy programe deaignaced by

Seate regulacione,

SECTION 3,

40y persou or creueytence iy
acthar provigions et
the

I3CTION ¢,

harsdy repesled,

SECTION 10,

If aay provision of this Ace or i

larslid provision or ipplication,
At sce declared o ba

saveradla.

All live sad jarty of laws

EMERCENCY.

spplicactions of cha Ace

&

$.5, -

Pepartasne of Human S$arvices,

pt of spplicar

fom for such

disbugeing such

fanizacion fg g offizially twgogntsed
in sccordance wich Saceion 2 of rhig Ace, snd haa
dance with Sectiom 3 (¢) of this Ace:

hatl cortily thag a pruposad budgee

ta fuods for putposans cu~

unexpeadad

or wobligsted
If amy

funds for my purpcse

Civisige of Communicy Sarvicas, shall
have been osc tafary

tach fiscal yuwsr, an sudited report of wach Communtzy
tubmicced to the Departzant of Ruman Servicas,
Any mmounts of Jeace funds
by tha Agency to the Stacs Traasury,
shall hava expended ay Stata

0ivision

such sacunt shall be ruimburied

in conflfer wich this Ace arw

[t is hereby found snd detscuinad by the
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wich this Ace,

¢ sppllcacion tharesf co
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Section 3: State Plan Development and
Statewide Goals



State Plan Goals
The State Lead Agency has established the following Community Services Block Grant goals

and strategies:

Administration of the Community Services Block Grant

Goal: to administer the State of Arkansas Community Services Block Grant Program

Strategy: to provide assistance to [ocal communities through a network of eligible entities (Community Action
Agencies} for the reduction of poverty and the revitalization of low-income communities. as well as the
empowerment of low-income families and individuals in rural and urban areas to become fully self-sufficient; and to

support other Federal Statutory purposes and goals of the CSBG Act.

Workforce Systems

Goal: to increase workforce development opportunities for CSBG participants

Strategies: To partner with the Department of Workforce to coordinate the Workforce Investment and Opportunity
Act activities 1o provide a one-stop approach to workforce development services by partnering CSBG eligible

erltities with the Workforce offices to address barriers to employment.

Organizatioval Standards
Goal: To ensure that all eligible entities are 100% compliant with the CSBG Organizationat Standards as

prescribed in CSBG M 138,
Strategies: (o partner with the Arkansas Community Action Agencies Association to provide peer-to-peer assistance
and training resources to assist with the development and implementation of deficient standards:

% Organization-wide comprehensive risk assessment

% Uniform Guidance

% Succession Planning

2+ ROMA

% Strategic Planning

CSBG Monitoring
Goal: to strengthen CSBG Program and Fiscal monitoring
Strategies: Update all CSBG monitoring toals to incorporate the CSBG organizaticnal standards, ROMA Next

Generation and Financial Management requirements to ensure eligible entity compliance.

State Lead Agency Professionaf Development

Gaal: To increase the professional development of the State Lead Agency staff

Strategies: All three CSBG Grants Analysts become Nationally Certified ROMA [mplementers during the period of
this State Plan. Ensure that all State Lead Agency Staff have access to and are utilizing current educational materials
(as related to CSBG), and are exposed to prafessional growth opportunities, by means of fraining on the local, state

and national level.

State Distribution Formula te the eligible Entities

Goal: to revise the state distribution formula

Strategies: The State Lead Agency will research funding formula from other states, will identify and adopt the
funding formula (in accordance with CSBG IM 116} that will best support the work of the Arkansas CSBG network.

This new formaula will be implemented in the year following its adoption.

State wide Data Collection System
Goal: to implement a state wide data collection system for Arkansas eligible entities
Strategies: Coordinate with the eligible entities and the State Association to identify, purchase and implement a

state wide data collection system for eligible entities by the end of Fy 2019.
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Section 5: CSBG Eligible Entities



OFFICE OF COMMUNITY SERVICES COMMUNITY

ACTION AGENCIES

Agency & Contact Information

Counties Served

ARVAC Stephanie Ellis, Executive Director Conway
Arkansas River Valley Area Council, Inc. Franklin
Post Office Box 808 Johnson
613 North 5™ Street Logan
Dardanelle, Arkansas 72834 Perry
Telephone: (479) 229-4861 Polk
FAX: (479 229-4863 Pope
E-Mail: sellis @arvacine.ory Scott

Yell

BRAD James Jansen, Executive Director Clay
Black River Area Development Corp. Lawrence
1403 Hospital Drive Randolph
Pocahontas, Arkansas 72455
Telephone: (870) 892-4547
FAX: (870) 892-0707
E-Mail: jjansen @bradcorp.org

CADC Larry Cogburn,, Executive Director Calhoun
Central Arkansas Development Council Clark
Post Office Box 580 Columbia
321 Edison Dallas
Benton, Arkansas 72015 Hot Spring
Telephone: (501)3135-1121 [onoke
FAX: (501) 778-9120 Montgomery
E-Mail: lcogbum@cade.com Quachita
Weab: wwh.cade.com Pike
LR Office Number: (501) 603-0909 Pulaski
Lonoke Number: {301} 676-0019 Saline

Union



CAPCA Jenifer Welter, Executive Director Clebume

Community Action Program for Central Arkansas, Inc. Faulkner
707 Robins Street, Ste. 118 White
Conway, Arkansas 72034
Telephone: (501)329-3891
FAX: {501) 329-8642
E-Mail: Jennifer. Welter @ capeine.org
Web: WWW.CADCUINC.OTZ
CRDC Tim Wooldridge Executive Director Craighead
Crowley's Ridge Development Council, Inc. Crittenden
Post Office Box 16720 Cross
Jonesboro, Arkansas 72401 Greene
Telephone: (870) 802-7100 Jackson
Fax: (870)935-0291 Poinsett
E-Mail: twooldridee @ crdenea.com St. France
Web: www . crdenesa.com Woodruff
C-SCPC Marc Baker, Executive Director Crawford
Crawford-Sebastian Community Development Sebastian
Council, Inc.

Post Office Box 180070
Fort Smith, Arkansas 72918-0070

1617 South Zero
Fort Smith, Arkansas 72901
Telephone: (479) 785-2303
FAX: (4791 785-2341
E-Mail: mbaker @ csedecanorg
Web: W WL CSedeuin, org
CS0 Leslie Barnes, Executive Director Garland

Community Services Office, Inc.
Post Office Box 1175

600 West Grand Ave.

Hot Springs, Arkansas 71901

Telephone: (501) 624-5724
FAX: (501) 624-1645
Cell: (901) 389-0162

E-Mail: exectivedirector @ csparkansas.org




EQAWC Michael Lanier, Executive Director Washington
Economic Opportunity Agency of Washington Co., [nc.
614 East Emma Avenue, Suite M401

Springdale, Arkansas 72764
Telephone: (479) §72-7479
FAX: (479) 872-7482
E-Mail: mianier @ eouwc.org
Web: WWW,COAWC.0rg
MCAEQOC  Priscilla Johnson, Interim Executive Director Mississippi

Mississippi County, Arkansas Economic
Opportunity Commission, Inc.

Post Office Box Drawer 1289

1400 North Division Street

Blytheville, Arkansas 72342

Telephone: (870) 776-1054 Ext: 22
E-Mail: cilla Johnson @sbcglobal.com

M-DCS Bobbie Salter, Execative Director Lee
Mid-Delta Community Services, Inc. Monroe
Post Office Drawer 745 Phillips
Helena, Arkansas 72342 Prairie
Telephone: (870) 338-6406
FAX: (870) 338-3629

E-Mail: bsalter @ m-des.com




NADC Charlie Morris, Executive Director Fulton
Northcentral Arkansas Development Council, Ing. [ndependence
Post Office Box 3349 [zard
550 9™ Street Sharp
Batesville, Arkansas 72503 Stone
Telephone: (870) 793-5765
FAX: (870) 793-2167
E-Mail: cmorris @ nadceine.org

OHC Susan Moore, Executive Director Benton
Office of Human Concern, Inc. Carroll
Post Office Box 778 Madison
506 East Spruce Street
Rogers, AR 72757
Telephone: {(479) 636-7301
FAX: (479) 636-7312
E-Mail: smoore@eohc.ore

001 Richard T. Atkinson, Executive Director Baxter
Ozark Opportunities, Inc. Boone
Post Office Box 1400 Marion
701 East Prospect Avenue Newton
Harrison, Arkansas 72601 Searcy
Telephone: (870) 741-9406 Van Buren
FAX: (870) 741-0924
E-Mail: rtatkinson@ozarkopp.org
Note: Physical Address Zip Code is 72601

P.0. Box Address Zip Code is 72602




PB-JCEOC Aatheny Powell, Interim Executive Director Arkansas

Opportunities Commission, Inc., Cleveland
Post Office Box 7228 Grant
817 So. Cherry Jefferson
Pine Bluff, Arkansas 71611 Lincoln
Telephone: (870) 536-0046
FAX: (870) 535-7558
E-Mail: apowell@phjceoc.com

SEACAC Alethea Dallas, Interim Executive Director Ashley
Southeast Arkansas Community Action Corp. Bradley
Post Office Box 312 Chicot
1208 North Myrtle Street Desha
Woarren, Arkansas 71671 Drew
Telephone: (870) 226-2668
FAX: (870) 226-5637
E-Mail: adallas @seacac.com

SWADC James McPhaul, Executive Director Hempstead
Southwest Arkansas Development Council, Inc. Howard
3902 Sanderson Lane Lafayette
Texarkana, Arkansas 71854 Little River
Telephone: (870) 773-5504 Miller
FAX: (870) 772-2974 Nevada

E-Mail: nmMcPhaul @ SWADC ore Sevier




Section 6: Organizational Standards for
Eligible Entities



Organizational Standards for CSBG Eligible Entities - Background

In 2012, OCS funded a cooperative agreement for the CSBG Organizational Standards Center of
Excellence (COE). The two-year cooperative agreement coordinated — with input from local,
State, and national partners — the development and dissemination of a set of organizational
standards for eligible entities for the purpose of ensuring that all CSBG eligible entities have the
capacity to provide high-quality services to low-income individuals and communities.

To begin the project, the COE expanded an existing CSBG Working Group from its original 20
members to over 50 individuals. The expanded working group included a balanced
representation from eligible entities, State CSBG Lead Agencies, Community Action State
Associations, national partniers, technical assistance providers, and external content experts.

The working group's first task was a thorough envirommental scan and analysis of existing
organizational oversight tools and resources, internal and external to the CSBG Network. The
group found that while there are many similarities across States in how State CSBG Lead
Agencies monitor eligible entities, substantial differences also exist.

The project continued through a nine-month development process that provided numerous
opportunities for input by the CSBG Network, including financial and legal experts, on draft
organizational standards. All together, the network invested over 3,500 documented hours in
Working Group and committes meetings and in national and regional listening sessions. The
final phase included a pilot that engaged a subset of State CSBG Lead Agencies and eligible

entities in a field test of draft organizational standards and tools.

In March, 2014, OCS published a draft information memorandum with the draft organizational
standards. OCS received 29 sets of comments (approximately 160 individual comments) from a
broad range of individuals and organizations, including six CAAs; 12 states; five state
associations; and six national organizations and individuals, and integrated all of this feedback
into the final set of organizational standards.

The final result of the COE and OCS efforts is a comprehensive set of organizational standards
developed by the CSBG Netwotk for the CSBG Network. The CSBG Network is to be
commended for its commitment to ongoing performance improvement and strengthening

accountability.



The COE-developed Organizational Standards

The COE-developed standards are organized in three thematic groups comprising nine categories
and totals of 58 standards for private, nonprofit eligible entities and 30 for public entities.
1.Maximum Feasible Participation
Consumer Input and Involvement
Community Engagement
Community Assessment

2.Vision and Direction
*Organizational Leadership
*Board Govemance
+Strategic Planning

3.Operations and Accountability
*Human Resource Management
*Financial Operations and Oversight
*Data and Analysis

In order to be widely applicable across the CSBG Network, the standards are defined differently
for private and public eligible entities. The complete description and list of private and public
organizational standards are attached as Appendices 2 and 3, respectively.

All of the COE-developed organizational standards work together to characterize an effective
and healthy organization. Some of the standards have direct links to the CSBG Act, such as the
standards on the tripartite board structure and the democratic selection process. Some standards
lick with U.S. Office of Management and Budget (OMB) guidance, such as the standards on
audits. As a whole, the standards reflect many of the requirements of the CSBG Act, applicable
Federal laws and regulations, good management practices, and the values of Community Action.
The purpose of the organizational standards is to ensure that all eligible entities have appropriate
organizational capacity, not only in the critical financial and administrative areas important to all
nonprofit and public human service agencies, but also in areas of unique importance for CSBG-
funded eligible entities. To fulfill the promise of the standards, States must provide consistent
and high-quality oversight and technical assistance related to organizational standards. In
addition, based on information about organizational capacity, States must work with the eligible
entities to make informed programmatic decisions about how the agencies can best meet the
needs of local low-income families and communities.



State Oversight

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. The purpose of States using the organizational standards is to ensure
each eligible entity has appropriate organizational capacity to fulfill the purposes of the CSBG
Act. As noted below, States have discretion to determine how organizational standards will be
implemented as part of their overall oversight strategy.

Assessment of Standards

Once the expectations for organizational standards are established and communicated to the
eligible entities across a State, the State CSBG Lead Agency is responsible for assessing the
status of standards among all of the eligible entities annually and for reporting to OCS on the
standards in the CSBG Annual Report. States may design an approach for assessing
organizational standards that fits within the oversight framework in their State. Many States may
integrate standards assessment into their regular CSBG monitoring procedures, while other
States may choose different oversight approaches, such as peer-review, assessment by a
consultant or third party, or self-assessment. Some States may also choose a hybrid approach
involving two or more strategies. Regardless of the approach, States must ensure the assessment
of standards is independently verified by the State or a third party.

For example, a State on a triennial monitoring cycle may decide to assess the standards as part of
their full onsite financial, administrative, and programmatic monitoring protocol. In the years
between monitoring visits, the State may require entities to do self-assessments that are
independently verified by a third party. In another example, a State may develop a process that
includes peer review assessment that is then verified annually during regular State monitoring
visits or a State desk review process.

States are responsible for ensuring that the eligible entities meet all State-estabtished
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.

Corrective Action

During the assessment process, if 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 situattons, the State may initiate action in accordance with
section 678C of the CSBG Act (42 U.S.C. § 9915), including the establishment of a Quality
Improvement Plan (QIP) with clear timelines and benchmarks for progress.



Section 7: State Use of Funds



State Use of Funds

‘The State of Arkansas is required to make available to eligible entities a, no less than 90 percent
of the funds received through the Community Services Block Grant to accomplish the goals set
forth in the programmatic assurances. No more than 5 percent may be utilized for administrative
COSts,

The State Lead Agency is required to make available to eligible entities, no less than 90 percent
of the funds received through the Community Services Block Grant to accomplish the goals set

forth in the programmatic assurances. No more than 5 percent may be utilized for administrative
costs.

90% Eligible Entity - Funds appropriated for the purpose of the Community Services Block
Grant shall be allocated annually to the eligible entities. Arkansas has in place a historical
allocation formula that was based on poverty, population and a “hold-harmless” indicator
number. The formula will stay in place for the period of FY2018.

During FY 2018, The State Lead Agency will research funding formula from other states, will
identify (in accordance with CSBG IM 116) and adopt the funding formula that will best support
the work of the Arkansas CSBG network. This new formula will be implemented in the year
tollowing its adoption.

5% Administrative - U.S.C. Section 675C (b)(2) states, “No State may spend more than the
greater of $55,000 , or 5 percent, of the grant received under section 675A or State allotment
received under Section 6735B for administrative expenses, including monitoring activities. Funds
to be spent for such expenses shall be taken from the portion of the grant under section 675A or
State allotment that remains after the State makes grants to eligible entities under subsection (a)”".

5% Discretionary — The remaining funds will be allocated in accordance with U.S.C. Section
675(b) (2) states, the remaining 5% of the funds can be used for a variety of CSBG-related
purposes. Examples of these purposes include awarding funds to CSBG-network organizations to
provide training and technical assistance to CAAs and awarding funds on a competitive basis to
organizations conducting community economic development activities, rural community
development activities, case management, fatherhood initiatives, disaster relief and
neighborhood innovation projects. Arkansas will also use these funds to provide for the
identification, adoption, purchase and implementation of a state-wide data collection system for

the eligible entities.



COMMUNITY SERVICES BLOCK GRANT
DISCRETIONARY GRANT APPLICATION

CSBG Discretionary Application



Community Servicas Block Grant
Discretionary Grant Application -

The Community Services Block Grant (CSBG) Program is funded by
the U.S. Department of Health and Human Services and is

administered by the Arkansas Department of Human Services, Division
of County Operations, and Office of Community Services. Per 42 I'
U.S.C. 106 (the CSBG Act) the Secretary of the Department of Health
and Human Services received authority to make grants to the States
with the intent to ameliorate the causes of poverty in communities.
Under the CSBG Act, the state may utilize five (5) percent of the 1
federal allocation as discretionary funding to support a wide range of
activities and programs conducted by community action agencies or
other non-profit organizations to eliminate poverty, promote self- |
sufficiency, and promote community revitalization. Additionally, the
funds may be used to provide training and technical assistance for and
support coordination and communication among community action

agencies.
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Community Services Block Grant
Discretionary Grant Application

Eligible Applicants:
Entities eligible to apply include Community Action Agencies, nonprofit organizations that serve

or target individuals and families that have incomes at or below 125% of poverty, and nonprofit
organizations who support and serve the Arkansas Community Action Agencies. The applicant’s
proposed program must display measurable outcomes which help families and individuals move
toward self-sufficiency or the role that a request for technology upgrades will play in achieving
those outcomes.

Eligible Projects and Activities:

Eligible projects include:
» Training and Technical Assistance Programs that provide Arkansas’ Community Action

Agencies with quality training, technical assistance, best practices, and tools to build
capacity and strengthen the role of Community Action Agencies in the provision of anti-
poverty initiatives.
> Asset Building/Volunteer Income Tax Preparation Program (local or statewide) targeting
innovative programs that provide asset building services as well as expanding the
awareness and utilization of the EITC and other tax credits among working families.
Jobs Initiatives, including green jobs and other targeted employment training.
Innovative Programs to address poverty on a community level.
Technology upgrades to assist in achieving agency outcomes to move families and
individual toward self-sufficiency.
Educational Scholarships
State-wide Data Collection System

YV VYV
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Eligible Activities include:
> (Case management
» Promotional outreach costs
» Disaster Assistance

Funding

Approved applicants will receive a grant award with purchase order information and grant
assurances and guidelines. Please note that these grants will be monitored the same as the

regular CSBG grant awards.

2fPage



Community Services Block Grant
Discretionary Grant Application

PART [ - Applicant Information

Agency Name

Federal ID and Duns #

Agency Address

City and State

Phone #

SUB-GRANTEE CONTACT INFORMATION

Contact Person

Contact Address (if different from above)

City and State (if different from above)

Phone # (if different from above)

Email Address:
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Community Services Block Grant
Discretionary Grant Application

PART 2 - EXECUTIVE SUMMARY

In the chart below, indicate the category for which funding is being requested..On
a separate sheet provide a brief, program (project) narrative describing the project
and an overview of expected outcomes.

Project/Activity " Executive Summary

=

oo
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Community Services Block Grant
Discretionary Grant Application

PART 3 - PROPOSAL INFORMATION

Keep responses for each question to 2500 words or less.

1. Descnbe the history and mission of your organization.

2. Describe the goals of the project and scope of work. Be specific, including

identifying target population or organizations. (CAA Network, low-income

youth, homeless population, etc.). Provide specific deliverables related to the
project.

Provide project timeline with key dates for deliverables.

4. Describe how the requested grant would enhance the mission the requesting
organization and the organizations’ efforts to assist Arkansans to eliminate
poverty, increase self-sufficiency, and promote community revitalization.

5. What key outcomes will be expected from the project? Include a narrative
along with the chart(only indicate outcomes that are applicable to your

request)

e

Project/Activity Estimate Total # of Participants

6. Describe key partnerships and how they will support the proposed project or
activity.
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Community Services Block Grant
Discretionary Grant Application

PART 4 - PROPOSAL BUDGET

Please provide a budget for the requested project. Include any additional sources of
income to support the project.

Application Format and Submission Information
Please provide two (2} copies of the Discretionary Grant Application.
Applications should be mailed or delivered to:

The Arkansas Department of Human Services
DCO/0CS
ATTN: Lorie Williams, Assistant Director
PO Box 1437, Slot 5330
Little Rock, AR 72203-1437
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Section 8: State Training and Technical
Assistance



State Training and Technical Assistance Plan

The State Lead Agency will provide training and technical assistance as needed and requested by
the eligible entities in FY 2018 and in FY 2019. State CSBG staff, State Association staff and
other outside consultants will provide training and technical assistance in areas to include, but
not limited to reporting (monthly, quarterly and annual in the areas of fiscal and programmatic),
risk assessment, ROMA and the changes in the National Performance Indicators, monitoring,
OMB requirements and financial management.

The State Lead Agency and the State Association have identified that training and technical
assistance will be on the whole agency approach to effectively increase the level of skills of the
Board, executive staff, front line staff and other agency staff in areas to include, but not limited
to: governance and tripartite board training, community needs assessments, community action
plans, community strategic planning, technology, financial management, data collection, and
data analysts,

The eligible entities (by answering questions included in the annual CSBG Application) have
requested training and technical assistance in the areas of family development, basic computer
skills, ethics, health and safety, human resources, financial management, leadership, governance
and board training, case management and risk assessment.

Focus will also continue to be on training and technical assistance for each of the eligible entities
to reach 100% compliance on all the CSBG Organizational Standards; but with a special
emphasis on Organizational Standards 1.3; 3.1; 4.6; 6.1 and 9.3. These standards center on Risk
Assessment, Comprehensive Community Needs Assessment, Agercy-wide Strategic planning,
Data analysis, Community Action Plan Development and customer satisfaction data analysis.
Intense technical assistance will also be provided for entities with unmet standards that will
require a Technical Assistance Plan or Quality Improvement Plan.

The State Lead Agency will outsource to provide technical assistance in the form of Entity
Reviews (formerly called Peer Reviews) and any state or entity mechanism identified as needed
by the State Lead Agency.

The State CSBG staff will create individual staff development plans that will include receiving
formal training from local, state, regional, and national sources.



Section 9: State Linkages and
Communications



State Linkages and Coordination

The Arkansas Department of Human Services, DCO/Office of Community Services administers
the CSBG grant along with the Low-Income Home Energy Assistance Program (LIHEAP).
DHS/DCO/OCS also administers the State's Emergency Solutions Grant. The DCO/Office of
Community Services is in contact with regional Head Start Offices and share information during
the monitoring process. DCO/Office of Community Services plans to become involved in
improving coordination between CSBG and WIOA programs to provide better services to the

eligible entity clients.

CSBG Law requires CSBG eligible entities to coordinate funds at the local level. The annual
community action plan has to describe how the entities coordination efforts with city, county,
schools, non-profits, and other organizations. Eligible entities coordinate services and work to
avoid duplication of services with other providers. The eligible entities also participate in local
soctal service and homeless coalitions whose goal is to coordinate services.



Section 10: Monitoring, Corrective Action,
and Fiscal Controls



Arkansas Community Services Block Grant Policy and Procedures Manual

Monitoring

Desk and Field Reviews

The CSBG Act SEC. 678B

In order to determine whether eligible entities meet the performance goals, administrative
standards, financial management requirements, and other requirements of a State, the State shall

conduct the following reviews of eligible entities:

-

> A full onsite review of each such entity at least once during each three-year period.
% An onsite review of each newly designated entity immediately after the completion of the
first year in which such entity receives funds through the CSBG.
The State Lead Agency will, at a minimum, conduct an on-site review of each eligible entity at

least once annually.

Reviews may be conducted as a combination of desk reviews and field reviews, and may be
specialized or general in nature.

Entities will be notified in writing with a letter to the Executive Director. The timing of the
notification, and areas to be reviewed, will be in accordance with the policies of the Community
Services Block Grant.

Both an entrance and an exit conference will be conducted for onsite reviews with the executive

director and other designated staff.

The monitoring process will address prior review findings, agency eligibility, governance,
planning process, fiscal, audit reports, program administration, personnel, ROMA
implementation, data collection, and reported performance.

Mounitoring may include, but is not limited to a review of:

Program policies and procedures.

Income guidelines and verification procedures.

Intake forms and procedures.

Program work plans and activities.

CSBG aduministrative files.

Personnel policies, files and job descriptions.

[nventory and procurement procedures.

Cooperative agreements and contracts, including consultant contracts.
Organizational structure and lines of authority.

Board member files, bylaws and meeting documentation.

Adherence to Federal and State guidelines and requirements.

Fiscal policies and practices.

Service activity reports, data tracking and reporting systems and supporting
documentation.

% Compliance with the CSBG Organizational Standards

-
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Arkansas Community Services Block Grant Policy and Procedures Manual

Monitoring may also include:
% Interviews with program staff regarding program operations and job functions.
< Interviews with administrative and fiscal staff.
% Interviews with members of the governing/administering board.

A letter will be issued to the executive director, by the State Lead Agency stating the results of
the review. It will include comments on all areas reviewed and detail any concerns and/or

findings.

All findings will cite the law, rule, regulation or policy for which noncompliance has been
determined.

The letter will set a deadline for a response to the concerns/findings in accordance with the
division/program policies utilized for the review.

Responses must include appropriate documentation.

After receipt and review of responses by the State Lead Agency, if findings are not resolved,
then corrective actions will be determined in accordance with CSBG regulations.

On a monthly basis, CSBG program monitors will perform a desk audit of each agency.

This review consists of examining budgets and expenditure reports, quarterly ROMA reports,
board rosters and board meeting minutes.

An on-site review of a newly designated entity will be conducted immediately after the
completion of the first six menths in which such entity receives funds through the CSBG

program.

A subsequent visit will be conducted at the end of the first twelve months of operation.

Additional on-site reviews will be conducted when specific concerns are identified that require
attention beyond the Corrective Action Plan.

Monitoring Corrective Action Plan

In those instances when findings cannot be resolved through additional information or supporting
documentation, a corrective action ptan must be implemented in a manner that is consistent and

fair.
Resolution of minor, first time findings, shall be through certification from the board chairman

and executive director stating that the correction was made through whatever means that were
used. The certification should also state that the finding will not reoccur because of the actions

taken to preclude it.
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Arkansas Community Services Block Grant Policy and Procedures Manuat

If requested, the State Lead Agency will provide technical assistance to the entity so as to
address any weakness the agency has identified as needing clarification or training. Requests for
technical assistance should be made in writing.

Actions (Items) that require additional monitoring

The State Lead Agency may perform additional on-site monitoring and/or technical assistance if
determined appropriate based on prior monitoring, that the eligible entity is not financially
stable, has a management system which does not meet management standards, or has not
conformed to terms and conditions of previous awards.

Examples of indicators that may lead to additional monitoring or technical assistance include but
are not limited to:
** Entity is unresponsive to and noncompliant with requests and requirements to
correct compliance findings.
< Management systems do not contain data driven strategic plans and work plans.
% The entity’s adherence to its approved operating documents (including bylaws,
personnel policy and fiscal policy) is inconsistent,
*» Record keeping related to board and committee activity is not systematic.
The corporate record is, as a result, incomplete.
** Abrupt departure of the executive director and/or the fiscal officer.
*» The audit conducted in accordance with the requirements of the applicable OMB
Circular contains one or more significant findings relevant to the entity’s capacity
to successfully administer its programs.
“* Failure without cause to meet performance targets defined within the entity’s
approved Community Action Plan.
CSBG percent of revenue exceeds one-third of the entity’s total revenue.
Entity lacks connection and a demonstrated commitment to the broader
commumnity action network.

*
*

\/
0'0 L)

Eligible entities will be notified in writing as to the specific findings or deficiencies and shall be
required to remedy the situation within a specific timeline or to develop and implement a
technical assistance plan and/or quality improvement plan.

Technical assistance and training will be provided by the State Lead Agency with the goal of
preventing any reoccurrences.

The designation will remain in place for a specified time and will not be removed until a follow-
up review, conducted by the State Lead Agency, clearly indicates that all weaknesses that
resulted in the designation have been corrected.

Information Memorandum 116 (http://www.acf.hhs.gov/programs/ocs/resource/no-116-

corrective-action- termination-or-reduction-of-funding) and revisions thereto will guide the
designation and de-designation of CSBG-eligible entities.
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Section 11: Eligible Entity Tripartite Board



Policies of Governing Boards

Legislative Mandate

CSBG Act (42 U.S.C. 9901 et $€q.) as amended in 1998, requires the State Lead Agency to provide assurance that
each community action agency or non-profit organization administering the Community Services Block Grant
Program have a tripartite board which will be constituted as follows:

(A) One-third of the members of the board are elected public officials, currently holding office, or their
representatives, except if the number of elected officials reasonably available and willing to serve is
less than one-third of the membership of the board, membership on the board of appointed public
officials may be counted in meeting such one-third requirement;

(B) At least one-third of the members are persons chosen in accordance with democratic selection
procedures adequate to assure that they are representative of the low income in the area served; and

(C) The remainder of the members is composed of representatives of business, industry, labor, religious,
welfare, education, or other major groups and interests in the community. Strict adherence to these
requirements is necessary to be eligible for receipt of Community Services Block Grant funding and
for continued designation as an eligible entity,

The bylaws of the organization must set forth the process and procedures for compliance with the Federal and State
statutory mandates for the composition of the board of directors. A copy of the bylaws must be on file with the

These guidelines are provided to assist the agency in developing the process and procedures for compliance with
boards of directors.

Board Composition

A “Community Action Agency” board of directors shall have not less than 15 members and not more than 51
mmembers. The board composition shall be as follows (CSBG Information Memorandum 82):

a) Elected public officials currently holding office, or their properly designated representatives, must
comprise one-third of the board. Appointed public officials may be counted in meeting this one-third
requirement only if the number of elected officials reasonably available and willing to serve is less than
one-third of the membership of the board.

b) The persons chosen to represent the low-income population must comprise at least one-third of the board;
and ‘

¢) Representatives of business, industry, labor, religious, welfare or other private groups and interests shail
comprise the remainder of the board.

Where the administering agency serves more than one county, the composition of the board shall include
representatives of all counties served.

Residence Requirements

Each member of the board selected to represent a specific geographic area within the comimunity must reside in the
area which he/she represents.



Conflict of Interest

A person who serves on the board as an officer or an employee of an organization that wants to perform a
component of the work program funded by the Community Services Block Grant must publicty disclose the intent to
bid for the component. They must also recuse themselves from all discussion and any selection determinations
regarding award of the component. Generally, public officials serving on the agency’s boards will not be in conflict
if the agency should contract with his/her jurisdiction to perform a component to the work program funded by
CSBG. In most cases, a person may not serve on the board if an immediate family member is employed by the
agency. An immediate family member is defined as mother; father, brother, sister, brother-in-law, sister-in-law, or

spouse,

Limitations on Board Service

Each individual on an eligible entity governing board, regardless of sector represented, must be elected in
accordance with an democratic selection process defined in the eligible entity bylaws.

The bylaws of each eligible entity shall define the term of office and its board election process.
The term of service may be up to five years as defined in the eligible entity bylaws.

The eligible entity may set the term lower than the State Lead Agency requirement, but must hold an election at the
end of each term of service.

Public officials elected to the eligible entity board may select a representative to serve in their stead during the term
of board service. Public officials or their representatives, serve only as long as the public official is currently holding
office, and is subject to the eligible entity selection process and term of service.

The State life-time term limit of ten years for the Private and Low-Income sectors has been removed. However each
eligible entity must demonstrate that an election has been held at the end of each term of service for all three sectors,
Public, Private and Low-Income,

Governing Power of the Board of Directors

The board members or governing board acting as one has the legal powers and responsibilities granted under its
state charter as the board of directors of a private, not-for-profit corporation. For example, the board must have the
power to enter into legally binding agreements with any Federal, State or local agency or with any private funding
organization for the purpose of operating programs or providing services to low-income recipients,

Bylaws Requirementts

In accordance with CSBG Information Memorandum 82 the eligible entities Bylaws must address at least the
following:

1.  Composition of the Board: The bylaws shall set the number of seats on the board and the allotment of
seats to public officials, representatives of the low income and representatives of the private sector.

2. Selection Procedures: The bylaws shall include procedures for selecting all sectors of the board.

a. Public Officials- The bylaws of the board may authorize each public official serving on such board
to appoint a representative who will then serve as the board member, These representatives need
not be public officials themselves, but they shall have full authority to act on behalf of the public
officials whom they represent at meetings of the board regarding the business of the board.

b. Low-Income- Representatives of the low-income population shall be selected/ elected in
accordance with democratic selection procedures adequate to assure representation of low-income
persons residing in the area served.

Representatives of the low-income population may be democratically selected either to
represent a specific area or community served by the agency, or at large to represent the entire area
served by the agency. The following democratic selection procedures may be used, either separately or
in combination:



i. Nominations and elections, either within the community, specific areas, or the entire area
served by the agency;

ii.  Election at a meeting or conference of low-income persons where date, time and place have
been adequately publicized;

iii. ~ Selection/election of representatives of a community-wide board by members of a
neighborhood organization who are themselves selected by a low-income neighborhood of
area residents;

iv. Democratic selection of representatives by existing organizations designated by the board
whose membership is predominantly composed of low-income persons or their
representatives. This is not meant to limit the variety of selection procedures which may be
used. Any democratic selection procedure which assures adequate representation of the low-
income where date, time and place have been adequately publicized in advance of the
selection is acceptable.

The entity will have these procedures documented in its bylaws or in a separate board approved document that must
accompany the bylaws.

The defined boundaries for the democratic selection of representatives of low income will be maintained in
documented form in the entities files for review by the State Lead Agency.

Low income representatives are truly representative of current residents of the geographic area to be served,
including racial and ethnic composition, as determined by periodic selection or reselection by the community. Being
current 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-income community representatives on boards, but does
suggest that continued board participation of longer term members be revalidated from and kept current through
some form of democratic process and the assessment of community changes,

Agencies must maintain documentation of the selection/election process.

c. Private Sector- Private sector members shall be selected in such 2 manner as to
assure that the board will benefit from broad community involvement. Such representation shail
come from members of business, social service agencies, industry, labor, religious and educational
institutions or other major groups or constituencies of the low-income population concerned with
specific problems of the community. Once an organization is selected, it shall nominate its own
representative on the board in accordance with the bylaws. Each representative shall be
empowered to speak and act on behalf of the organization which he/she represents regarding the
business of the board.

3. Petition by Other Groups for Adequate Representation on the Board: The community action
agencies shall establish and include in their bylaws procedures allowing community agencies and
representative groups of the low income who feel themselves inadequately represented on the board to
petition for adequate representation. The bylaws shall specify in these procedures the channel of
communication to be used, the number of signatures required for a valid petition and the action
required of the board in response to a petition for more adequate representation. The board bylaws
shall include provisions for adjusting its composition in cases where a petition is granted, in order to
maintain the proper percentage of public officials and of representatives of the low income.

4. Removal of a Board Member; The bylaws must include a description of the grounds for removal of a
board member and the procedures to be followed for removing that member.

5. Alternates; The Arkansas Non-profit Corporation does not address the use of alternates to represent
board members in their absence; therefore, alternates are prohibited.

6. Yacancies: A vacancy on the board exists when: (1) a member has been notified of his/her official
removal by action of the board for cause; (2) a member notifies the board of his/her resignation; (3) a




10.

11,

12.

14.

member dies; or (4) a public official leaves office. When the seat of a public official is vacant, the
board shall ask the designating officials to select another public official to fill the seat, When the seat
of a representative of a private sector is vacant, the board shall ask that organization to name another
representative to finish out the term. When the seat of a representative of the low income is vacant, the
board may include in its bylaws either of two options: (1) it may repeat the democratic selection
procedures; or (2) it may allow the remaining representatives of the low-income population to select a
person to finish out the term, with the condition that the person selected represents the same
constituency as the original representative.

The board must fill all vacancies within 90 days after the vacancy occurs.

Quorum: A quorum for a meeting of the board shall be over fifty (50) percent of the board total as
established in the agency's bylaws,

Schedule and Notice of Meeting;

1. The board shall have not less than four (4) regular meetings per program year with a quorum,
The annual meeting may count as one of these meetings. The schedule shall be defined in the
agency’s bylaws.

2. The board shall provide notice of the agenda in writing to all of its members for any meeting
as specified in its bylaws.

3. All board of directors’ meetings shall be posted in places in the community frequented by the
public to ensure the public is informed of the time and date of each meeting in accordance
with the Arkansas Open Meetings Act. If a preliminary agenda is not available, the posted
notice shall include a general description of the nature and purpose of the meeting,” Agencies
should identify in the posted notices whether the meeting to be conducted is a full board or
committee meeting,

Minutes: The agency shall maintain a roster of attendance and written minutes for board and
committee meetings including a record of votes on all motions. The members making and seconding
motions must be identified in the minutes. If motions are not unanimous, there must be a record of
each member’s vote. A record of attendance or sign-in sheet must be maintained along with the
minutes

A signed copy of the minutes, roster of attendance, and any written material distributed at the meeting
must be submitted to the State Lead Agency within 30 days after the next meeting has occurred and the
minutes have been approved by the board.

Committees on the Board; The board may establish any committee it considers necessary for
conducting its business. The composition of these committees shall fully reflect the composition of the

full board meetings. Notices are in accordance with The Arkansas Open Meetings Act and a quorum is
over fifty (50) percent of the established membership of the committee.

Compensation; Regular compensation to members for their services on the board is not permitted.
However, travel reimbursement to all members of the board for expenses to attend the meetings is
permitted. Reimbursement for a meal is allowed if no meal is provided during the board meeting.

. Officials of the Board: Define the responsibilities of the officers of the board, €.g., the chairperson,

vice chairperson, secretary, and treasurer.

Evaluation of Executive Director: Define the responsibility and authority of the board in regard to
the hiring and firing of the Executive Director, and the responsibility of the performance of the
Executive Director. All timesheets and travel requests for the Executive Director must be approved and
signed by the Board Chair or his/her designee.



Section 12: Individual and Community
Eligibility Requirements



D. [ncome Eligibility

To be eligble for CSBG services or benefits, clients must be at or below 1235
federal poverty line as determined by the federal Office of Management and Budget

scale based on the number of persons in a client’s famtily. To calculate 125% of the
tederal poverty line, use the amouni stated in the poverty guidelines relating to the
number of persons in the client’s household and multply that number by 1.25.

The community action agencies may adopt its own written procedures for determining
client eligibility for CSBG services, These procedures may, based on the eligible entity’s
community needs assessment, give priofity to certain popalations within the applicable
income limit such as: people with disabilities; people who are homeless: the elderly:

people who are unemployed; and people with children under age [8.

The State Lead A gency recognizes that neither the HHS poverty guidetines, the federal
CSBG Act, nor applicable HUS regulations define the term “tamily. " Following are two
examples ot how the term tamily might be defined. Other reasonuble detinitions are also

deeeptable,

The income of ali members of each tamily unit must be included in determining the
income eligibility. A family unit may be either: (1) related individuals: or {2} an unretated
individual,

The term *related individuals” meuns two or more persons related by birth, marriage,
and/or adoption who reside together.

The term “unrelated individual™ means an individual who is not an inmate ot an
imstitution: (1) who resides alone or {2) who resides with one or more persons who dre
not related to him/her by birth, marmage, and or adoption. ( Examples ot unrelated

individuals residing with others include a lodger, a foster child, a ward, ur an employee.)

It a household includes more than one family unit, the poverty guidelines shall be applied
separately to each tamily unit, and not to the household as a whole,

For purpases of determining income eligibility, the term “persons in family™ in the HHS
poverty guidelines means persons in a househald. A household includes any individual or
“ind; wing together as one economic unit, The income of each
individual in the household who is 1§ years old or older must be ineluded in determining
tncome eligibility. In determining whether an individual is part of a household, the
eligible entity may consider tactors such us whether the individual pays tor hisher own
foud and occupancy.



Netther the HHS poverty guidelines nor the federal CSBG Act nor applicable HHS
regulations define the term “income.” Folluwing is one example of how the term income
might be defined. Other reasonable definitions are also acceptable.

Income includes total annual cash receipts betore taxes from all sources, with the
exeeptions rnoted below.

Specitically, income ineludes:

*  Wages and salaries before any deductions:

¢ Net receipts from nontarm self-employment (receipts from a person’s own
unincorporated business. professional enterpnse, or partnership. after deductions
tor business expenses);

* Net receipts from farm selt-employment (receipts from a farm which one operates
ds an owner, renter, or sharecropper, after deductions for farm operating
expenses);

*  Regular payments from Social Security, railroad retirement, unemployment
compensation, strike benefits from union funds, workers' compensation, veterans’
payments, public assistance {including Temporary Assistance for Needy Families,
Supplemental Security Income, and non- federally-funded General Assistance or
General Relief money payments), and training stipends;

*  Alimony, child support, and military family allotments or other regular support
from an absent family member or someone not living in the household;

¢ Private pensions, government employee pensions {including military retirerment

pay) and regular insurance or anauily payments:

College or university scholarships, grants, fellowships, and assistantships;
Dividends, interest, ret rental income, net royalties;

Periodic receipts from estates ur trusts, and

Net gambling or lottery winnings.

[acome does not include:

s Tax refunds:

* Assets drawn down as withdrawals from a bunk or the sale of property {such as a
house or a car);
Capital gains;
Ghfts, loans, lump-sum inheritances, vne-time insurance payments, or
compensation tor injury;

* Employer-paid or umon-paid portion of health insurance or other emplayee fringe
benefits;

*  Food or housing received in lieu of wages;

¢ Federal or state noncash benefit programs as Medicare, Medicaid, food stamps,
school lunches, and housing assistance: or

* Payments required under federal or state law to be ex cluded from the definttion of
income for cateulating eligibility for federal or state public benetic programs, such
a5 cost reimbursements under the federal Foster Grandparent program (see 45
C.FR.§ 2552.47;



Neither the HHS poverty mudelines, the tederal CSBG Act, nor applicabfe HHS
regulations specity the pertod to be used when determining a clicnt's income. For the
purpuse of consistency, the State Lead A gency recommends the following methods:

* The penod tor determini ag the annual income must not be more than 12 months
nor less than 90 days precedeng the request for assistance.

¢ Total monthly or annuatized 41053 household income should be used to determine
eligibility. The monthly income should be calculated for the 30-day period

preceding und tncluding the date of applicanon.

household within the past year, it may be inaceurate to use the data of the

past year to assess income, and the use ot a shorter period of time-—perhaps several
months——may be a more approprate and accurate assessment of the client’s income. In
addition, case-by-case clreumstances such as seasonal employment or an isolated and
temporary spike or decline in EAMINgs may require an eligible entity to exercise
reasonable discretion to determine on a case-by-case basis the most appropriate time
period to review to most appropriately and accurately assess income). t iy
recommended that ne time pertod shorter than the past 30 days or longer than the pust
year should be used, however, [n exercising this reasonable discretion, the eligible
entity’s goal in each case should be o mostaccurately determine a client’s actual

financial position at the lime of assessment.

Neither the CSBG Act nor applicable HHS regulations specity how often a client's
income should be re-determined. Following is one example of a possible re-determination

policy:

After mitial determination, the income level of g client receiving ong
be re-determined at |east annually, and should be reviewed any time the eligibie entity



Neither the CSBG Act nor applicuble HHS regulations specify the type of income
documentation that chigible entities should review in determining an apphicant’s income
eligibihty. Following are two pussible examples of ducumentation an eligtble entity could

review in determining a client's income:

Applicunts must provide documentation of their household's source(s) of income. Some
examples of aceeptable documentation include: pay stubs: a currenr tax return; [RS Furm
W-2andror 1099; a letter from an employer; a Social Security check or benelits
statement: retirement income statement: unemployment insurance benefit starement:
child-support payments documentation (cupies of checks, history of Payments or court
pipers); or self-employed accounting records. Documentation of current participation in
public benetits programs with income cligibility standards at or below 125% of the HHS

federal poverty guidelines may also be used.

Applicants who claim no household income must sign a form attesting to that tact and o
the accuracy of the intormation provided to the eligible entity. This form must also be
signed by a statf member indicating that the staff member has, in good faith, attempted to
verity this condition, and that the information on eligibility in the file is aceurate to the
best uf the staff member's knowledge.

Betore an applicant is determined to be eligible on the basis of tamily income, the
applicant must submut 1 formation to the Program concerning the funily's income.
Yerification must include exammation of documents suck as individual income tax
torms, W-2 torms, pay stubs, pay envelopes, or written statements from employers (if
dividual income rax forms, W.2 forms, pay stubs, or pay envelupes are not available).

When appropriate. in cases 1 why ch no documentation regarding the incame eligibility of
the applicant has been received by the eligible entity, or when it (s either more etficient or
reliable to do so rather than to search for eligibility documentation, eligible entities may
seek information from third parties who have first-hand knowledge about the applicant’s

+

cligibility, and document vach such third party’s name, \

IFeligible entittes plun to seek third party vertfication from one or more parties regarding
an applicant’s cligibility, staff must mform the applicant about each party that they intend
o contact. [n addition, the applicant must SIZn 2 consent form permitting the eligible
entity to contact specitied third parties; this provides applicants the vpporttunity ro
withfold thetr consent for third party verification from one or more parttes. An applicant
must be grven the vppurtunity to withhotd consent reluted 1o euch party the eligibie entity
wodd Tike o contaet. [fapplicants do not 3121 the consent form. the cligible entity may
nut contact that party and the applicant remains responsible for providing appropriate

documentation,



Nether the CSBG Act nor applicable HHS regulations specity the records an

cligible entity should keep regarding the determination of an applicant’s eligibility for
(SBG benetits/services. At a minimum, an ehigible entity should retain ducumentation
sutfictent to demonstrate that, where an individualized determunation of iIncome wus
required, staff screened applicants for income eligibility. Following are two possible
examples of the records that could be kept to document the fact that an eligible entity
reviewed a client’s income and determined the client to be eligible tor CSBG

services/benetits:

An cligible entity maintains a statement that identities which documents staft exumined
and states that the applicant is chigble tor CSBG services/benefits. The statement i3
stemed by an employee who reviewed the documentation and determined the applicant to
be eligible tor CSBG services/benetits.

Where an apphcant claims no household income. the eligible entity maintains the form
attesting to that fact signed by the applicant and the statf member who sttempted to verify

the applicant’s houschold income.

An eligible entity keeps an eligibility determination record tor cach applicant for CSBG
services/benetits, which inciudes:

I Copues of all documents submitted by the applicant relating to the applicant’s
cligibility for services and any staif member's notes recording any other
nformation related to eligibility received from any source;,
A signed and dated statemment by the applicant certifying that the documents and
information that the applicunt provided concemning eligibility are accurate to the
best ot the applicant’s knowledge;
3. Documentation establishing that a staff member has sought to verify the accuracy
of the information on eligibitity provided to the eligible entity by:
(1) Conducting an in-person interview with the applicant; and
{b} Seeking information from third parties who have tirst-hand knowledge about
the applicant’s eligibility in cases in which no documentation regarding the
income eligibility of the applicant has been received by the eligible entity, or
when it is either more etficient or reliable to do so ruther than to search for
eligibility documentation. The record should nclude the names, titles, and
affiliations of the third parttes, and the applicant’s signed consent torm
permitting the program to contact each particular third party; and
(¢) A signed and dated staternent by the staff person who made the eligibility
determination certifying that the information on eligibility in the file is accurate to
the best of the person’s knowledge. and based on that informatior, the person has
determined the applicant to be ehigible for services.

~J



There are certain circumstances where individualized determination of income ehgibility
may not be required.

* Services are provided on a group. rather than individual, basis and
Gireumstances indicate that those benefiting are likely to meet the CSBG
income eligibility requirements. For cxample. g tinancial literacy class
provided to parents of children in the eligible entity’s Head Start program. or a
Job skills class provided to residents of a homeless shelter.

*  Services are provided on an individual basis but crreumsiances make it
impossible or impracticable to obtain income documentation and indicate that
those benetiting are likely to mect the CSBG income eligibility requirements
und/or that the services facilitate linkages and coordination of services to Jow-
income people in the community. For exiunple, a community resource hotline
that provides reterrals to focal health and human services providers; general
tnformation and referrals regarding benetits and services available o low-
income people in the community; and disaster response and relref (such as
emergency shelters or provision of food and clothing during or immediately
tollowing a disaster).

*  Services are intended 1o increase community awareness of or involvement in
poverty issues. For example, un eligible entiy spunsors @ community forum
on improving health care access for low-income people, convenes a meeting
oforganizations in the community serving homeless chients to discuss
coordinating service delivery, or holds an open house to publicize the
availability ol its programs to members of the low-mcome community.

When CSBG funds are used o suppurt another program that does not have eligibility
requiremnents, that has higher income eligibility requirements than the CSBG program, ur
that does not limit services to the CAA’s CSBG service drea, clients should be screcned
tor CSBG eligibility and identified as CSBG-eligible or not CSBG-cligihie.

The eligible entity should have a reasonable, documented basis for allocating the program
costs between CSBG and the other tunding source(s) based on the relative benefit each
tunding source receives, This can be done, for example, by demonstrating that gither:

*  the proponion of program clients who are CSBG-ehigible is equal to or greater than
the proportion of program costs paid with CSBG furds fe.y. tf 70% of program
wosts are puid trom CSBG funds and 30% are paid from another source, at
least 70% of the clients served must meet CSBG eligibility requirements);: or

*  the proportion of program staft time devoted 1o serving CSBG-eligible
clients is equal to or greater than the proporiton of program costs paid with CSBG
tunds ie.g. 18 709, ot program costs are paid from CSBG funds and 3% are paid
from another source, at least 709, of staff nme must be alivcated to serving CSAG-
clhigible clients)



An eligible entity must require documentation that applicants tor CSBG services. benefirs

Live in the eligible entity’s CSBG service area,

Applicants provide documentation of their current residential address. Examples of ‘
deeeptable decumentation include: copy of utility bli; lease or rental agreement; receipt
lrom landlord of rent received; copy of mortgage statement: written staternent from
landlord attirming residency: or a letter from homeless shelter. A pplicants who live with
sumeone else and do not receive mail at that address may provide g signed, notanzed
letter from that person and documentation of thar person’s current residential address.
Self-certification is permitted in the case of applicants who are homeless and have

no current residential address

Other than people who du not meet the CSBG income eligibility requirements, no one is
categoneally ineligible for CSBG services,

staff, Board Members and Members of their Families: There is no prohibition against an
eligible enrity providing CSBG-fundead services:benetits to membery ot'its trf partite
board, its statt or membuers of their families who apply tor those services benefits,
provided that:

(1) the applicant meets aj| applicable eligibility criteria for the services/benetits:
cetve preferential treatment 10 receiving the

(2} the applicant does not re
eligible entity: and

services'benefits due to lis or her connection with the

(3) the servicessbenetits are pruvided on terms similar to those provided to

individuals who ape not su connected to the entity,

Neuther the applicant nor a member uf his/her family should make the determination of
whether the applicant is ehigibie for the CSBG-funded services/benefits.

{September 30, 10498 states that non-

Non-Citizens; OCS Intormation Memorandum 30
heir alien status

citizens should not be banned from CSBG programs based solely on tl
unless the exclusion is authonzed by anuther stanute.

Substance Abusers: There s no prohubition on the use ot CSBG funds to provide
services/benefits to substance abusers. A number of eligible entities use CSBG funds to
provide substance abyse treatment or to provide additianal services to clients in their

substance abuse treatment programs.

Convicted Felons: Convicted felons are eligible tor CSBG services, indeed. a number ot
eligible entities use CSBG funds ro provide prisoncr re-eniry services,



USBG tunds may be used 1o provide general information on services benetits available in
the community to low-income people and referrals o other providers ot those
services/benefits without an intake and eligibility screening process.

detailed eligibility application would likely result in their furning elsewhere, thus

defeating the purpose of providing intormation and referral seTvices,

An eligible entity may use CSBG funds for initial intake and eligibility screening for
general CAA services. [ an applicant is determined not 10 meet the CSBG cligibility
requirements, but is eligible for other serviccs.fbencﬁts‘providcd‘by the ehigible entity or

by other organizations or entities that
as higher income), CSBG funds may be spent on staff time and related

expenses tor the intake staft 10 inform the applicant about the availability of those
services/benefits and to refer the applicant 1o a stat¥ person whose time is paid out of the
tunding sources for those services/henetits for more nformation about and intake for

those services/henefits,

Fligible entities must conduct €S BG eligibility determinations in g manner that does not
discriminate against applicants on the basis ot race, color, national origin, age or
disability. In addition, eligible entities that are religlous organizations re protubited from
diseriminating against applicants on the basis of religion.

[t is not recommended that eligible entities deny CSBG services/henefits to applicants
because they may be recerving similar services/benetits from another organization,

Eligible entities shouid gather information that wil] permit them to coordinate
services/benefits with those provided by other entities. If an eligible entity determines
that the client has less need for services/benetits than other clients due to receiving
similar services clsewhere, the eligible entity could use this fuctor in determining the
priority of that client. In addition, an eligible entity must take steps {including denying
CSBG-tunded services or benetits) to ensure that clients are not recerving duplicated
CSBG-funded services or benetits frorm the eligible entity | for example, recetving the
sume services or henefits at multiple sites),

An eligible entity could include questions on its intake form about whether applicants for
services benefits have recent) ¥ received or are currently receiving services benefits that
are similar to those for which they are applying from the eligible enuty and, if so, whai
organization( s) or entitylies) provided those services. Th

eIl applicants tor services/benefits. Answers provided by applicants could then be used o
determine whether there are specific organizations with which the climble

entity should coordinate in providing services benetits and whether additional releasey
are needed from applicants or chents to enable the eligible entity 1o conract those
UrZANIZAlONS to coordinate the provision of services, benefits to those particulur
applicants or clients,



Section 13: Results Oriented Management
and Accountability (ROMA) System



ROMA

The Department has incorporated ROMA principles in the areas of reporting, community action
plans, strategic planning, community needs assessment, goal and target setting, case
Management, and board trainings, Eligible entities report quarterly on outcomes for family,
agency and community goals. This report format will be updated to include the new national
performance goals implemented in J anuary, 2017 under ROMA Next Generation,

The State CSBG Manager is a Nationally Certified ROMA Trainer and the three (3) CSBG
Grants Analysts (2 program and 1 fiscal) are positioned to enter the Fall, 2017 class for NCRI
certification,

The Arkansas Community Action Agency Association has one ( 1) Master NCRT on staff and
there are fourteen (14 )NCRTs who are on staff at the eligible entity level, Arkansas also is
preparing for the certification over the neXt two years of an additional twenty (20) NCRI
candidates at the eligible entity level.

There will be multiple state-wide ROMA focused trainings over the next twenty-four months as

the State prepares to fully implement the changes from ROMA I to ROMA Next Gen. All of the
state eligible entities have access to a ROMA trainer through this network of NCRTs and NCRIs
that will be coordinated by the State Association in collaboration with the State Lead Agency.

In year two of this State Plan, the State will assign entities a goal for the number of persons to
transition out of poverty each year. This will be defined as the household achieving an income
above the 125% threshold for CSBG eligibility through use of agency wide bundling of case
Management services and programs.

All of the eligible entities can request training and technical assistance at any time in addition to
the regular planned trainings.



Section 14: CSBG Programmatic Assurances
and Information Narrative



CSBG Programmatic Assurances and Information Narrative

FEDERAL AND CSBG STATUTORY ASSURANCES

As required by Section 676 of the Community Services Block Grant, as amended (42
U.S.C. 9901 et seq.), the Arkansas Department of Human Services, Division of County
Operations, Office of Commuanity Services, as the designated State Lead Agency, hereby
agrees to the Assurances in Section 676 of the Act, which includes the following:

A. Programmatic Assurances

Assurance | — “Use of Funds™ - Section 676(b) (1)

An assurance that funds made available to the State Lead Agency will be used to support
activities designed to assist low-income families and individuals, including families and
individuals receiving assistance under part A of Titte [V of the Social Security Act (42
U.S.C. 601 et seq.), homeless families and individuals, migrant or seasonal farm workers,
and elderly low-income individuals and families; and a description of how such activities
will enable the families and individuals to:

% remove obstacles and solve problems that block the achievement of self-
sufficiency (including self-sufficiency for families and individuals who are
attempting to transition off a State program carried out under part A of Title IV of
the Social Security Act);

secure and retain meaningful employment;

attain an adequate education, with particular attention toward improving literacy

skills of low-income families in the communities involved, which may include

carrying out family literacy initiatives;

make better use of available income;

obtain and maintain adequate housing and a suitable living environment;

obtain emergency assistance through loans, grants, or other means to meet

immediate and urgent family and individual needs; other means to meet

immediate and urgent family and individual needs;

% achieve greater participation in the affairs of the communities involved, including
the development of public and private grassroots partnerships with local law
enforcement agencies, local housing authorities, private foundations and other
public and private partners to:
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I document best practices based on successful grassroots intervention in
urban areas, todevelop methodologies for widespreadreplication; and
2. strengthen and improve relationships with local

law enforcement agencies, which may include participation in activities
such as neighborhood
or commuunity policing efforts.



CSBG Programmatic Assurances and Information Narrative

Section 676(b) (1) (B)

An assurance that funds are used to address the needs of youth in low-income
communities through youth development programs that support the primary role of the
family, give priority to the prevention of youth problems and crime, promote increased
community coordination and collaboration in meeting the needs of youth, and support
development and expansion of innovative community-based youth development
programs that have demonstrated success in preventing or reducing youth crime, such as
programs for the establishment of violence-free zones that involve youtlr development,
and intervention models, as well as after-school child care prograrns.

Section 676(b) (1) (C)
An assurance that funds will be used to make more effective use of, and to coordinate

with, other programs related to the purposes of this subtitle (including State Welfare
Reform efforts).

Assurance 2 - “Use of Discretionary Funds ” - Section 676(b) (2)

An assurance that five percent of funds will be used in accordance with the Community
Services Block Grant program, including innovative community and neighborhood-based
initiatives related to the purposes of the Act such as:

% providing training and technical assistance to eligible entities in need of such
training and assistance:

% coordinating State-operated programs and services, and at the option of the State,
locally-operated programs and services targeted to low-income children and
families, with services provided by eligible entities and other organizations
funded under this subtitle, including detailing appropriate employees of State or
local agencies to entities funded under this subtitle, to ensure increased access to

services;
** supporting statewide coordination and communication among eligible entities;

< analyzing the distribution of funds made available under this subtitle within the
State to determine if such funds have been targeted to the areas of greatest need;

“* supporting asset-building programs for low-income individuals, such as programs
supporting individual development accounts:

¢ supporting innovative programs and activities conducted by Community Action
Agencies or other neighborhood-based organizations to eliminate poverty,
promoting self-sufficiency, and promoting community revitalization;

** supporting State charity tax credits:

“* supporting other activities, consistent with the purposes of this subtitle.

i~



CSBG Programmatic Assurances and Information Narrative

Assurance 3 — “Secure [nformation From Elieible Entities” - Section 676(b) (3)

An assurance the State Lead Agency will provide the following information provided by
eligible entities in the State, including:

\J

Assur

a description of the service delivery system, for services provided or coordinated
with funds made available through grants made under 675C(a), targeted to low-
income individuals and families in communities within the State;

a description of how linkages will be developed to fill identified gaps in services,
through the provision of information, referrals, case management and follow up
consultations;

a description of how funds made available through grants made under section
675(a) will be coordinated with other public and private resources; and

a description of how local entities will use the funds to support innovative
community and neighborhood-based initiatives related to the purposes of the
Community Services Block Grant, which may include fatherhood initiatives and
other initiatives with the goal of strengthening families and encouraging effective
parenting,

ance 4 - “Nutritiont and Emergency Assistance” - Section 676(b) ()

An assurance that eligible entities in the State wil| provide, on an emergency basis, for
the provision of such supplies and services, nutritious foods, and related services, as may
be necessary to counteract conditions of starvation and malnutrition among low-income
individuals.

Assur

ance 5 — “Coordination and Linkaces” - Section 676 (b) (%)

An assurance that the State Lead Agency and eligible entities in the State will coordinate
and establish linkages between governmental and other social services programs, to:

¥
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assure the effective delivery of such services to low-income individuals and to
avoid duplication of such services:

coordinate the provision of employment and training activities in the State and in
communities with entities providing activities through statewide and local
workforce investment systems under the Workforce Investment Act of 1998,



CSBG Programmatic Assurances and Information Narrative

Assurance 6 - *Coordination of Anti-Poverty Programs” - Section 676(b) (6)

An assurance that the State Lead Agency will ensure coordination between antipoverty
programs in each community in the State, and ensure, where appropriate, that Emergency
Energy Crisis Intervention Programs under Title XXVI (relating to low-income home
energy assistance) are conducted in such community.

Assurance 7 — “Cooperation With Federal Investizations- - Sections 676(b) (T)

An assurance that the State Lead Agency will permit and cooperate with Federal
investigations undertaken in accordance with section 678D.

Assurance 8 — “Termination of Funding- - Sections 676(b) (3)

An assurance that any eligible entity in the State that received funding in the previous
fiscal year through a Community Services Block Grant under this subtitle, will not have
its funding terminated under this subtitle, or reduced below the proportional share of
funding the entity received in the previous fiscal year, unless, after providing notice and
an opportunity for a hearing on the record, the State determines that cause exists for such
termination or such reduction, subject to review by the Secretary as provided in section

678C (b).

Assurance 9 — “Program Coordination and Partnerships” - Section 676(b) (9)

An assurance that the State Lead Agency and eligible entities will, to the maximum
extent possible, coordinate programs with and form partiierships with other organizations
serving low-income residents of the communities and members of the groups served by
the State, including religious organizations, charitable groups, and community

organizations.

Assurance 10 — “Petition for Board Representation' - Section 676(b) (10

An assurance that the State will require each eligible entity in the State to establish
procedures under which a low-income individual, community organization, or refigious
organization, or representative of low-income individuals that considers its organization,
or low-income individuals, to be inadequately represented on the board (or other
mechanism) of the eligible entity to petition for adequate representation,



CSBG Programmatic Assurances and Information Narrative

Assurance 11 ~ “Communitv Action Plan” - Section 676(b) (11)

An assurance that as a condition to receive Community Services Block Grant funding, the
State Lead Agency will secure a Community Action Plan from each eligible entity in the
State (which shall be submitted to the Secretary, at the request of the Secretary, with the
State Plan) that includes a Community Needs Assessment for the community

served, which may be coordinated with community-needs assessments conducted for
other programs,

Assurance 12 - “Participation in ROMA” - Section 678E (b) of the Act.

An assurance that the State and all eligible entities in the State are participating in the
Results Oriented Management and Accountability System as part of the Federal
performance management system for the CSBG network.

Assurance 13 — “Implementation of Assurances- - Sections 676(b) (13)

An assurance that the State Lead Agency will provide information in this plan describing
how the State will carry out the assurances in the Act.

Assurance 14 — “Child Support Referral”— Section 42 U.S.C. §9919(b)

An assurance that during each fiscal year for which an eligible entity receives a grant,
such entity shall inform custodial parents in single-parent families that participate in
CSBG-funded programs, activities, or services about the availability of child support
services; and refer eligible parents to the child support offices of state and local
governments



Section 15: Federal Certifications



CERTIFICATION REGARDING LOBBYING

Certification for Contracts, Grant, Loans, and Cooperative Agreements
The undersigned certifies, to the best of his or her knowledge and belief, that:
Priated funds haye been paid or wijf be paid, by or on behajf of the undersigned, to

i i influence an officer or employee of an agency, a Member of

&0 or employee of Congress, or an employee of 2 Member of Congress in connection
al grant, the making of any Federal

loan, the entering into of any cooperative agreement, and the €xtension, continuation, renewal,
amendment, or Mmedification of any Federa) contract, grant, loan, gp cooperative agreement.

Congress, an offic

Feden| €ontrace, grant, loan, or cooperatjve AgTCement, the unders igned shal
Standard Form-LLL, “Disclosure Form to

(3)The undersigned shaj| require that the language of this certification be included in the award
documents for 2l sub awardg 5¢ all tiers (including subcontracts, sub grants, and contracg under gr.mtS.'

loans, and Cooperative agreements) and thag all sub recipients s

certification jg 5 material reprege
made or entering into this transaction impased by section 1352, title 3, U.S. Code. Any person fails to

file the required certification shail be subject to a cjvil Penalty of not less than $10,000 and not more than
$100,000 for cach such fajlure,

Statement for Loan Guarantees and loan [nsurnce

The undersigned states, to the best of his
If any funds have been paid or wil
officer or employee of an ¥ agency, a Member of Congress,
employee of g Member of Congress in connection
to insure or guarantee a logn, the undersigned shaf}
Formto Repor Lobbying,” in decordance with its

ion imposed by section 1352, tite 31, U S, Code. Any

premguisite for making or entering into this trg niaction
persom who fails to fije the required statement shal{ be subject to a ¢jvil penalty of not less than 310,000

Si gnature

Title
Qﬁ&DQO/Qﬂxcg of Commggi;y Services
Organization



an administrative compliance order on the responsible entity, By signing and
submitting this application the applicant/grantes certifies that it will comply with the requirement

of the Act,

The applicany/ grantee further agrees that it will require the language of this certification be
included in any sub awards which contain provisions for the children’s services and tha all sub

grantees sha| certify accordingly.

Signawmre

Adsistant Director
T

itle

DHS/DCO/Ofﬁce of Community Services
Organization




Centification Regnrding Deba:menr. Suspension, and Other Responsibility
Manem—-Primary Covered Transactiong

(nstructions for Certification
L. By signing and submittin

the centification set out befow,
The inability of 5 person t

part 9, subpary 94, debarreq, Suspended, declareg ineligible, or voluntarily excluded from
icipati i transaction, unless authorized by the department or agency

ansaction, without modlﬁcation. in all lower tier
covered transactions and in aJ| solicitationg for lower tier covered transactiong.



debarred, ineiigible, or voluntarily excluded from participation in this transaction, in
addition to other remedies available to the Federal Government, the department or agency

may terminate this transaction for cause or defau.

LA L L L F P

Certification Regarding Debarment, Suspension, and Other Respansibility Maners—Primﬂry
Covered Transactions

(1) The prospective primary participant certifies to the best of its knowledge and belief, that
it and its principals:

(3)  Arenot presently debarred, SUspended, proposed for debarment, deciared ineligible, or
voluntarily excluded by any Federa] department or agency:

(b)  Have not within a three-year period preceding this proposal been convicted of or had a
civil judgement rendered against them for commission of fraud or a criminal offense in

connection with obtaining, attempting to obtain, or performing a public (Federal, State or

antitrust starues or commission of embezzlement, theft, forgery bribery, falsification or
destruction of records, making false statements, or receiving stolen property;

(c)  Arenot presently indicted for or otherwise criminally or civilly charged bya
sovernmental entity (Federal, State or local) with commission of any of the offenses
enumerated ip paragraph

(1Xb} of this certification; and
(d) Have not within a three-year period preceding thig application/proposal had one or
more public transactions (Federal, State or local) terminated for cause or default.

Certification Regarding Debarment, Suspension, [neligibiiity and Voluntary Exclusion—Iower
Tier Covered Transactions

Instructions for C entification

L. By signing and submitting this proposal, the prospective lower tier participant is
providing the certification set out below,




is transaction was entered into, If j; i later determined that the
Prospective lower tier participant knowingly rendereq A etroneous certification, in
addition to other remediag availabie to the Federai Gow?ernment the department or agency
With which thig transaction originated May pursue avajlah|e remedies, including

2. The certification in thig clause is a materig fepresentation of facy upon which reliance
Was placed whep 1y

33043]] shouid the proposed covered transaction be entered into, it shaj] noe knowingly
ENter into any Jowey tier covered transaction with 4 person who iy Proposed for debarment

covered transaction, uplesg authorized by the department or agency with which this
transaction originated,

6. The Prospective lower tier Participant further agrees by submitting thig proposal that jt
will include this clause titleq ** Certification Regarding Debarment, Suspension,
Ineligjbility and Voluntzuy Excfu.sion—l.ower Tier Cavered Transaction,* without
medification, in 4] lower tier Covered transactiong and in al} solicitations for lower tier
COvered transactions,

7. A participan i d covered transactiop may rely upon g certification of g prospective
Participant in 5 lower tier covered transaction thae it is not Proposed for debarment under
48 CFR part 9, subpary 9.4, debarreqd, Suspended, ineligple, Or voluntarily excluded from



i*it*tt#***’l

Centification Regarding Debarment, Suspension, Ineligibility an Voluntary Exclusion~Lower
Tier Covered Transactions

(I)  The prospective lower tier participant certifies, by submission of this proposal, that
neither it nor jts principals is presently debarred, suspended, proposed for debarment,
declared ineligible, or voluntarily excluded from participation in this transaction by an
Federal department or agency,

(2} Where the prospective [ower tjer participant is unable 1o certify to nay of the statements
in this certification, such prospective participant shal] attach an explanation to this

Signature Data




Section 16: Appendices



Appendix A
[CAA] Child Support Referral Policy

To ensure that the CSBG statute regarding child support referral procedures is being implemented within
ali CS8G supported pragrams, (CAAJ has included this procedure in its intake process. During the client's
initial intake, the client is asked if he or she is the custodiai parent in a single-parent family. If this status is
confirmed, then the caseworker/intake worker will;

s Inform the custodial parent about the availability of child support services.
o Refer the custodial parent to the [state child support enforcement agency].
> Have available fer alf clients the [state child support enforcement agencyl's [child support intake

form & application for fuil chitd support services)],

Starf shouid not act in a manner to be interpreted as giving legal advice but should assure that custodial
parents in singlg-parent famifies are referred to the [state child support enfercement agency].



Appendix B
[CAA] Child Support Referral Procedure

It a client is a single parent, who has custody of a child under the age of 18 the client may be eligible for
help from the state child support enforcement agency with obtaining child support from the father or
mother of their child.

Assessing Eligibility

1.
2

Your client indicated that they have custody ot their child/children on the Intake Farm:

Your client did NOT indicate that they are receiving child support as a source of income
on the income Verification Form
Provide the client with the following information about services provided by the state child
support enforcement égency:
* Locating a parent
* Arranging for paternity testing
* Establishing a support order
¢ Enforcing a support order

Give the client a copy of the application for such services to be submitted to the [state child
suppartenforcement agency]. www.childsu poorti@arkansas.cov

Fill out the For Staff Use Only portion of the entity Intake Form indicating whether a referral to
the state child support enforcement agency was made and information regarding availabie
services including a contact number for the agency and a copy of the application was provided
to the client.

Enter any applicable tracking cades for the services rendered into entity’'s tracking software.



AppendixC

[CAA] Child Support Referral Notice

What types of services would the [state child support enforcement agency] provide?

Some of the services the [state child support enforcerment agency] provides to eligible parents include:
* Locating a parent

* Arranging for paternity testing
* Establishing a Support order
¢« Enforcing a support order

How do ! find out more?
We can provide you with information from the [state child support enfarcement agency] which explains
the services and eligibility requirements and includes a capy of the application to be submitted to the

[state child Support enforcement agency|.

Ask a member of the [CAA] staff for more information or contact the [state child sSupport
enforcement agency] directly at;

State child Support enforcement agency contact information www.childsupport@arkansas.zoy .




