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STANDARD 1.1

ROSTER OF LOW INCOME SECTOR BOARD
MEMBERS
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STANDARD 1.3

CUSTOMER SATISFACTION SURVEY AND
RESULTS



MuUn ACTION
Agency
CUSTOMER SERVICE SURVEY

Thank you for coming to our agency. We hope that we were able to assist you.
We want to know how we are doing. Thanks for your assistance.

1. How did you find out this Agency?

O Return client O Another agency:
O Advertising O Website

2. How long did it take to schedule your appointment through the phone?
O Firstday I tried O 2-3 days O 4-7 days OO more than a week
3. How quickly were you seen by your Intake Specialist?

O Within 15 minutes of appointment time [0 More than 15 minutes
4. 'What staff member worked with you?
5. Have youbeenherebefore? 0 YorO N

6. Had you worked with this person before? 0 Yor O N

7. What kind of assistance did you need?
O Electric bill/Utilities 1 Rent Assistance [J Other
8. Did you know what documents to bring? [ Yor[J N

9. Were we able to assist you directly with yourissue? [J Yor O N

10. If not, were we able to suggest another agency forreferral? 0 YorO N

11. How attentive was staff to your needs? [ Not Very [0 Average O Very

12. How understanding was staff to your needs? [] Not Very [0 Average [0 Very
13. How knowledgeable was staff? [ Not Very 0 Average [0 Very

14. Were you treated with respect? [0 Yor0 N

15. How satisfied were you with our service? [ Not Very [0 Average [0 Very

Please share any comments or suggestions on the back. Return survey to the Receptionist.

> _‘\309 Office Plaza Drive « Tallahassee, Florida « 32301 « 850.222.2043 /’—j
m i) www.CapitalAreaCommunityAction.org ur‘l;gggﬁgg;%sﬁ

United Way of the Big Bend
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4/22/2020 Capital Area Community Action Agency | Providing Needed Support to the Capital Area

1erization Getting Ahead Head Start Contact Us

WELCOME TO COMMUNITY ACTION AGENCY!

We help people in crisis make ends
meet while assisting those in
poverty to become independent.

capitalareacommunityactionagency.com 24 1/6
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ALL OFFICES CLOSED

Effective immediately, Community Action offices and Head Start Centers are closed to all
clients. Until Monday, April 6, 2020. All staff are encouraged to practice extreme social
isolation. Please follow these simple rules. - Avoid crowds, play dates with children, have
friends over to the house. - Wash your hands for 20 seconds with soap [..]

Filed Under: News

Board Meeting Packet - March 24, 2020

SPECIAL ANNOUNCEMENT: Due to the COVID-19 pandemic, the Board will meet via
conference call to promote social distancing. The conference call information is on the agenda
in the meeting packet link below. Community Action Board of Directors meets every odd-
numbered month on the fourth Tuesday at 6:00 pm at Tallahassee Community College’s
Ghazvini for Health Care Education [..]

Filed Under: Board Meetings
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Head Start- Policy Council Packet- March 26, 2020

The Head Start Policy Council meets the third Thursday of the month at the South City Head
Start Center central office located at 2813 South Meridian Street, Tallahassee, Florida 32301
The meetings begin with a dinner available at 5:30pm. The business portion of the meeting

begins at 6:00 pm. Child care is available for [..]

Filed Under: Council/Palicy, News

1 2 3 . 35 Next Page »

DONATE TODAY
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Stay Updated With Our Emails

Keep up with the latest news
from the Capital Area Community
Il

| G up with your

capitalareacommunityactionagency.com

First Name

LLast Name

E-Mail Address
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TIRED OF FEELING
LEFT BEHIND?

It's time for Getting Ahead!

Sign up today! ) ﬁﬁ%ﬁlé

In 2 Just-Gettin'-By World

RECENT NEWS

ALL OFFICES CLOSED
Board Meeting Packet — March 24, 2020

Head Start- Palicy Council Packet- March 26,
2020

SUBSCRIBE
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Welcome to Capital Area ...

Search this website ...

Donate
twisa ([ I A -

Copyright (sl Ares: Community Action Agency
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Capital Area

Community Ac’giggg

Board of Directors

Meeting Minutes

January 28, 2020
Members in Attendance: CACAA Staff:
Derrick Jennings, Vice-Chair Tim Center
Kara Palmer Smith, Treasurer/Secretary Nina Self
Allen Jones Keith Dean
Brent Couch* Margaret Watson
Lauren Johnson Kristin Reshard
Lisa Edgar
Pam Ridley

Quincee Messersmith*

Member Absent: Christy McElroy, Chair

*Attended by Phone

The meeting was called to order at 6:05 p.m., by Vice-Chair Jennings who presided as Chair for the
meeting. A quorum was established.

The acting Chair asked for introductions. All members and staff introeduced themselves.

ACTION ITEMS

Approval of Minutes
The acting Chair asked for a motion to approve the minutes of December 16, 2020. Ms. Palmer Smith

made the motion to approve the minutes, It was seconded by Ms. Edgar and unanimously approved.

Election of Officers and Executive Committee At-Large Member

Mr. Center stated that every two-years, at the Board’s annual meeting in January, new officers are elected
to the Executive Commitiee. The officer positions are Chairman, Vice-Chairman, Secretary, Treasurer, and
an At-Large member. He shred that the current Chair, Ms. McElroy will step down as Chair and remain on

the Board.

The Vice-Chair asked for nominations for Election of Officers and Execulive Committee At-Large
Member.

Ms. Edgar made a motion to nominate Mr. Jennings for Chair. It was seconded by Mr. Jones, and
unanimously approved.

36



Ms. Ridley made a motion (0 nominate Mr, Couch for Vice-Chair. It was seconded by Ms. Edgar, and
unanimously approved.

Ms. Edgar made a motion to nominate Ms. Messersmith for Secretary. It was seconded by Ms. Palmer
Smith, and unanimously approved.

Ms. Ridley made a motion to nominate Ms, Palmer Smith for Treasurer. It was seconded by Ms. Edgar, and
unanimously approved.

Ms. Palmer Smith made a motion to nominate Ms, Edgar for At-Large Member, Ms. Johnson asked if she
was eligible to nominate herself for At-Large Member. Mr. Center answered, yes. He said that Ms. Johnson
currently served in a role that tetmed out in November 2019 as elected 1o the Board by the Head Start Policy
Council. The Policy Council had not yet made new appointments to the Board. Ms. Johnson’s term was in

limbo.

Ms. Johnson asked for a point of order to clarify that the By-Laws provide that the At-Large seat is to be
filled by a representative of the low-income community. Given the current limbo status, she asked if the
election of the At-Large Member nomination would be postponed until the next Policy Council meeting.

Ms. Edgar made a motion take no action on the nomination for Al-Large Member until the next Board
meeting, March 24, 2020. It was seconded by Ms, Ridley, and unanimously approved.

Board Administration
The acting Chair asked for a motion to seat Ms. Shanetta Keel on the Board of Directors, Ms. Edgar made

a motion to have Ms, Keel seated on the Board, It was seconded by Mr. Jones, and unanimously approved.

New Elected Officers

Chair — Mr. Jennings
Vice-Chair — Mr. Couch
Treasurer — Ms. Palmer Smith
Secretary- Ms. Messersmith

FISCAL

As of November 30, 2019, we have completed two months of the fiscal year and, as a benchmark, we
would expect the year-to-date actual expenses and revenue to be around 17% of the annual budget with
Head Start’s around 22% due to the abbreviated 9-month contract. At month end, the Year to Date Actual
Revenue and Expenses are 24% and 20% respectively, with mostly restricted net income of $298,077,
including $70,458 in the SunTrust award and nearly $72,000 for the Franklin County Fire Victims,
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Year to Date Non-Federal Share (NFS) Maich totals $181,013, which is 27% of the $660,993 (otal match
required for the fiscal year ending June 30, 2019.

New Variances and Explanations
The Chief Financial Officer reviewed the financial report noting any variances that were above or below

the budget benchmark for this time in the budget year.

Mr. Jennings asked what is being spent in Training/Staff Development. Mr, Center said that the Head
Start grant requires that we spend a percentage on Training & Technical Assistance (T&TA) budget. Staff
travelled to training at the beginning of the year, so that caused the budget to be over benchmark budget.

Ms. Palmer Smith questioned utilities. Mr. Center replied that Louise B. Royal left the HVAC unit on
during the winter break. The plan is to install programmable thermostats. Additionally, Ms. Ridley asked
for a policy to address management of the HVAC system by the Head Start Center Directors. Mr. Center
said that a written procedure will be in place,

Ms. Johnson said that she requested a copy of the SunTrust Award letter and asked for the plan for how
the money will be spent. Mr. Center shared that he emailed the award letter 1o the Board. He said the
funds are being used in conjunction with the United Way Grant for the Getting Ahead Class for the

ALICE Population.

Ms. Johnson questioned the legal expenses. Mr. Center explain that the costs were assocjated with
litigation from former employees and that the attormeys representing the Agency’s insurance company
recommiended settling the case for a small amount.

The Chair asked for a motion to accept the financial report. Ms. Palmer Smith made the motion to accept
the financial report. It was seconded by Ms. Edgar, and unanimously approved.

Community Services Block Grant Organizational Standards

Mr. Center said that the Agency submits to DEQO our Annual Report regarding the Community Services
Block Grant program. This submission of documents include the Community Action Plan. This plan
describes the reason why we serve and the services that we provide.

Mr. Center said that we are asking for Board approval of the Community Action Plan.

Risk Assessment
Mr, Center said that included is your packet is Community Action Agency’s Risk Assessment. He said

this document explains how we mitigate our risks as it relates to our financial procedures in our fiscal
policy and procedures.
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The Vice-Chair asked for a motion 10 approve the Community Action Plan and the Risk Assessment. Ms.
Palmer Smith made a motion to approve the Community Action Plan and Risk Assessment, It was
seconded by Ms. Edgar, and unanimously approved.

Draw of Line of Credit
Mr. Center said that Head Start is over budget $38,230.35. We use the line of credit when we have a cash

flow problem and any overages in a program budget. He ask the Board to approve the draw $38,230.35
on the line of credit.

Mr. Couch asked why the equipment, food, and perishable items not budgeted. He said they will work to
correct this issue.

Ms. Palmer Smith asked if we would look at fund raising this year. Mr. Center said the Golden Apple
Gala is one of our fundraising events. The Benevon model is also under consideration but will require the

Board’s training and involvement.

Mr. Center said that a plan on how we will pay back $38,230.35, will be sent to the Board by February
19, 2020,

The Vice-Chair asked for a motion to approve the draw of $38,230.35 on the line of credit. Ms. Edgar
made a motion to approve the draw of $38,230.35 on the line of credit. It was seconded by Ms. Palmer
Smith, and unanimously approved.

PROGRAM UPDATES
COO Report

Ms. Self reported that the Getting Ahead classes are active in Leon, Jefferson, Calhoun and Wakulla
counties with 31 participants. They should be finished by mid-February. She said we continue to look for
Getting Ahead facilitators.

CEO Report

Mr. Center reported that he is working with the Eastpoint Wildfire Emergency Recovery Response. He is
coordinating Head Start Training and Technical Assistance offers referred by HHS Program Specialist

Deirdre Mitchell.

Mr. Center also explained that the team was working on emergency recovery funds for Head Start
facilities and a special project with the DEO to help with long-term recovery in the panhandle.

Mr. Center said that he will continue to work with agencies in the community.
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Mr. Center asked for Board approval for the 2020 Board Meeting Schedule. Ms. Edgar made a motion 1o
approve the 2020 Board Meeting Schedule. It was seconded by Ms. Palmer Smitl, and unanimously

approved.

;e:zg adj d at 8:04 p.m.

A
1

MZ, Kara Palmér Smith Date
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CAPITAL AREA COMMUNITY ACTION AGENCY, INC.

LEADERSHIP DEVELOPMENT AND
EMERGENCY SUCCESSION PLAN

Rationale

The Chief Executive Officer position in a nonprofit organization is a central element in the
organization's success. Therefore, insuring that the functions of the Chief Executive Officer are well
understood and shared among senior staff and board members is important for safeguarding the
otganization against unplanned and unexpected change. This kind of risk management is equally
helpful in facilitating a smooth leadership transition when it is predictable and planned.

This document details leadership development and an emergency succession plan for Capital Area
Community Action Agency, Inc. (Community Action). This plan reflects Community Action’s
Executive Succession Policy and its commitment to sustaining a healthy functioning organization.
The purpose of this plan is to insute that the organization's leadership has adequate information and
a strategy to effectively manage the agency in the event the Chief Executive Officer is unable to
fulfill their duties.

Plan Implementation

The Board of Director’s authorizes the Board Chait to implement the tetms of this emergency
succession plan in the event of 2 planned or unplanned tempotary or short-term absence.

. It is the responsibility of the Chief Executive Officer to inform the Board of Ditectors of
planned temporary or short-term absence, and to plan accordingly.

. It is the responsibility of the Chief Operating Officer to immediately inform the Boatd
Chair of an unplanned temporary or short-term absence.

*  Assoon as feasible, following notification of an unplanned temporaty ot short-term absence, the
Board Chairman shall convene an Executive Committee meeting to affirm the procedures
prescribed in this plan, ot to modify them if needed.

Priority Functions of the Chief Executive Officer

The Chief Executive Officer position description is attached to this plan.

The following duties are considered to be the key functions of the Chief Executive Officer and have a

corresponding temporary staffing strategy. (See Succession Plan Policy for further guidance about
temporary staffing).

1|Page
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Key Executive Officer Functions ‘Temporary Staffing Strategy

Leadership and Vision Board Chair with Chief Operating Officer

Board Administration and Support Chief Operating Officer and Executive Assistant
Financial Management Treasurer/Chief Financial Officer/Finance Ditector
Key Executive Officer Functions Chief Operating Officet/Temporary Staffing
Human Resources Chief Operating Officer/Temporary Staffing
Community & Public Relations Board Chait and Chief Operating Officer
Spokespetson Board Chair or theit Designee

The positions assigned in the Temporary Staffing Strategy are based on Commumity Action’s
organizational structure as of January 2016. In the event this plan is implemented and assigned
positions are vacant or no longer available, the Board Chair shall select other senior staff to suppott
each of the key executive officer functions.

Succession plan in the event of temporary, planned or unplanned absence — Short
Term

’

a. Definitions
* A temporary absence is one in which it is expected that the Chief Executive Officer
will return once the events precipitating the absence are resolved.

*  Anunplanned absence is one that arises unexpectedly, in contrast to a planned leave
such as vacation or a sabbatical.

* A temporary absence is 30 days oz less.

* A temporary short-term absence is between 30 and 90 days.

b. Temporary Staffing Strategy
*  For temportary planned or unplanned absences of 30 ot fewer days, the Temporary Staffing
Strategy described above may become effective.

* Inthe event of a temporary shott-term planned or unplanned absence, the Executive
Committee shall determine if the Temporaty Staffing Strategy is sufficient for this peticed of
time.

¢.  Appointing an Acting Chief Executive Officer
. Based on the anticipated duration of the absence, the anticipated retutn date, and
accessibility of the cutrent Chief Executive Officer, the Executive Committee may appoint
the Chief Operating Officer as an Acting Chief Executive Officet, as well as continue to
implement the Temporary Staffing Strategy.

d. Standing Appointees to the Position of Acting Chief Executive Officer
2|FPage
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'The first position in line to be Acting Chief Executive Officer is the current Chief
Operating Officer.

The second position mn itne is the current Board Chair. If the current Board Chair accepts
the position he/she will take a temporary leave from the Boatd of Officers.

The third position in line is a previous Board Chair or current Board Member.
In the event the available staff is new to the position ot faitly inexpetienced with

Community Action, the Executive Committee may consider another appointee ot the
option of splitting executive duties among designated appointees.

e.  Cross-Training Plan

The Chief Executive Officer shall develop a training plan for each director-level position
for each of the key functions of the Chief Executive Officer listed in Section 3.

An up-to-date training plan shall be attached to this document.

f.  Authority and Restrictions of the Acting Executive Officer

The Acting Chief Executive Officer shall have full authority for day-to-day decision making
and independent action as the regular Chief Fxecutive Officer

Decisions that shall be made in consultation with the Board Chair and/or Executive
Committee include staff hiring and terminations, financial issues, taking on a new project,
and taking public policy positions on behalf of the organization.

g. Compensation

Director-level staff appointed as Acting Chief Executive Officer may receive an end of year
bonus or additional benefit. This shall be determined by the Executive Committee based on
the duration of the assignment and available resources.

If staff serves as Acting Chief Executive Officer for 6 months or more, the Executive
Committee may consider a salary adjustment.

A current or former board member appointed as Acting Chief Executive Officer may enter
into an independent contractor agreement, depending on the citcumstances of their
availability.

The Chief Executive Officer on leave is eligible for disability insurance. Community Action
maintains a self-insured 30-day policy that becomes effective at 30 days.

h. Board Oversight and Support to the Acting Executive Officer

The Acting Chief Executive Officer reports to the Board Chaitr. In the event the Board
Chair becomes the Acting Chief Executive Officer, the Vice President shall be appointed
Board Chair.

The Executive Committee shall be alert to the special support needs of the Acting Chief
Executive Officer in this temporary role. The Executive Committee shall convene monthly
when an Acting Chief Executive Officer is appointed.

3|Page
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i.  Communications Plan
. Within 48 hours after an Acting Chief Executive Officer is appointed, the Board Chair and
the Acting Chief Executive Officer shall meet to develop a communications plan including

the kind of information that will be shared and with whom.

*  The following chart identifies key supporters and a primaty contact to facilitate
communication.

*  Assoon as possible, the Board Chair and Acting Chief Executive Officer shall implement
the communications plan to announce the organization’s temporaty leadership structure to
staff, the Board of Directots, and key supporters.

. Updated contact information shall be maintained in the otganization’s database with the
following designations:
* Key Contact List
* Extended Key Contact List
* Past Board Officers/Members List
* Foundation CEOs and Members
* Other Organization Contacts

. Within 5 business days, the Board of Ditectors shall distribute a press release with general
information approptiate to the situation.

Key Supporters Communication Responsibility
- U.S. Department of Health and Chief Operating Officer with designated Board
Human Services Members
- Flotida Department of Economic
Opportunity

- Florida Association for Community
Action Agencies, Inc.

Foundation Program Officers Chief Operating Officer with designated Board
olding grants or contracts) Members
Major Donors Designated board member responsible for

phone call to top 10 donots followed by a letter
to all donots.

Board Members Designated boatd members with staff create
phone calling tree

National Colleagues Chief Operating Officer

Personal Colleagues Chief Operating Officer

Operating Suppott (based on need) Auditor
Legal Counsel
Insurance Agent

5. Succession plan in the event of a temporary, unplanned absence — Long Term
4|Page
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a. Definition
. A long-term absence is 90 days or more.

b. Procedures
*  Procedures and conditions to be followed shall be the same as for a temporary short term
absence with the following addition:

The Executive Committee shall give immediate consideration, in consultation with the
Acting Chief Executive Officer, to temporarily filling the management position left
vacant by the Acting Chief Executive Officer, or reassigning priority responsibilities
where help is needed to other staff. This is in recognition that, for a term of 90 days or
more, it may not be reasonable to expect the Acting Chief Executive Officer to carry the
duties of both positions.

The Board Chair and Executive Committee are responsible for gathering input from
staff and reviewing the performance of the Acting Chief Executive Officer according to
the organization’s Petformance Review Policy. A review shall be completed between 30
and 45 days.

6. Succession plan in the event of a PERMANENT unplanned absence

a. Definition
+ A permanent absence is one in which it is firmly determined that the Chief Executive
Officer will not be returning to the position.

b. Procedures
*  Procedures and conditions to be followed shall be the same as fot a temporary
short term absence with the following additions:

The Board of Officets shall consider the need to hite an Interim Chief

Executive Officer from outside the organization instead of appointing an Acting Chief
Executive Officer. This decision shall be guided, in patt, by internal candidates for the
Chief Executive Officer position, the expected time frame for hiring a permanent
executive, and the management needs of the otganization at the time of the transition.

The Board of Directors shall appoint a Transition Committee to implement the
organization's Executive Succession Policy to transition to a new permanent Chief
Executive Officer.

c. Hiring an Interim Chief Executive Officer
*  If an Interim Chief Executive Officer is hited, the Board Chair and Executive
Committee shall negotiate an independent contractor agreement with a defined
scope of work.

* The scope of the agreement with an Interim Chief Executive Officer shall be
determined based on an assessment of the organization's needs at the time of the
leadership transition.

5|Page
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d. Responsibilities of the Interim Chief Executive Officer
*  An Interim Chief Executive Officer shall have full authotity for day-to-day decision making
and independent action as the regular Chief Executive Officet.

*  Decisions that shall be made in consultation with the Board Chair and/or Executive
Committee include staff hiring and terminations, financial issues, taking on a new project,
and taking policy positions on behalf of the organization.

e. Board Oversight and Suppott to the Intetim Chief Executive Officer
. The Interim Chief Executive Officer reports to the Board Chait.

*  The Executive Committee shall be alert to the special support needs of the Interim Chief
Executive Officer in this temporary role. The Executive Committee shall convene monthly
when an Interim Chief Executive Officer is hired.

. The Board Chair and Executive Committee are responsible for gatherng input from staff
and reviewing the performance of the Interim Chief Executive Officer according to the
organization's Performance Review Policy. An initia) review shall be completed between 30
and 45 days and 90 days thereafter.

7. Approvals and maintenance of record

a. Emetgency Succession Plan Approval
* 'This emergency succession plan shall be approved initially by the Boatd of Directots.

* Thereafter, annually, the Executive Committee shall review the plan and recommend
amendments to the full Board as needed.

b. Signatories
* The Board Chair, the Chief Executive Officet, and the appointees designated in the
Emergency Succession Plan shall sign the plan.

* At all times the Board Chair and Treasurer and at least one executive-level staff, in addition
to the Chief Executive Officet, shall have signature authorization for checks and contracts
for the otganization.

c. Maintenance or record
* Copies of this plan shall be maintained by all members of the Board of Directots, executive
level staff and the organization's auditor in accordance with document retention
requirements.

d. Financial Considerations
1. It shall be the responsibility of the Executive Committee to review the organization's
finances during an unplanned absence of the Chief Executive Officer.

2. Community Action maintains an operating reserve that the Board Chair is authorized to
access with Executive Committee approval.

6|Page

47



SUCCESSION PLAN POLICY

Policy Statement:

A change in executive leadership is inevitable for all otrganizations and can be a very challenging time.
Therefore, it is the policy of Capital Area Community Action Agency, Inc. (Community Action) to be
prepared for an eventual permanent change in leadership — either planned or unplanned — to insure the
stability and accountzbility of the organization until such time as new pettnanent leadership is identified.
The board of directors shall be responsible for implementing this policy and its related procedures.

It is also the policy of the board to assess the permanent leadership needs of the organization to help
ensure the selection of a qualified and capable leader who is representative of the community; a good fit
for the organization’s mission, vision, values, goals, and objectives; and who has the necessary skills for
the organization. To ensure that the organization’s operations ate not interrupted while the board of
directors assesses the leadership needs and recruit a permanent Chief Executive Officer, the board will
appoint interim executive leadership as descnbed below. The interim Chief Executive Officer shall
ensure that the organization continues to operate without disruption and that all oxganizational
commitments previously made are adequately executed, including but not limited to, loans approved,
reports due, contracts, licenses, certifications, memberships, obligations to lenders ot investors of
Community Action , and othets.

It is also the policy of Community Action to develop a divetse pool of candidates and consider at least
three finalist candidates for its permanent Chief Executive Officer position. Community Action shall
implement an external recruitment and selection process, while at the same time encouraging the
professional development and advancement of current employees. The interim Chief Executive Officer
and any other interested internal candidates are encouraged to submit their qualifications for review and
consideration by the search committee according to the guidelines established for the search and
recruitment process.

Procedures for Succession:

For a temporary change in executive leadership (i.e., illness or leave of absence) tefer to the
organization’s personnel handbook. In the event the Chief Executive Officer is no longer able to serve
in this position (i.e., leaves the position permanently), the Executive Committee of the Board of
Directors shall do the following:

1. Within five (5) business days appoint an interim Chief Executive Officer according to the following
line of succession:
* Chief Operating Officer of Community Action
* Director of Family Services of Community Action
* External consultant (with experience as an interim Chief Executtve Officer)

2. Within fifteen (15) business days appoint an executive transition committee, in the event that a
permanent change in leadership is required. This committee shall be comprised of at least one
member of the executive committee and two members of the board of directors. It shall be the
responsibility of this committee to implement the following preliminaty transition plan:

7|Page
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* Communicate with key stakeholders regarding actions taken by the board in naming an interim
successot, appointing a transition committee, and implementing the succession policy. The
otganization shall maintain a current list of key stakeholders who must be contacted, such as
lenders and investors of Community Action, foundations, government agencies, etc.

* Consider the need for consulting assistance (i.e., transition management or executive search
consultant) based on the citcumstances of the transition.

* Conduct a brief assessment of organizational strengths, weaknesses, opportunities, and threats to
identify priority issues that may need to be addressed during the transition process and to identify
attributes and characteristics that are important to consider in the selection of the next permanent
leader.

* Establish a time frame and plan for the recruitment and selection process.

* Refer to the agency’s Personnel Policies and Procedures Manual for additional policies related to
the hiring of the Chief Executive Officer.

* The board should use similat procedures in case of an executive transition that simultaneously
involves the Chief Executive Officet and other key management. In such an instance, the board
may also consider temporarily subcontracting some of the organizational functions from a trained
consultant or other otganization.

Last Revision: 11/13/16
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STANDARD 5.1

CURRENT BOARD ROSTER
TRI-PARTITE STRUCTURE
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STANDARD 5.2

BYLAWS
DEMOCRATIC SELECTION PROCESS

Included: Election of Board Representative
Ballot And

Community Meeting Attendance Roster
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CAPITAL AREA COMMUNITY ACTION AGENCY, INC.
BY-LAWS

ARTICLE 1. NAME, JURISDICTION, AND GENERAL DESCRIPTION OF AGENCY

A. Agency and Description
The name of this organization shall be Capital Area Community Action Agency, Inc., (Agency)
& non-profit corporation incorporated under the laws of the State of Florida and recognized by
the Florida Department of Economic Opportunity as the proper body to carry out the purposes
and functions set out in these by-laws, as specified in Section 210 of the Economic Opportunity
Act of 1964, Pub. L. 88-452. The central office of the Agency shall at all times be located in
Tallahassee, Florida, or at such other location as the Board of Directors may from time to time
designate.

B. Jurisdiction
Jurisdiction served in the Florida Big Bend area includes Calhoun, Franklin, Gadsden, Gulf,
Jefferson, Leon, Liberty and Wakulla counties.

C. Fiscal Year
The Agency fiscal year begins the first day of October and ends the last day of September.

ARTICLE II. MISSION/PURPOSE
A. Mission

The Agency’s mission is to provide a comprehensive, seamless system of services and resources

to reduce the detrimental effects of poverty, empower low-income citizens with skills and

motivation to become self-sufficient, and improve the overall quality of their lives, and our

community.

B. Purpose and Function

1. To administer federal grant funds received from the Florida Department of Economic
Opportunity (hereinafter the Department) and other federal, state, local, or private
funding entities in Calhoun, Franklin, Gadsden, Jefferson, Leon, Liberty, Gulf and
Wakulla counties, for the purpose of assessing, designing, operating, financing and

overseeing anti-poverty programs in accordance with the requirements of state and
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federal law, including sections 163.03(3), 420.33-.37, 409.508-.5093, Florida Statutes,
and Rules 9B-22, 24, 57 and 65, Florida Administrative Code.

2. To work with local community groups, including persons who are poor and
impoverished, other local government and/or public sector agencies, and the private
sector, to seek out, identify, and eliminate or reduce the incidence of poverty within the
communities.

3. To make the communities more responsive to the needs and interests of the poor by
mobilizing available resources and bringing about greater community sensitivity through
community involvement and public awareness programs.

4. To plan and establish priorities among projects, activities, and areas as needed for the
most effective and efficient use of resources.

S. To evaluate, or to have evaluated, program effectiveness to ensure fhat resources
expended actually do support approved objectives, and that those objectives meet the
needs of the persons being served.

ARTICLE IIIl. BOARD OF DIRECTORS
A. The Capitsl Area Community Action Agency Board of Directors is the Governing Board of
the Agency responsible for ensuring effective policies and oversight for effective operations,
sound financial management, efficient delivery of service, and planning in compliance with
all federal, state, and local laws and regulations pertaining to these funds.
B. Membership
1. Numbers of Board Members
The tri-partite membership of the Board of Directors of the Agency, as required by 42
U.S.C. 9904, shall be selected and constituted by the Agency (as a Community Action
Agency) so as to assure compliance with requirements of all three categories of
membership.
a. Public Sector — up to one-third of the members of the Board may be elected public
officials/bodies or their appointed designee;
b. Poor Sector — At least one-third of the members are persons chosen in accordance
with demacratic selection procedures adequate to assure that they are representative

of the poor in the area served; and
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¢. Private Sector — the remainder of the members are officials or members of business,
industry, labor, religious, welfare, education, or other major groups and interests in
the community. Except as otherwise provided herein, the particular group,
community or private organization from which the member is to serve shall be
determined by a majority vote of the Board, upon a recommendation from the
Executive Committee,

d. Members ~ The membership of the Board shall consist of not less than a total of
twelve (12) and not more than a total of twenty-four (24). The total membership of
the Board shall be determined by the Board considering the number of counties

served by the Agency; however, an uneven number of board members and officers

shall be maintained and significant minority group representation must be continually
present on the Board,
2. Categories of Membership
a. Elected or Appointed Public Officials

Florida Administrative Code (F.A.C.) 9B-22.11 (1) (a) requires that each county be
represented on the Board but only requires that said representative be in the public sector
for the first two years for a new county. The representatives of the public sector shall be
elected officials who are selected to membership on the Board in the manner prescribed
in this Article. Priority shall be given in the selection of public officials or their designee
to serve on the Board from the county commissions in those counties served by the
Agency. The Board will request that an elected official, or a representative appointed by
the participating counties, be asked to serve on the Board. In addition, the term of the
elected official or representative who serves as a board member is limited to their term in
office as an elected official, in that all public officials serve at the pleasure of their
constituencies and shall serve for as long as they maintain their status of public officials
as defined by CA Memo 81. Public officials shall mean persons who were
democratically elected by the people of their entire communities to represent their
political interests. Those public officials, however, who are designated for representation
on the Board may, if they wish, choose representatives to serve on the Board in their
place or in their absence. The representatives need not be public officials themselves so
long as they are duly appointed by the public officials’® governing body. In addition to
the chief elected officials of counties served by the Agency or their representatives,

3
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every effort should be made to include representation for public officials with
responsibilities for programs that are directly involved in anti-poverty efforts, such as
public school, welfare, housing, and employment service officials. Letters reaffirming
the delegation, signed by elected officials shall be required each calendar year regardless
of the number of years or term length,

Representatives Selected from Poor or Impoverished Areas

The members of the Board which comprise the democratically-selected representatives
of the poor shall reside in the areas from which they are selected to serve. Each year the
Board may review the counties it serves and determine those target neighborhoods or
communities from which selected representatives of the Board may be solicited to serve
on the Board. Selected representatives must be elected by the residents of said
neighborhood or community. Such representatives need not be poor themselves, but
must be chosen in @ manner to ensure that they truly represent the poor. The
representatives of the poor shall be elected from target neighborhoods or communities,
or organizations with at least 51% of its members from the Poor Sector. Such target
areas shall be defined by district boundaries to be determined by the Board and shall
circumscribe those areas of the community where poverty is concentrated. All residents
of any given target area may participate in the election process, but special emphasis
shall be given to insuring that those residents who are poor participate fully in the
election process. Such elections, to the extent required by law, shall be subject to the
Sunshine and public records law, and shall be done by secret ballot and election
monitors will be present to distribute and collect one ballot per person. Persons voting,
who must be at least cighteen years of age on the day of the vote, shall be reguired to
present proof of residence and age so that only those eligible persons in the specific
target area will be allowed to vote. Ballots will be counted before and after distribution
to ensure that the same number that were issued were collected. The drafting of target
boundaries and democratic elections of the representatives from those areas shall be
done in such a manner as to insure proportionate representation of the poor community
as a whole. Terms of elected representatives of the poor shall be three years, with an
additional three-year term possible for a maximum of six years based upon board
approval. Terms shall be staggered such that no more than three representatives of the

poor will have terms expire in the same calendar year.
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C.

Poor Sector Alfernate

In addition to the Poor Sector Representative, a Poor Sector Alternate also may be
elected from the Poor Sector. If the elected Poor Sector Alternate is unable to attend
Board Meetings in the absence of the Poor Sector Representative, then a new Poor
Sector Altemate must be elected or no Alternate shall serve. The Poor Sector Alternate
may attend all Board meetings with the Poor Sector Representative, but the Poor Sector
Alternate may vote only in the absence of the Poor Sector Representative. The Poor
Sector Alternate shall be eligible for travel reimbursement only when the Poor Sector
Representative is absent. If the Poor Sector Representative is elected to serve on the
Executive Committee of the Board of Directors, the Poor Sector Alternate may not serve
on the Executive Committee.

Representatives from the Private Sector

The representatives from the private community shall be selected to membership on the
Board and shall serve a term of three years, and shall be staggered such that no more
than three representatives of the private sector terms shail expire in the same calendar
year. Any person chosen as a representative shail be a member of a private community
group or organization which is entitled to representation on the Board, with such private
community group having been determined by a majority vote of the existing Board to be
eligible for membership on the Agency board. The private sector of the Board shall not
constitute more than one-third of the Board’s total membership at the time of selection.
Private community groups shall be defined as any non-profit organization concerned
with business, industrial, labor, religion, welfare, education, civic, professional,
significant minority groups or other community interests which do not have legal
responsibility to perform an official public governmental function but which do have the
ability to assist the Agency with fund-raising activities. As many different private
interests as possible shall be represented on the Board. If there are more private groups
willing to serve than there are seats available, then a system of rotation shall be devised
to permit each such group an opportunity to serve. The affected groups will be notified
of such rotation at least thirty (30) days prior to each annual meeting. If needed, the
Board shall review annually the number and types of private community groups which
are to be solicited for membership on the Board. The private community groups who
will be entitled to representation on the Board shall be notified in writing of their

5
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selection and invited to select a representative to serve on the Board. The individual
representative shall be a member of the group which he/she represents and each group or
organization shall notify the Chairman of the Board of the name of its representative.
Such individual’s membership on the Board shall be voted upon at the next reguiarly
scheduled meeting of the Board following their nomination,

e. Membership Committee Requirements
Recommendations for new members on the Board shall be made by the Membership
Committee, which shall continuously review and report on efforts to seek out members
within the communities served by the Agency consistent with this Article and 42 U.S.C.
9904. No person is eligible for appointment to the Board unless their eligibility was
reviewed and verified by the Membership Committee. Consideration by the Board of
whether a particular group, community, private entity or representative from a public
body is eligible to serve on the Board shall be made at the meeting immediately prior to
consideration of the selection of the member from that group, community, private entity
or public body representative. However, target communities from which representatives
of the poor are elected must be determined by the Membership Committee and the Board
prior to an election being held. In addition, if necessary to stay within minimum board
membership requirements, a special meeting may be called, with proper notice to all
Board and Membership Committee members, to approve the nomination of a new
member to the Board.

3. Seating new members to the Board of Directors

Public Sector Appointments to the Board shall be approved by a majority vote of the

existing Board and officially seated on the Board. Newly elected Low-Income Sector

members shall be introduced and officially seated on the Board. New Private Sector

members shall be approved by a majority vote of the existing Board and officially seated on

the Board.

4. Terms of Office

No member of the Board may serve for more than two consecutive full or partial terms (6

years maximum), regardless of the sector of representation. A full term of office is three

years from the date of acceptance of a member onto the Board. A member whose first term

has expired but is awaiting reappointment can’t vote at a Board meeting, nor will his or her
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attendance count towards a quorum until the reappointment is approved. The second term
shall be deemed to commence three (3) years after Board approval for the first term.

5. Geographic Requirements for Membership on the Board
Every member of the Board who is selected to represent a specific geographic area within
the community must reside within the area which he or she represents. This requirement of
restdency shall apply to:
a. All representatives of the poor; Those public officials or their representatives who

represent specific political subdivisions, wards, or districts; and
b. Representatives of private community groups which are organized on a geographic
basis.

6. Petitioning for Membership
Any private community group or representative group of the poor which feels itself
inadequately represented on the Board may petition for adequate representation. Any such
petition must be signed by fifty members of the petitioning group or by fifty percent (50%)
of the bona fide members of that group or organization. The petitioning agency or group
shall provide a written statement supporting its reasons for the petition. The Membership
Committee shall review such petition, and shall make a recommendation to the Board on
acceptance or denial of the petition. The Board shall, at its next regularly scheduled meeting,
act on the petition and shall inform the petitioning group of its decision. The organization or
group presenting such a petition shall be promptly afforded an informal open hearing before
the Board in order that they may have a full and fair opportunity to present their request.
When a petitioning group is granted a seat on the Board pursuant to such a hearing, that
representative shall be prompily seated and afforded ali the ri ghts and privileges of any other
member of the Board. The Board shall then be readjusted and realigned in order to maintain
the proper representation of public officials, the poor, and private members within the
member limitation. A written statement of the Board's action on such petitions shall be
submitted to the petitioning group and a copy of that statement sent to the Regional
Community Services Administration,

C. Powers of the Board

Subject to the limitations of the Articles of Incorporation or other provisions of the By-Laws of

this corporation and the applicable laws pertaining thereto, all powers necessary or proper to

carry on the activities of this corporation shall be exercised by or under the authority of the
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Board of Directors. The Board of Directors may, at any regular or special meeting, delegate to

or contract with any person or persons, any of the powers of the Board of Directors for the

management of the affairs of this corporation, except the power to adopt, amend or repeal the

By-Laws or the Articles of Incorporation. The principal representative body of this corporation

shall be its Board of Directors, which shall be elected and will serve in accordance with the

requirements of the Department, the provisions of 42 U.S.C. 9904, and the terms of this Article.

The powers of the Board of Directors include but are not limited to:

1. Appointment/dismissal and annual evaluation of the Executive Director;

2. Review and approval of the following: All internal and external monitoring reports —
Agency Annual Report, Annual Audit Report, Pay Structure and Schedule.

3. Determine and approve, all personnel, fiscal, and program policies subject to Florida's

Department of Economic Opportunity and the U.S. Dept. of Health and Human Services

regulations and policies;

Determine and approve overall program plans and priorities;

Determine and approve all program proposals and budgets;

Enforce compliance with all conditions of grants and contracts from all sources;

N oo owoa

Determine, subject to funding sources regulations and policies, rules or procedure for the
Board;

8. Select officers and the executive committee; and

9. Review and approve all new members of the Board.

Voting and Quorum

Each member of the Board of Directors shall be entitled to one vote. The presence of not less
than one-half of the Board, plus one member, shall constitute a quorum and shall be necessary
to conduct the business of the Board. Participation in a meeting via telephone or internet is
permitted for the purposes of attendance, quorum and voting at all Board and committee
meetings. In the event a Board member is unable to participate, their vote is forfeited as the
Agency has a “No Proxy provision®.

Removal and Recall

Any member of the Board of Directors may be removed by a vote of not less than two-thirds
majority of the Board at a regular or special meeting called for such purpose and at which at
least two thirds of the members of the Board are present. A vacancy shall thereupon exist upon
the Board and in such office. Board members who fail to support Board activities through

8
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attendance at Board meetings or other activities as designated by the Board are subject to review
for removal from the Board by a two-thirds majority vote. A board member who fails to attend
two (2) regular meetings in a calendar year, will result in a letter, sent by certified mail,
informing the member of their two absences in a calendar year. The notified member will have
30 days to respond to the letter with the reason for their absences. The Board will take into
consideration the absences and determine if they are excused absences at the next Board
meeting. A vote will be taken at that meeting to determine if the board member is removed or
will remain on the Board. In the event of removal, the group, community or public body from
which that person was selected, shall be immediately notified by mail and offered the

opporiunity to nominate another representative for membership on the Board.

. Resignations

Any member of the Board may resign by addressing a letter to the Chairman of the Board, or to
the Vice-Chairman upon resignation of the Chairman, outlining the facts of such resignation and
the date upon which the same shall become effective. Any resignation so made shall become
effective upon the date specified. The Executive Director shall enter such letter in the minutes of
the meeting and a vacancy shall thereupon exist in the Board or in such office, effective on that
date.

. Vacancies

Any vacancy which occurs on the Board for any reason shall be filled in the same manner and
by the same body which originally sent a representative to that seat. Such representatives shall
serve for the remainder of the unexpired term, and shall be eligible for reappointment to the
Board at the end of the expired term. A vacancy shall be deemed to exist on the Board or in any
office in the event of the death or incapacity of 2 member, or a member’s removal, recall or
resignation, or in the event the number of members on the Board is increased. The number of
Board members may only be increased by a two-thirds majority vote of the existing Board at a
regular or special meeting called for that purpose. A vacancy may be temporarily filled by a
majority vote of the Board until such time as the vacancy is filled through the process described
in this Article.
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ARTICLE IV. OFFICERS

The officers of this corporation shall be the Chairman, Vice-Chairman, Secretary, Treasurer and
Member-at-Large. All officers of this Corporation shall be duly elected or selected members of the
Board. The Officers of the Corporation shall constitute the Executive Committee.
A. Chairman of the Board
The Chairman shall be the principal representative of the corporation and, subject to the control
of the Board, shall in general, supervise all of the business and affairs of the corporation, When
present, the Chairman shall preside at all meetings of the Board, The Chairman may sign, with
any other designated individuals thereto authorized by the Board, any contract, check,
agreement, or other instrument which the Board has authorized. The Chairman shall, in general,
perform all duties of the Office of Chairman and such other duties as may be prescribed by the
Board from time to time.
B. Vice-Chairman
The Vice-Chairman shall perform all duties of the Chairman of the Board in absence of that
officer. The Vice-Chairman shall be in charge of committee assignments and may perform such
other duties as may be assigned by the Board.
C. Secretary '
The Secretary shal:
1. Attest minutes of the Board meetings;
2. Attest legal documents for the corporation; and
3. Perform other duties as may be prescribed for the Secretary by the Chairman, Vice-
Chairman, or the Board.
D. Treasurer
The Treasurer shall;
1. Keep and maintain, or cause to be kept and maintained, adequate and correct amounts of
all the properties and business transactions of the corporation, including accounts of its
assets, liabilities, receipts and disbursements;
2. Sign checks, with the signature of at least one other person designated by the Board;
3. Present a financial report to the Board each month; and
4. Other duties as may be prescribed by the Chairman, Vice-Chairman or the Board.

10

64



E. Member-at-Large
The Member-at-Large shall represent the views of the remainder of the Board, and shall be a
board member from the representatives of the poor, as well as other duties as may be prescribed
by the Chairman, Vice-Chairman or the Board.
F. Other Requirements

The Chairman of the Board, Vice-Chairman, Treasurer, Secretary and Member-at-Large, along
with centralized office personnel of this corporation, shall be bonded. No officer of this
corporation shall receive compensation for duties performed in the exercise of the duties of
his/her office. All officers of the Board shall be elected bi-annually in January in even numbered
years, and seated at the same meeting. The Nominating Committee shall present a slate of
nominees and qualification at the November regular meeting of the Board of Directors prior to
the January election, Officers will also be formally seated following their election. Officers shall
serve a two-year term which shall be staggered such that no more than three officers leave office
each year, or until the seating of their successors. Officers may succeed themselves in office
upon a majority vote of the Board. The January annual meeting at which officers are elected and
installed shall also be reserved for presentations of awards and certificates for outgoing officers,
members, or officers and members who left the Board between annual meetings. Any vacancy
in any office because of death, resignation, or otherwise, may be filled by the Board for the
unexpired portion of that term. All official records or other instruments belonging to the agency
that are in the possession of out-going Board members or officers of the Board will be turned

over to persons succeeding them.

ARTICLE V. CONFLICTS OF INTEREST AND NEPOTISM

A. Contflicts of Interest

No member of the Board, other policy groups or staff shall receive gifts, money or other

gratuities from:

1. Persons receiving benefits or services under any program financially assisted by any
local, state or federal agency or any other public or private agency;

2. Any person or agency performing services under contract; or

3. Persons who are otherwise in a position to benefit from the actions of any Board or staff
member. This section shall prohibit the purchasing of goods, space, and services by

members of the Board or staff if such Board members or staff have a substantial interest

11
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in the purchase or rental and/or if members of the immediate family have substantial

interests therein, except as provided below:

a.

Purchases or rentals of goods space and services from the same supplier at a total cost
of less than $ 200 within any 12 month period;

Purchases or rental of goods or services if there is no other supplier in the community
served by the program or within a radius of 50 miles, which is larger;

Purchases or rentals of goods, services or space from the lowest bidder in accordance
with rules for advertised competitive bidding under seal;

Purchase or rentals of standardized goods at the lowest price offered after all local
suppliers in the community have been contacted for quotation; or

Purchase of services or rental of goods of space from public or private non-profit

organizations at cost or at general rates previously established by those organizations.

The term "substantial interest” includes the following:

1. Any direct or indirect financial interest in the specific sale or rental transaction, including

a commission or fee, a share of the proceeds, the prospect of promotion, a profit, or any
other form of financial reward; and,

2. Any of the following interest in the business which is supplying the goods, space, or

services to the purchasing or renting grantee or delegate agency:

a.
bl

&

d.

€.

Ownership,

Partnership interest or other beneficial interest of 5% or more,
Ownership of 5% or more of the stock

Employment as an executive officer, or

Membership on the Board of Directors or other governing board.

B. Nepotism

No member of the immediate family of a member of the Board, policy group or senior staff or

other person who makes or influences the making of policies governing the operations or

activities of the Agency shall be employed by this agency, income status notwithstanding.

Immediate Family: The term “immediate family” shall include husband, wife, father, mother,

brother, sister, son, daughter, son-in-law, daughter-in-law, father-in-law, mother-in-law,

brother-in-law, or sister-in-law.

12
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ARTICLE V1. MEETINGS OF THE BOARD

A. Annunal Meetings
The annual meeting of the Board of Direciors shall be on the fourth (4) Tuesday of January,

Board elections shall be held bi-annually in even numbered years unless otherwise changed by

the Chairman and a majority vote of the members of the Board.

B. Regular Meetings
Regular meetings shall be held bi-monthly on the 4" Tuesday at a time and place designated by
the Board. To the extent required by iaw, such meetings shall be open meetings as defined in
Florida’s Sunshine Laws. The meeting date may be changed by the Chairman with a majority
vote of the Board.
The Board will have regular meetings including the annual board meeting in the months listed
below:
¢ January (Annual Meeting)
e March
e May
s July
s September
¢ November
C. Mectings and Notice Requirements
1. Special meetings
Special meetings may be called by the Chairman, or in his or her absence, the Vice-Chair
with the notice provisions of regular Board Meetings. Emergency Board meetings needed to
protect the assets and welfare of the Agency may be called by the Chairperson with less than
10 days with notice acceptable under Florida’s Sunshine Law.,
2. Notice of Meetings
Written notice stating the place, date, time of each meeting shall be delivered to each Board
member and shall be communicated via public notice acceptable under Florida’s Sunshine
Law at least ten (10) but no more than 30 days prior, to such meetings. Such notice in the

case of all special meetings shall include the agenda of that meeting,

13
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D.

F.

3. Records of Meetings
Written minutes of all meetings must be maintained and made available to the public with
the exception of those that have been designated "closed" meetings by the Board. It shall be
the policy of this Board to make available to the public not only proceedings of its meetings
but other records as well that are in the public interest with the exception of sensitive
personne] data. In accordance with the Federal Civil Service Commission and the Freedom
of Information Act, such personnel information as name, position/title, salary, date of hire,
etc. will be considered public information and can, therefore, be released. The Agency, to
the extent required by law, shall be subject to Chapter 119, Florida Statutes, the Florida
Public Records Act.

4. Meeting Location(s)
All meetings of the Board of Directors shall be held at the location of the Agency office, or
any other place designated by the Board from time to time,

Open Meetings

All regular, special, and emergency meetings or meetings of two or more Board members

concerning Agency business shall be properly noticed and open to the general public. Those

portion of meetings which address sensitive personnel actions or unevaluated data of a sensitive

nature may be considered private and may be held in closed session upon a majority vote of the

Board.

Robert’s Rules of Order

The parliamentary procedures of all meetings of this Corporation shall be conducted in

accordance with Robert’s Rules of Order, Revised.

Secret Ballots

To the extent authorized by law and upon request of any Board member, secret ballots will be

used in voting on all motions to (1) call a closed session of the Board, (2) remove a Board

member for cause, (3) hire or fire the Executive Director of this corporation, and (4) elect any

officer of this corporation.
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ARTICLE VII. COMMITTEES OF THE BOARD

A.

Executive Committee
The Executive Committee, made up of the Chairman, Vice-Chairman, Secretary, Treasurer, and
Member-at-Large, shall act for the full Board in between regular meetings and/or at times when
it is inconvenient to convene the full Board and shall perform the following functions:
1. Resolve all issues that do not necessarily require the attention of the full Board;
2. Provide temporary approval on items that do require actions of the full Board;
3. By the above actions, make it easier for the Board to transact its regular business; and,
report to the full Board.
Repeat absences of an Executive Committee member will require a letter being sent after four
(4) Executive Committee absences and removal after a missed fifth (5th) mecting in a Board
year.
Standing Committees
The Chair shall appoint certain standing committees of the Board, as deemed necessary by this
corporation. Such standing committees shall include, but not be limited to: Personnel
Committee, Program Planning and Oversight Committes, Membership/Nominating Committee,
and Public Relations/Fundraising Committee and Budget and Finance Committee.
Personnel Committee
The Personnel Committee shall be made up of at least three members and shall have as its
objective:
1. To review that agency personnel policies and procedures are developed and implemented
in accordance with local, state and federal law;
2. To assure that equal employment opportunities are available to all interested individuals;
3. To review implementation of all applicable equal opportunity laws, executive orders and
rules and regulations; monitor, supervise, and evaluate the Agency;
4. Toreview that the Agency pay structure and schedule is developed and implemented
with accordance with local, state and federal law.
5. To receive, review, and act on all complaints of discrimination; and
6. To make recommendations and, reports to the full Board for final consideration.
Program Planning and Oversight Committee
The Program Planning and Oversight Committee shall be made up of a representative of the
Executive Committee and other Board members as appointed by the Vice Chairman. The
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Directors of Head Start and Family Services shall serve as ex-officic members of the

Committee. The objectives of this committee shall be:

1. To aversee and guide all program planning undertaken or to be undertaken by the agency
making sure that all agency programs meet the needs of economically disadvantaged
residents of all participating counties;

2. To review overall program performance and compliance with local, state, and federal
funders; and

3. To propose to the full Board for final consideration new programs or revisions of
programs based on community needs.

- Membership/Nominating Committee

The Committee shall be made up of at least three members, appointed by the Chair, and shall

have as its objectives:

1. The continual review and consideration of existing and new groups, communities, or
individuals for possible membership on the Board consistent with the membership
requirements of these By-Laws;

2. Responsibility to seek out new members for service on the Board and to accept
nominations, prepare ballots, and present qualifications of candidates for office or Board
membership;

3. Ensure that the board maintains equal representation among the three tiers of membership
for the Board; and

4. To ensure a board composition representative of the populations and geographic areas
served.

Public Relations/Fund Development Committee

The Public Relations/Fund Development Committee shall be made up of at least three members,

appointed by the Chair, and shall have as its objectives:

1. The development and distribution of materials and documents relating to public relations;
and

2. Development of strategies for Board leadership on community fundraising efforts on
behalf of the Agency.

. Budget and Finance Committee

The Budget and Finance Committee shall be made up of at least three members, appointed by

the Chair. Its objectives shall be:

16
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1. To provide assurance that all budgets proposed to finance programs arc adequate to meet
programmatic needs and to ensure that all funds expended are done so in a manner in
keeping with approved programs;

2. To recommend budgets to full Board for final consideration;

3. To supervise development and revision of the budget;

4. To report to the Board on a quarterly basis the financial status of the agency as a whole;

5. To assist in local, and state fund-raising activities; and

6. To develop, maintain, and supervise the internal fiscal control and accounting procedure.

H. Special Committees

The Chairman of the Board may appoint special committees from time to time depending on the

needs of the Board. Such committees may have policy-making or advisory functions and shall

serve for as long as their need exists, or until a new Chairman is elected, whichever occurs first.
L Committee Membership

Each Board member shall be a member of at least one committee, which shall be assigned by

the Vice Chair. All committees of the Board shall fairly reflect the composition of the full Board

and, to the extent possible, at least one-third of their number shall be representatives of the poor,
one-third public and one-third from private groups. The only tier which is allowed to have more
members is the category for representatives for the poor population,

J. Ratification
Any and all acts of any and all standing and special committees must be ratified by an act of the
Board at the next scheduled meeting of that body.

ARTICLE VIII. AMENDMENTS TO BY-LAWS

Amendments to these By-Laws may be proposed and adopted by two-thirds of the members present
and voting at any regular or special meeting of the Board. Notice of proposed changes to the By-
Laws must be provided in writing at least ten (10) days prior to the meeting at which such proposed
changes will be acted upon.
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ARTICLE IX. POLITICAL PROHIBITIONS

A. Political Authority
No Board or staff member may engage in any political activity during his/her official time with
the Agency that will further the cause or efforts of a candidate for public office or an idea that is
partisan in nature,

B. Agency Property
No Board or staff member may use any property, case or other resources of the agency to
further the efforts of a candidate for public office or to support a partisan idea without the
express consent of the funding source or grantor of funds except under the conditions specified
in the U.S. Office Management and Budget (OMB) Circular A-122 (revised 05/19/84).

C. Dismissal
Any Board member or the Executive Director who willfully and knowingly violates the above

provisions may be dismissed in accordance with the procedures set forth in these By-Laws.
D. Subordinate Personnel
Any staff member subordinate to the Executive Director may be dismissed in accordance with

the provisions set forth in the personnel policies and procedures by the Executive Director.

ARTICLE X. DISSOLUTION OF THE CORPORATION

Upon dissolution of the corporation, all of its assets remaining after payment of all costs and
expenses of such dissolution shall be distributed by the Board of Directors to organizations which
have qualified for tax exemption under Section 501 C (3) of the Internal Revenue Code as amended

or superseded, or to units of local government or to an agency designated by the funding sources.

Revised: 3/26/2006, 9/8/2008, 5/25/2010, 7/27/2010;

9/26/12 combined already approved 7/27/2010 and 2/2011 bylaws
Revised and adopted 3/26/2013

Revised and adopted 7/22/2014

Revised and adopted 9/23/2014

Revised and adopted 9/22/2015
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Community Meeting Attendance Roster

Group: Workers:;

Date: Place:

Time:

PLEASE PRINT

Name Address

10.

1.

12.

13.

14.
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CAPITAL AREA COMMUNITY ACTION AGENCY
ELECTION OF BOARD REPRESENTATIVE

BALLOT

Please vote for your choice for your representative by printing the name of the candidate and today’s date.

Representative’s Name:

Date:

CAPITAL AREA COMMUNITY ACTION AGENCY
ELECTION OF BOARD REPRESENTATIVE

BALLOT

Please vote for your choice for your representative by printing the name of the candidate and today’s date.

Representative’s Name:

Date:

CAPITAL AREA COMMUNITY ACTION AGENCY
ELECTION OF BOARD REPRESENTATIVE

BALLOT

Please vote for your choice for your representative by printing the name of the candidate and today’s date,

Representative’s Name:

Date:

CAPITAL AREA COMMUNITY ACTION AGENCY
FLECTION OF BOARD REPRESENTATIVE

BALLOT

Please vote for your choice for your representative by printing the name of the candidate and today’s date.

Representative’s Name:

Date:
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STANDARD 5.5

BOARD MEMBER
MONITORING ATTENDANCE SHEET
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STANDARD 5.7

BOARD OF DIRECTORS
ORIENTATION POLICY
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Capital Area

Community Action
gency

Goal: To prepare new Board members to actively and effectively exercise their
roles and responsibilities in agency governance.

Attendance: Chief Executive Officer and new Board member(s)
Length of Meeting: ~ Up to 2 hours
Materials: Board Member Notebook

Summary: The Chief Executive Officer conducts an otientation session with each new
board member prior to their official seating on the Board of Directors. The
Orientation meeting will highlight important topics and provide ample
opportunity for questions and discussion. The new Board member will
teceive a2 Board Member Notebook with the following information to be
reviewed during the Orientation meeting:

1. Conflict of Interest Disclosure
2. Cutrent Board Structure (Roster)

3. Agency Organization Chart

4. Board Committees
L Employee Handbook and Policies and Procedures Manual
6. Florida Department of Economic Opportunity

Community Setvices Block Grant Field Manual

7. Board of Directors Manual including Agency By-Laws

8. Agency Job Descriptions
9. Agency Budget Handout
10. Board Meeting Schedule

Upon completion of the Otientation, each new Board member and the Chief Executive Officer will
sign and date an “Acknowledgement of Receipt of Board Notebook and Board of Directors
Manual” cettification.

309 Office Plaza Drive e Tallahassee, Florida « 32301 850.222.2043
www.CapitalAreaCommunityActionAgency.com urti;rsip' JQELNfl?lic’vic’es

7Y



STANDARD 5.9

BOARD MINUTES
RECEIPT OF PROGRAMMATIC REPORTS
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Capital Area

Community Action

Members in Attendance:

Derrick Jennings, Vice-Chair

Kara Palmer Smith, Treasurer/Secretary
Allen Jones

Brent Couch*

Lauren Johnson

Lisa Edgar

Pam Ridley

Quincee Messersmith*

Board of Directors

Meeting Minutes
January 28, 2020

Member Absent: Christy McElroy, Chair

*Attended by Phone

Agency

CACAA Staff:

Tim Center

Nina Self

Keith Dean
Margaret Watson
Kristin Reshard

The meeting was called 10 order at 6:05 p.m., by Vice-Chair Jennings who presided as Chair for the

meeting. A quorum was established.

The acting Chair asked for introductions. All members and staff introduced themselves.

ACTION ITEMS
Approval of Minutes

The acting Chair asked for a motion to approve the minutes of December 16, 2020. Ms. Palmer Smith
made the motion to approve the minutes. It was seconded by Ms. Edgar and unanimously approved.

Election of Officers and Executive Committee Ar-Large Member

Mr. Center stated that every two-years, at the Board’s annual meeting in January, new officers are elected
to the Executive Committee. The officer positions are Chairman, Vice-Chairman, Secretary, Treasurer, and
an At-Large member. He shred that the current Chair, Ms. McEiroy will step down as Chair and remain on

the Board.

The Vice-Chair asked for nominations for Election of Officers and Executive Commitiee At-Large

Member.

Ms. Edgar made a motion to nominate Mr. Jennings for Chair. It was seconded by Mr. Jones, and

unanimously approved.
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Ms. Ridley made a motion to nominate Mr. Couch for Vice-Chair. It was seconded by Ms. Edgar, and
unanimously approved.

Ms. Edgar made a motion to nominate Ms. Messersmith for Secretary. It was seconded by Ms. Palmer
Smith, and unanimously approved.

Ms, Ridley made a motion to nominate Ms. Palmer Smith for Treasurer. It was seconded by Ms. Edgar, and
unanimously approved.

Ms. Palmer Smith made a motion to nominate Ms. Edgar for At-Large Member, Ms. Johnson asked if she
was eligible to nominate herself for At-Large Member, Mr. Center answered, yes. He said that Ms, Johnson
currently served in a role that termed out in November 2019 as elected to the Board by the Head Start Policy
Council. The Policy Council had not yet made new appointments to the Board. Ms. Johnson's term was in
limbo.

Ms. Johnson asked for a point of order to clarify that the By-Laws provide that the At-Large seat is to be
filled by a representative of the low-income community. Given the current limbo status, she asked if the
election of the At-Large Member nomination would be postponed until the next Policy Council meeting.

Ms. Edgar made a motion take no action on the nomination for At-Large Member until the next Board
meeting, March 24, 2020. It was seconded by Ms. Ridley, and unanimously approved.

Board Administration
The acting Chair asked for a motion to seat Ms. Shanetta Keel on the Board of Directors. Ms, Edgar made

a motion to have Ms. Keel seated on the Board, It was seconded by Mr. Jones, and unanimously approved.

New Elecied Officers

Chair - Mr. Jennings
Vice-Chair — Mr. Couch
Treasurer - Ms, Paimer Smith
Secretary- Ms. Messersmith

FISCAL

As of November 30, 2019, we have completed two months of the fiscal year and, as a benchmark, we
would expect the year-to-date actual expenses and revenue to be around 17% of the annual budget with
Head Start’s around 22% due to the abbreviated 9-month contract. At month end, the Year to Date Actual
Revenue and Expenses are 24% and 20% respectively, with mostly restricted net income of $298,077,
including $70,458 in the SunTrust award and nearly $72,000 for the Franklin County Fire Victims,
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Year to Date Non-Federal Share (NFS) Match totals $181,0) 3, which is 27% of the $660,993 (otal match
required for the fiscal year ending June 30, 2019,

New Variances and Explanations
The Chief Financial Officer reviewed the financial report noting any variances that were above or below

the budget benchmark for this time in the budget year.

Mr. Jennings asked what is being spent in Training/Staff Development. Mr. Center said that the Head
Starl grant requires that we spend a percentage on Training & Technical Assistance (T&TA) budget. Staff
travelied to training at the beginning of the year, so that caused the budget to be over benchmark budget.

Ms. Palmer Smith questioned utilities. Mr. Center replied that Louise B. Royal left the HVAC unit on
during the winter break. The plan is to install programmable thermostats. Additionally, Ms. Ridley asked
for a policy to address management of the HVAC system by the Head Start Center Directors, Mr. Center
said that a written procedure will be in place.

Ms. Johnson said that she requested a copy of the SunTrust Award letter and asked for the plan for how
the money will be spent. Mr. Center shared that he emailed the award letter to the Board. He said the
funds are being used in conjunction with the United Way Grant for the Getting Ahead Class for the
ALICE Population,

Ms. Johnson questioned the legal expenses. Mr. Center explain that the costs were associated with
litigation from former employees and that the attorneys representing the Agency’s insurance company
recommended settling the case for a small amount.

The Chair asked for a motion 1o accept the financial report. Ms. Palmer Smith made the motion to accept
the financial report. It was seconded by Ms. Edgar, and unanimously approved.

Community Services Block Grant Organizational Standards

Mr. Center said that the Agency submits to DEO our Annual Report regarding the Community Services
Block Grant program. This submission of documents include the Community Action Plan. This plan
describes the reason why we serve and the services that we provide.

Mr. Center said that we are asking for Board approval of the Community Action Plan.

Risk Assessment
Mr. Center said that included is your packet is Community Action Agency’s Risk Assessment. He said

this document explains how we mitigate our risks as it relates to our financial procedures in our fiscal
policy and procedures.
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The Vice-Chair asked for a motion to approve the Community Action Plan and the Risk Assessment. Ms.
Palmer Smith made a motion to approve the Community Action Plan and Risk Assessment. It was
seconded by Ms. Edgar, and unanimously approved.

Draw of Line of Credit
Mr. Center said that Head Start is over budget $38,230.35. We use the line of credit when we have a cash
flow problem and any overages in a program budget. He ask the Board 1o approve the draw $38,230.35

on the line of credit.

Mr. Couch asked why the equipment, food, and perishable items not budgeted. He said they will work to
correct this issue.

Ms, Palmer Smith asked if we would look at fund raising this year. Mr. Center said the Golden Apple
Gala is one of our fundraising events. The Benevon model is also under consideration but will require the
Board’s training and involvement.

Mr. Center said that a plan on how we will pay back $38,230.35, will be sent to the Board by February
19, 2020.

The Vice-Chair asked for a motion to approve the draw of $38,230.35 on the line of credit. Ms. Edgar
made a motion o approve the draw of $38,230.35 on the line of credit. It was seconded by Ms. Palmer
Smith, and unanimously approved.

PROGRAM UPDATES
COO Report

Ms. Seif reported that the Getting Ahead classes are active in Leon, Jefferson, Calhoun and Wakulla
counties with 31 participants. They should be finished by mid-February. She said we continue to look for
Getting Ahead facilitators.

CEO Report

M. Center reported that he is working with the Eastpoint Wildfire Emergency Recovery Response. He is
coordinating Head Start Training and Technical Assistance offers referred by HHS Program Specialist
Deirdre Mitchell.

Mr. Center also explained that the team was working on emergency recovery funds for Head Start
facilities and a special project with the DEO to help with long-term recovery in the panhandle.

Mr. Center said that he will continue to work with agencies in the community,
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Mr. Center asked for Board approval for the 2020 Board Meeting Schedule. Ms. Edgar made a motion 1o
approve the 2020 Board Meeting Schedule, It was seconded by Ms. Palmer Smith, and unanimously
approved.

The meeting adj d at 8:04 p.m.
% Q" (126\2070
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Capital Area

Community Action

Agency

Capital Area Community Action Agency
Executive Committee

Meeting Minutes

February 25, 2020
Members in Attendance: CACAA Staff;
Derrick Jennings, Chair Tim Center
Kara Palmer Smith, Treasurer Nina Self
Quincee Messersmith, Secretary Margaret Watson

Stephanie Sgouros
Member Absent: Brent Couch

The meeting was called to order at 5:38 p.m. by the Chair. A quorum was established.

ACTION ITEMS

Approval of Minutes

The Chair asked for a motion to approve the minutes of December 16, 2019. Ms. Messersmith made &
motion to approve the minutes. It was seconded by Ms. Palmer Smith, and unanimously approved.

FISCAL REPORT

Ms. Sgouros gave the December 31, 2019, financial report. She said that we have completed three months
of the fiscal year, and as a benchmark would expect the year-to-date actual expenses and revenue to be
around 25% of the annual budget with Head Start’s around 33% due to the abbreviated 9-month contract.
However, at month end, the Year to Date Actual Revenue and Expenses are 33% and 29% respectively,
with mostly restricted net income of $317,904, including $70,458 for the SunTrust Grant and nearly
$67,631 for the Franklin County Fire Victims.

Year to Date Non-Federal Share (NFS) Match totals $253,726 or 38% of the $660,993 total match required
for the fiscal year ending June 30, 2019.

Ms. Sgouros explained that for FY 2019-2020, the agency faces an unusual situation with our grants. She
said that nearly half (11) of all currently active grants (23) have a grant period that differs from the Agency’s
fiscal year. This means that the Agency-wide statement has lost some of its effectiveness as a management
tool, as it has been in the past, which means that it is less reliable by budget line item with differing fiscal
years,

fir HUMAN SERVICES
Jhe W't for Humpn Servetrs
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We had only three new variances for the current month. Salaries Fringe and Indirect, which should even
out over the month of June, Equipment Maintenance for December with pending credits that will balance
in January, and Equipment Lease which is expected to even out in the next few months.

ESF 15 Report — January 2020

Ms. Sgouros reported that December and January items were purchased for fire victims, leaving a balance
of $67,305.99,

Mr. Center said this is money managed for Franklin County Fire victims. He said the balance of $67,305.66
will used for four families for permanent housing. Mr. Jennings asked if the four remaining families were
the only trailers Jeft. We are working with the county to get the remaining camper trailers transferred to
residents for permanent housing in Liberty and Calhoun counties.

Ms. Sgouros announced that we will have new signature cards for new Executive Comm ittee members. Mr.
Center said this will take place at the next Board meeting.

The Chair asked for a motion to approve the financial report. Ms. Palmer Smith made a motion to accept
the financial report. It was seconded by Ms. Messersmith, and unanimously approved.

CEO REPORT

Mr. Center reported that at the last Board meeting the Board asked to have the CEQ report be given at the
beginning of the meeting. He said the report was placed in this order to prioritize the report.

It was announced that Thomas Howelt Ferguson is on board, and the audit work has begun. He said that at
the last Board meeting there was a discussion about the over spending in legal services so we are informing
the Board that a wrongful termination is being filed with EEOC, that will be reflected in the next report.

M. Center reported that the National Disaster Recovery efforts are being made available by DEQ and Tri-
County Community Action to explore how best to use federal funds for long-term recovery efforts for North
Florida residents. DEO will have Community Action coordinate the process. The plan is to contract with
the agency to manage funds to deal with disaster recovery. A conference call will take place Friday,
February 28", On a related note, we were encouraged by our program specialist, to apply for Head Start
Natural Disaster Recovery funds for Head Start Centers in each county. This will be brought before Policy
Council and Board for approval.

Mr. Center mentioned that he had a meeting with TYCO/Johnson Control to review video and security
monitoring at entrances of the Head Start Centers for staff to have remote access for visitors,
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Mr. Center reported that he held a radio interview with Steve Stewart of Above the Fold radio. He said he
continues to work with Leon County Schools, Jim McShane, and the UWBB subgrant with ECHO for
Getting Ahead with the ALICE population. Classes will begin March 3%,

Mr. Center said he was asked at the last Board meeting to discuss repayment of the overage in Head Start
for the drawdown on the Line of Credit for $38,025.38. He said we have held the Golden Apple Gala for
the last three years, scheduled for May 2020 ($15,000), and Community Action Focus Breakfast (Benevon
Model) on November 2020 ($25,000). The total cost $40,000.

Ms. Johnson asked if we had a streamlined process for referrals from CareerSource for Getting Ahead? Mr.
Center said as it relates to CareerSource, the Welfare to Work Program is a qualifying program that included
the Getting Ahead Program as a qualifying event for clients that have been referred to us for consideration.

Ms. Johnson asked how much is raised for the Golden Apple Gala? Golden Apple Gala raised $9,000.00.
Mr. Center asked Board members to use their resources to find donors.

CSBG Organizational Standards

Strategic Plan

Mr. Center presented a draft of a table of Organizational Standards. He said that we were asked to create 2
master calendar of standards to track when standards were due. DEO requires the agency to complete
organizational standards throughout the year.

The Strategic Plan is due to be updated for the month of March. We have added Single mothers in poverty,
with qualifying child under the age of 18, and CSBG Department has been included with a Special Getting
Ahead class through the Refuge House.

The Chair asked for a motion to approve the Strategic Plan. Ms. Palmer Smith made a motion to approve
the Strategic Plan. It was seconded by Ms. Messersmith, and unanimously approved,

Governance

Mr. Center said we are required to complete annual governance training. The governance training will be
completed during the March meeting. He said that each Board member should become familiar with the
materials since each member has a fiduciary responsibility to the organization to govern the agency to
ensure the agency is operating by DEO guidelines. The same process is done with the Head Start Policy
Council.



Community Needs Assessment

Mr. Center said the Community Service Block Grant (CSBG) is to be adopted by the Board. He said this is
the Head Start Community Needs Assessment 2017. Both Head Start and the Community Service Block
Grant Program require the agency to look at the demographics of the community to guide in the decision
making process. We ask the board to adopt the Community Needs Assessment.

The Chair asked for a motion 1o approve the Community Needs Assessment. Ms. Palmer Smith made &
motion to approve the Community Needs Assessment. It was seconded by Ms. Messersmith, and
unanimously approved.

Staff Appreciation

Mr. Center reported that Mr. Jennings has visited several Head Start Center locations. He said the teachers
are doing extremely well and he would like to show appreciation to the staff and teachers by recognizing
them at the Golden Apple Gala. The Board suggested that the agency check on the cost of lape] pins as
appreciation for years of service.

Ms. Johnson asked for an update on the status of the funding for $75,000.00 Sun Trust? Mr. Center will
email a copy out tomorrow.

Meeting adjourned at 6:30 p.m.
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STANDARD 6.5

STRATEGIC PLAN UPDATE
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Capital Area Community Action Agency, Inc.

Single Mother/parent household Criteria

On February 27, 2019 Capital Area Community Action contracted
with Ovid Solutions to conduct a Strategic Planning Session, to
determine the needs of the counties we serve. Capital Area
Community Action Agency serves Leon, Gadsden, Wakulla, Jefferson,
Liberty, Calhoun, Franklin and Gulf counties. The Community
Needs Assessment demonstrated one of the crucial areas that
needed to be addressed is single mothers/parent as head of the
household.

A recent study shows nearly 60 percent of homes in Leon County
are single-parent households. The study also shows that those
families are four times more likely to be in poverty.

Capital Area Community Action Agency as a result of the Needs
Assessment has implemented thé following to address the single
mother/parent population;

To enroll in the Getting Ahead program, the Getting Ahead pre-
screening application has a question to identify if the applicant is a
single mother/parent household. All pre-screening applications that
identify this population, the case manager will contact the applicants
within a twenty-four hour time frame of receipt of said application
to Initiate the Getting Ahead approval process. All other applicants
will be contacted within a forty-eight hour time frame.

The agencies Low Income Home Energy Assistance Program
(LIHEAP), has added single mothers to the current priority criteria.
These populations of individuals are able to request an appointment
for utility assistance within the first fifteen days of each month. A
request for rental assistance will follow the same protocol if funding

1



is available. The remaining residents of the community will be able
to apply for assistance after the fifteenth of each month.

Head Starts current enrollment selection criteria ranking system
gives priority to single parent families with maximum criteria points
to get them enrolled into the program.
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Capital Area

Community
Action

Agency

Low Income Home Energy

Assistance Program

PRIORITY CRITERIA

**Only Priority Clients will be served the first 15 working
days of each month**

1. Single Mothers

2. Sixty years of age or older

3. Disabled (Documentation Required)

4. At least one child in the household age 5 or younger
**All other clients wili be served the last 2 weeks of each

LECN COUNTY
APPOINTMENTS ONLY

WALK-INS WILL NOT BE ACCEPTED

Call (850) 325-3500
(Monday—Friday)
between 3:45pm — 4:45pm
to make an appointment
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Capital Area Community Action Agency, Inc.
Head Start Child Development Program

Enrollment Selection Criteria Ranking System

&

| Area |  Code Points
81 — 100% below poverty level (no income) 1 95
61 —80% below poverty level 2 85
41 - 60% below poverty level 3 75
21 - 40% below poverty level 4 65
0 — 20% below poverty level 5 55
101 — 130% above poverty level 6 45
Over 130% 7 0

_TANF, SSI, SSA, SNAP, WIC _ ELIG 25
Homeless / Foster (with documentation) H/F 200

IEP/TFSP

DIAG

Suspected/Concerned

SUSP

4 years old 4 8 |
3 vears old i 3 65 |
Single parent family not working SP 20
Single parent family working or in school SPW 85
Two parent family not working TPNW 20
Two parent family working TPW 65
Two parent family with one working or in school TP/SCH 50
Grandparent, legal guardian or non-parent of the child GP/LG

Custodial parent or parent without HSD or GED HS/GED 30
Teenage Parent TEEN 50
English not the primary language in the home EHG 50
Military family MF 95
Spouse of deployed family SDF 75
Returning child RC 200
Waitlisted for one year WL 200
Transitioning from Early Head Start EHS 95
Social Services Referred FR 50
Family member incarcerated INC 50
Child has a medical/nutrition problem/Mental Health M/NP/MH 30
Family Self Sufficiency FS 50
Getting Ahead in a Just-Getting’ by World GA 50
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m a Just-Ge min’”-‘By Wofid
Pre-Screening Application

The Getting Ahead Program is a 15-week course with weekly sessions of 2 — 2.5 hours per week. You must be
willing and able to commit to attending the 15 sessions.

For more information on program enrollment for:

. Calhoun/Liberty residents, call (850) 674-5067 or fax application to (850) 674-9663

o Gadsden County residents, call (850) 875-4250 or fax application to (850) 627-9670

. Gulf County residents, call (850) 653-8057 or fax application to 850-942-2090

. Jefferson County residents, call (850) 997-8231 or fax application to (850) 997-2702

) Leon County residents, call (850) 222-2043, Ext. 107 or fax application to (850) 942-2090
. Wakulla County residents, call (850) 926-3122 or fax application to (850) 926-3172

Date Name

Address B

City State Zip Code

Phone Email:

Number of People in Household: . How many children: .

Are you a Head Start Parent:  Yes  No. Are you a single mother/parent Yes No

Areyouemployed:  Yes  No. Ifyes, fulltimeor  part-time.

Do you have high school diploma or GE.D.: _ Yes  No. Ifno, are you enrolled in a G.E.D. class:
_ Yes__ No. Ifyes, do youhave a college degree:  AA _ BA/BS MA

Are you enrolled in vocational training or post-secondary secondary education?  Yes  No
If yes, what is your course of study?

How did you hear about Getting Ahead:

Space is limited. Completion of this Application does not guarantee enrollment in the course. If selected,
you will be notified by phone for additional screening.

For Office Use Only

Dates called :
Talked w/Applicant . No Answer/Left Message . No Answer/Could Not Leave Message .

Phone Not Working . Income Eligibility Determined .
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STANDARD 7.2

PERSONNEL POLICIES

RE: Employee Personnel Policies to all staff
and Notification of all changes.
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Community Action

Agency

ACKNOWLEDGEMENT OF RECEIPT OF

EMPLOYEE POLICY & PROCEDURES MANUAL

This is to certify I, . have received a copy of the
(Employee Name)

Employee Policy & Procedures Handbook for Capital Area Community Action Agency, Inc. I
acknowledge it is my responsibility to read the entire Handbook and follow the procedures. If I
have any questions about the policy, it is my responsibility to ask for clarification from my

supervisor or the Human Resources Department.

Employee Signature Date

Human Resources Signature Date

309 Office Plaza Drive « Tallahassee, Florida « 32301 « 850.222.2043
FTED PARTNERS )

www.CapitalAreaCommunityAction.org U .
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Publication of Personnel Policies

Each employee will receive a copy of this manual in order to become familiar with the
Agency’s personnel policies and to use as future reference. In addition, a copy of this manual
will be given to Head Start Policy Council members and each member of the Agency’s Board of
Directors for guidance in personnel matters.

Each employee will sign an acknowledgement stating that he/she received a copy of the
manual - and it is histher responsibility to read and review the contents. The signed
acknowledgement will be retained in the employee's personnel file. New acknowledgements will
be required when the manual is changed or updated. New policies and procedures, changes to
existing policies and procedures and notification of deletion of existing policies and procedures
will be distributed in a timely manner to all staff.
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