
 

 

 

2017  
Shared  

Governance 
Orientation 

 
Reference Manual

 

Saturday, February 25, 2017 

Chain O’ Lakes Complex 
200 Cypress Gardens Blvd. 

Winter Haven, FL 





TABLE OF CONTENTS
1. HISTORY OF AGENCY

History and Facts about the Agency
• Mission and Purpose
• Articles of Incorporation

2. ORGANIZATION STRUCTURES 
• Governance and Agencywide Management Structure
• Shared Governance Structure
• Board of Directors’ Roster
• Regional Advisory Council Rosters
• Head Start/Early Head Start Policy Council Roster
• Management Directory

3. SHARED GOVERNANCE OPERATIONS
• Board of Directors
< Bylaws
< Board of Directors Policy Manual
< Board Job Description
< Committee Assignments
< Board Meeting Attendance Reporting Format (Sample)
< Meeting Minutes (Sample)
< Board of Directors Membership Application
< Indirect Cost Allocation
< Board Annual Report (See 2017 Annual Meeting Program Book Pages 8-9)
< Election of Board Members/Officers Procedures
< CEO Job Description
< CEO Performance Evaluation
< CEO Compensation Regulation
< D&O Insurance Coverage
< Succession Plan

• Head Start/EHS Policy Council
< Bylaws
< Policy Council Job Description (Sample)
< Committee Assignments (See Board of Directors)
< Meeting Attendance Report Form (Sample)
< Meeting Minutes (Sample)
< Election of Policy Council Members/Officers Procedures
< Annual Meeting Report (See 2017 Annual Meeting Program Book Page 11)
< Advisory, Policy Committee & Policy Council Handbook (see Agency and Shared Governance Policies

and Procedures Section)
• Advisory Councils
< Council Job Descriptions (Sample)
< Committee Assignments (see Board of Directors)
< Meeting Attendance Format (sample)
< Meeting Minutes (sample)
< Advisory Council Membership Application
< Advisory, Policy Committee & Policy Council Handbook (see Agency and Shared Governance Policies

and Procedures Section for details)
< Annual Meeting/Election of Council Members/Officers Procedures
< Annual Meeting Report (see 2017 Annual Meeting Program Book Page 10)

4. AGENCY AND SHARED GOVERNANCE POLICIES AND PROCEDURES
< Personnel Policies and Procedures (Table of Contents)
< Background Screening Policy
< Hiring Policy
< Termination Policy
< Grievance Policy
< Internal Dispute Policy
< Code of Business Conduct
< Driving Policy 145
< Driving Policy 150
< Private and Agency Vehicle Authorizations



< Fiscal Policies and Procedures (Table of Contents)
< Code of Conduct
< Purchasing and Procurement
< Business Travel Expenses and Reimbursement
< Advisory, Policy Committee & Policy Council Handbook
< Robert Rules of Order
< CSBG Tripartite Board Regulations
< Public Relations Policy
< Head Start Program Governance Performance Standards
< Head Start Act 
< CSBG Governance Organizational Standards
< Risk Management Assessment Checklist

5. PROGRAMS AND SERVICES
• Community Needs Assessment
• Programs/Services Directory
• Programs/Services Delivery (see 2017 Annual Meeting Program Book Pages 12-15)
• Agency Five-Year Strategic Plan

6. FINANCE/FUNDRAISING
• IRS Determination Letter
• Certificate of Tax Exemption
• Certificate of Status
• Solicitation of Contribution Registration
• Donations and Sponsorships (see 2017 Annual Meeting Program Book Pages 18)
• Advisory Council Fundraising Activities (sample)
• Employee Contributions
• Audited Financials
• IRS Form 990
• Funding Sources
• Operating Budget
• Banking Institutions

7. COMMUNITY AND PUBLIC RELATIONS
• See Marketing Packet (under separate cover)

8. PROPOSED SHARED GOVERNANCE TASK AND TIMELINES
• Board of Directors 
• Head Start/Early Head Start Policy Council
• Advisory Councils 

9. CALENDAR/SPECIAL EVENTS
• Agency Holiday Schedule
• Shared Governance Meetings/Events

10. OTHER INFORMATION
• Sunshine Law Q&A (Public Record Request Policy)
• Board & Administrator Newsletter
• Training & Professional Development Opportunities
• Local, State, Regional & National Memberships
• Proclamations and Official Greetings (see 2017 Annual Meeting Program Book pages 1-5)



HISTORY OF AGENCY

History and Facts about the Agency
• Mission and Purpose
• Articles of Incorporation



FACTS ABOUT THE AGENCY 
  

The Agricultural and Labor Program, Inc. (ALPI) is a private, nonprofit, community-based 
organization chartered by the State of Florida to provide assistance and services to the migrant 
and seasonal farm workers’ population, the rural poor, and disenfranchised throughout the 
state.  The program is designed to promote involvement of the poor in the decision-making 
process that affects their lives. 

In the Spring of 1977, a new headquarters office of The Agricultural and Labor Program, Inc. 
was dedicated in a ribbon cutting ceremony near Winter Haven, Florida. The occasion pointed 
up a significant milestone for the Agricultural Labor Project which the Coca-Cola Company 
Foods Division established in 1968 to raise the quality of life for farm workers in its Florida citrus 
operations.  Now restructured as an incorporated entity, The Agricultural and Labor Program, 
Inc. is well into an extended program reaching beyond the employees of Coca-Cola. 

 

ALPI's programs are based on five underlying principles that guide its activities.  They are as 
follows: 

1.  Involvement of People:  Programs will be effective only to the extent that they fully involve  workers 
themselves in determining solutions to their own problems thereby creating their own destiny. 

2.   Emphasis on long-term Accomplishments Rather Than Promises:  The emphasis of the 
programs must be on accomplishments rather than promises. 

3.  Assurance of Economic Viability:  The programs will be truly successful only when their economic 
base is viable, self - sustaining, and self-expanding. 

4.   Emphasis on self-help:  Programs will emphasize the self-help potentials that exist within all 
individuals. 

5.   A Sound Integrated Total Systems Approach:  The complexities of the problems confronted in the 
projects call  for systematic, sustained, and fully integrated approaches to bring about social change. 

The  organization,  as  mandated  by  the  Guiding  Principles,  designs  and  seeks  funding  for  programs  that  are 

addressed to the following areas: 

Social Services, Employment and Training, Child Development, Housing, Community Awareness, Energy, 

Education, Health Education, Information and Referral, Nutrition and Economic Development 

In the years since the project was originally  founded by Coca‐Cola, The Agricultural and Labor Program,  Inc. has 

continued  to grow and  to expand agency efforts  to assist  those persons  that  the organization was chartered  to 

serve.  This effort is continuous and will exist as long as there are persons needing service. 

For this reason, The Agricultural and Labor Program, Inc. will always be known as "A 
Project in Progress." 
  



 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

In the forty plus years since our humble beginnings, the Agricultural and Labor Program has 
grown to be the most wide reaching aid organization in the state of Florida.  We continue to 
commit ourselves to bridging social and economic gaps through public service and the creation 
of opportunity where there was none before.   

  

 

























ORGANIZATION STRUCTURES 

• Governance and Agencywide Management Structure
• Shared Governance Structure
• Board of Directors’ Roster
• Regional Advisory Council Rosters
• Head Start/Early Head Start Policy Council Roster
• Management Directory



ORGANIZATION STRUCTURE AT‐A‐GLANCE 

The  Agricultural  and  Labor  Program,  Inc.'s.  capacity  to  establish  and  maintain  effective  oversight  of  program 
operations and accountability  for  federal  funds  starts with  the Board  of Directors who  continues  to demonstrate a 
strong  foundation of  leaderships at the national, state and  local  levels. Moreover,  the Board of Directors are  legally 
and fiscally responsible and  continue  to demonstrate  its  effective oversight of quality  services  for  the children and 
families  for making  decisions  related  to  program  design  and  implementation;  under  the  leadership  of  the  Chief 
Executive Officer who  is  responsible for  leading the organization and  its staff  in pursuit of  the goals  and objectives 
established  by  the  Board  in  the  organization’s  Strategic  Plan  and  annual  operating  plan.  The  following  chart 
represents  ALPI’s  Governance  and Agency– Wide Management Organizational  Structure. 

 

 



SHARED GOVERNANCE STRUCTURE AT‐A‐GLANCE 

 
BOARD OF DIRECTORS 

The Agricultural and Labor Program,  Inc.  (ALPI)  is a non‐profit Organization that  is governed by 
an  18  (voting)  member  board  of  Directors.  The  ALPI  Board  membership  consists  of 
representatives  from  the  Regional Advisory  Councils,  the  Head  Start  Policy  Council  and  the 
community at  large. ALPI is governed in accordance with its established By‐laws, which include 
the function and purpose of the Councils. 

The Board of Directors  composition consists of not less  than nine (9) or more than twenty‐four 
(24)  voting  members.  The  Board  membership,  in  accordance  with  the  CSBG  Tripartite 
Requirement,  is equally divisible by three (3) at all times. All Board members eligible to vote will 
be identified by one of three designations. These are: (1) Elected public officials; (2) Low income 
community  representatives; and (3) Local business leaders/others. 

 
 

 



HEAD START/EHS POLICY COUNCIL 

The Head Start/EHS Policy Council is responsible for the direction of the Head Start program 

under the supervision and oversight of the ALPI Board of Directors, including the Head 

Start/Early Head Start program design and operation, and long- and short-term planning goals 

and objectives, taking into account the annual communitywide strategic planning and needs 

assessment and self-assessment.  

The Policy Council composition consists of 78% of parents whose children are currently enrolled 

in the Early Head Start Program; and 22% of Community Social Services agencies.  Contracted 

Child Care Partners agree deliver parent involvement and community    services, which include 

establishing and maintaining an Early Head Start Parent Committee.   

ADVISORY COUNCILS 

Advisory Councils to the organization serve important functions, they are vital to the success of 

the organization.  Councils: (1) are good will ambassadors, (2) are knowledgeable about the 

missions of the organization, (3) support the organization, (4) are vital communication links to 

the communities that the organization serve, and (5) seek at all times to follow the rules 

designed by the organization.   

Unlike the Policy Council and Policy Committee who are decision makers, the advisory councils 

do not make decisions for the organization.  They advise decision-makers who may use the 

advice given them in making decisions for the organization.   

SHARED GOVERNANCE STRUCTURE AT-A-GLANCE 



                                                       THE AGRICULTURAL AND LABOR PROGRAM, INC. 
                                             2017‐2018 

                                               BOARD OF DIRECTORS 
                                                      MEMBERSHIP ROSTER 

 
Sector:  Public  

Name/Current Position on Board 
Representation  
Designation/County 
Employer/Position 

Mailing Address (no P.O. Boxes) 
E‐Mail Address 

Telephone #=s 
Home: 
Office: 
Cell:

Date when 
originally 
seated on 
board

Date when 
seated for 
current term 

Total # of 
years 
served on 
board

Expiration 
Date of 
current term 

 
Josephine Howard, Secretary 
Commissioner Roy Tyler ‐ City of Haines City  
Citizen Designee (Polk County) 
Polk County School Board/Retired Principal 

2711 Orchid Drive 
Haines City, FL  33844 
Jolizhow13@yahoo.com 

H: (863) 422‐0875 
O: N/A 
C: (863) 221‐2644 

 
January 1988 

 
January 2017 

 
29 

 
January 2019 

 
Dorothy Curry, Member 
Commissioner Velma Williams – City of Sanford 
Citizen Designee (Seminole County) 
UNITE/Retired Union Business Representative 

2203 W. 13th   Street 
Sanford, FL  32771 
N/A 

H: (407)323‐2099 
O: N/A 
C: N/A 

 
June 2009 

 
January 2016 

 
8 

 
January 2018 

 
Kim Johnson, Member 
Mayor Linda Hudson ‐ City of Ft. Pierce  
Citizen Designee (St. Lucie County) 
Self Employed/Motivational Speaker 

 
4888 Kings Hwy 
Fort Pierce, FL 34951 
Kimjohnson.slc@gmail.com 

 
H: 
O: 
C: (321) 662‐6536 

February 2016  January 2017  1 
 

January 2019 

 
Marjorie Gaskin, Treasurer 
Commissioner Rufus Alexander ‐ City of Ft. Pierce 
Citizen Designee (St. Lucie County) 
City of Ft. Pierce/Retired IT Director 

1511 N. 21
st  
Street  

Ft. Pierce, FL  34950  
mbgaskin2@gmail.com 

H: (772) 464‐0243 
C: (772) 475‐3194 

January 1982  January 2016  35  January 2018 

 
Lester Roberts, Member 
Deputy Mayor Brenda Gray – City of Avon Park 
Citizen Designee (Highlands County) 
US Government/Retired Postal Worker 

1002 S. Waldron Avenue 
Avon Park, FL  33825 
lesterarob06@yahoo.com 

H:N/A 
O:N/A 
C: (863) 257‐4164 

 
January 1995 

 
January 2016 

 
22 

 
January 2018 

 
Kimberly Ross, Member 
Commissioner Emma Byrd –Hendry BoCC 
Citizen Designee (Hendry County) 
Hanley Center Foundation/Social Worker 

P.O. Box 1214 
Clewiston, FL  33440 
rosssixnine@netzero.com 

H:  
O:  
C:  (863)233‐6500 

 
June 2015 

 
January 2017 

 
2 

 
January 2019 

 
Samuel Thomas, Member 
Glades County BoCC 
Citizen Designee (Glades County) 
Glades County School Board/Educator 
 

 
P.O. Box 518 
Moore Haven, FL  33471 
anthonythomas2k2@gmail.com 

 
H: (239)738‐0827 
O:  
C: (863) 983‐1530 

 
January 2017 

 
January 2017 

 
 
<1 

 
January 2019 



 
Sector: Private 

Name/Current Position on Board 
Representation  
Designation (County) 
Employer/Position 

Mailing Address (no P.O. Boxes) 
 E‐Mail Address 

Telephone #=s 
Home: 
Office: 
Cell: 

Date when 
originally 
seated on 
board 

Date when 
seated for 
current term 

Total # of 
years 
served on 
board 

Expiration 
Date of 
current term 

 
Patricia Gamble, Member 
CGWT Outreach Resource Center 

   Organization Designee (Polk County) 
Department of Revenue/Tax Specialist I 

1020 Anderson Avenue 
Lakeland, FL  33805 
gambpt@aol.com 

H: (863)603‐8852 
O: (863) 284‐4245 
C: (863) 838‐5111 

 
January 2001 

 
January 2017 

 
16 

 
January 2019 

 
Vernon McQueen, Member 
Duke Energy Florida  
Company Designee (Seminole County) 
Duke Energy/Program Manager 

804 E. 14th Street  
Sanford, FL  32771 
vmcqueen@hotmail.com 

H: (407) 321‐6950 
O: (407) 942‐9661 
C:  (321) 262‐6564 

 
January 1999 

 
January 2017 

 
18 

 
January 2019 

 
Katie Clarke, Member 
Lakeview Park Homeowner Association 
Organization Designee (Polk County) 
Sprint Telecommunications/Retired Customer Service 

37 Banneker Lane 
Frostproof, FL  33843 
N/A 

H: (863) 635‐4928 
O: N/A 
C: (863) 605‐1330 

 
January 2004 

 
January 2016 

 
13 

 
January 2018 

 
Glenda Jones, Member 
Winter Haven Neighborhood Service Center 
Organization Designee  (Polk County) 
Winter Haven Hospital/Executive Director 

608 Avenue S, NE 
Winter Haven, FL  33881 
nsc1glenda@netscape.net 

H: (863) 294‐5860 
O: (863) 294‐5860 
C: N/A 

 
January 2012 

 
January 2016 

 
5 

 
January 2018 

 
Stacy Campbell‐Domineck, Member 
CareerSource Polk 
Company Designee (Polk County) 
CareerSource Polk/Chief Executive Officer 

600 N. Broadway, Suite B 
Bartow, FL  33830 
stacy.campbell‐
domineck@careersourcepolk.com 

H: (863) 899‐6597 
O: (863) 508‐1600 
C: 

 
February 2016

 
January 2017 

 
1 

 
January 2019 

 
David Walker, Vice‐Chairperson  
Law Office of David Walker, PA 
Company Designee (Martin County) 
Law Office of David Walker, PA/Attorney 

10 SE Central Parkway, Ste 225 
Stuart, FL  34994 
davidwalkerlaw@aol.com 

H: (772) 286‐1469 
O: (772) 286‐8686 
C: (772) 708‐6632 

 
January 2001 

 
January 2017 

 
16 

 
January 2019 

 
Chester McNorton, Member 
ATEC Advisory Council 
Advisory Council Designee (Volusia County) 
Training Initiative, Inc./Workshop Presenter 

 
644 Magnolia Avenue  
Daytona Beach, FL  32114 
chestermcnorton@yahoo.com 

H: N/A 
O: (386) 740‐3242 
C: (386) 341‐7586 

 
January 2007 

 
January 2017 

 
10 

 
January 2019 

 
 
 
 
 

 



Sector:  Low Income  
 

Name/Current Position on Board 
Representation  
Designation/County 
Employer/Position 

Mailing Address (no P.O. Boxes) E‐
Mail Address 

Telephone #=s 
Home: 
Office: 
Cell: 

Date when 
originally 
seated on 
board 

Date when 
seated for 
current term 

Total # of 
years 
served 
on board 

Expiration 
Date of 
current term 

 
William Holt – Board  Chairperson 
Eastern Region Advisory Council 
Advisory Council Designee (Indian River Co.) 
Helseth Financial/Retired Mortgage Banker  

 
4129 57th Avenue 
Vero Beach, FL  32967 
1946holt@gmail.com 

H: (772) 562‐8377 
O: N/A 
C: (772) 538‐4280 

 
January 1990 

 
January 2017 

 
27 

 
January 2019 

 
Annie Robinson, Member 
Southern Region Advisory Council 
Advisory Council Designee (Polk County) 
East Coast Migrant Head Start/Center Manager 

 
748 Hunt Street 
Lake Wales, FL  33853 
mrsrob1@yahoo.com 

H: (863) 676‐4008 
O: (863) 285‐8210 
C:  (863) 232‐8899 

 
January 2014 

 
January 2016 

 
3 

 
January 2018 

 
VACANT, Member 
Southern Region Advisory Council 
Advisory Council Designee (Glades County) 

 
           

JANUARY 2019 

 
Marva Hawkins, Member 
Northern Region Advisory Council 
Advisory Council Designee (Seminole County) 
Sanford Herald/Retired Columnist 

 
1004 W. 13th Street  
Sanford, FL  32772 
marvahawkins@earthlink.net 

H: (407) 322‐5418 
O: N/A 
C: (407) 416‐4234 

 
January 1984 

 
January 2017 

 
33 

 
January 2019 

 
Corey Williams, Member 
Head Start/Early Head Start Policy Council 
HS/EHS Policy Council Designee (St. Lucie County) 
Gold’s Gym/Assistant Manager‐Personal Trainer 

 
7700 Pine Lakes Blvd, #7495 
Port St. Lucie, FL  34952   
wllmscorey@yahoo.com                    

H: (772) 467‐4500 
O: 
C: (954) 607‐9471 

 
 
 November 2016

 
 
November 2016 

 
<1 

 
October 2017 

 
Ruby Willix, Member 
Central Region Advisory Council 
Advisory Council Designee (Polk County) 
State of Florida/Retired Clerical Supervisor 

 
2876 Dudley Drive  
Bartow, FL 33830 
rubywillix@comcast.net 
 

H: (863) 537‐6677 
O: N/A 
C: (863) 207‐1822 

 
January 2008 

 
January 2016 

 
9 

 
January 2018 

 
LaVita Holmes, Member 
Southern Region Advisory Council 
Advisory Council Designee (Hendry County) 
Kwik Release Bail Bonds/Bail Bonds Agent 

 
901 Florida Avenue 
Clewiston, FL  33440 
kwikrelease863@gmail.com 
 

H: (863) 288‐2076 
O: (863) 983‐9900 
C: N/A 

 
June 2015 

 
January 2017 

 
 
2 

 
January 2019 

 
 

Date of Last Revision:  February 2017    



 
 
 

CENTRAL REGION ADVISORY COUNCIL 
MEMBERSHIP ROSTER 

2016‐2017   
   

 
Glenda Jones, Chairperson 
PO Box 3311 
Winter Haven, FL 33881 
Hm: 863/294‐5860 
Wk: 863/294‐5860 
nsc1glenda@netscape.net 
Term: 2015‐2018 

 
 

 
Dorothy Spencer, Vice Chairperson 
602 N Brunnell Pkwy 
Lakeland, FL 33815 
Hm: 863/688‐1906 
jerihaynes@aol.com 
Term: 2015‐2018 
 

 
 
Josephine Howard, Secretary 
2711 Orchid Drive 
Haines City, FL 33844 
Hm: 863/422‐0875 
Cell: 863/221‐2644 
jolizhow13@yahoo.com 
Term: 2016‐2019 
 
 
Patricia Gamble, Treasurer 
P.O. Box 90942 
Lakeland, FL  33805 
Hm: 863/603‐8853 
Wk: 863/284‐4245 
Cell: 863/838‐5111 
gambpt@aol.com 
Term: 2016‐2019 
 
 
Hollis Jackson, Parliamentarian 
2414 Mary Jewett Circle N.E.  
Winter Haven, FL 33881 
Hm: 863‐294‐7514 
Term: 2015‐2018 

 
 
Louvenia Crumity 
101 Avenue V., N.W. 
Winter Haven, FL 33881 
Hm: 863/293‐2981 
Term: 2016‐2019 
 
 
 
Earnestine Davis 
3079 Buckeye Point Drive 
Winter Haven, FL 33881 
Hm: 863/268‐6011 
Term: 2016‐2019 

 

 
Clora Dubose 
315 Avenue P, N.E. 
Winter Haven, FL 33881 
Hm: 863/294‐4630 
Term: 2014‐2017 

 
 

 
 
 
Annie Larkins 
P.O. Box 4044 
Winter Haven, FL 33885 
Hm: 863/294‐1493 
annielarkins44@verizon.net 
Term: 2014‐ 2017 
 
 
 
Johnnie McNair 
2872 Barton Place 
Bartow, FL 33850 
Hm: 863/533‐8230 
Cell: 863/860‐6151 
jsugarmac1@hotmail.com 
Term: 2014 ‐ 2017 
 
 
Doris Parker 
187 Rebecca Drive 
Winter Haven, FL 33881 
Hm: 863/875‐8765 
Term: 2015‐2018 
 
 
 
 
 
Jacqueline Rentz 
1004 Wildwood East 
Lakeland, FL 33805 
Hm: 863/665‐3131 
Term: 2015‐2018 
 
 
Helen Rowe 
1400 Old Bartow/Eagle Lake Rd # 4113 
Bartow, FL 33831 
Cell: 863/595‐6501 
godslove31601@yahoo.com 
Term: 2014‐2017 
 
 
Elizabeth Scaife 
2462 6th Street, N.E. 
Winter Haven, FL 33881 
Hm: (863) 294‐6522 
Term: 2014 ‐ 2017 
 

 
Margaree B. Simon 
1030 West Tee Circle 
Bartow, Florida 33830 
Hm: 863/533‐7872 
Cell: 863/512‐2453 
Margaree3@yahoo.com 
Term: 2015‐2018 
 
 
 
Ruby Willix** 
2876 Dudley Drive 
Bartow, FL 33830 
Hm: 863/537‐6292 
Cell: 863/207‐1822 
rubywillix@comcast.net 
Term: 2015‐2018 
 
 
Patricia Salary 
2301 S. Swan Court, NE 
Winter Haven, FL  33881 
Hm: 863/294‐3337 
Cell: 863/514‐7403 
asalary1@verizon.net 
Term: 2014‐2017 
 
 
 
VACANCIES ‐ 1 
Term: 2014‐2017 
 
 
VACANCIES ‐ 2 
Term: 2015‐2018 
 
 
 
VACANIES ‐ 4 
Term: 2016‐2019 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

** 2016‐2018 Board Rep 
 

         Eff. 10/2016 



**Board of Directors Term 2015‐2017 
 

 
 

EASTERN REGION ADVISORY COUNCIL 
MEMBERSHIP ROSTER 

2016‐2017 
Revised 10/26/16 

 
**William Holt, Chairperson    Constance Griffin, Vice Chairperson    Gena Spivey, Treasurer 
4129 57th Avenue      3500 Avenue S          2310 SE Shelter Drive 
Vero Beach, FL 32967      Fort Pierce, FL 34947        Port St. Lucie, FL 34952 
Home: 772‐562‐8377      Home: 772‐467‐8872        Home: 772‐398‐0656 
Cell: 772‐538‐4280      Cell: 772‐882‐1552        Cell:  772‐360‐8840 
1946holt@gmail.com      constance.griff@flhealth.gov       genaspivey@att.net   
Term: 2016‐2019      cvgriffin62@gmail.com        Term: 2015‐2018 
           Term: 2014‐2017                 
 
Marjorie Gaskin, Secretary    Frances Cooper         Debra Williams 
1511 N 21st Street      2606 Atlantic Avenue        513 N 15th St 
Fort Pierce, FL 34950      Fort Pierce, FL 34947        Ft. Pierce, FL 34950 
Home: 772‐464‐0243      Home: 772‐464‐2868        Home: 772‐460‐9896 
Cell: 772‐475‐3194, 772‐940‐9365  Cell: 772‐353‐8554        Cell:  772‐519‐8017 
mbgaskin2@gmail.com      clarkecf960@bellsouth.net      dmwjbw58@gmail.com 
Term: 2015‐2018      Term 2016‐2019        Term 2016‐2019 
               
         
Katherine Sims        Angela Jules          Margaret Porter 
5809 NW Gillespie Ave      P.O. Box 1084          1905 N 41st Street 
Port St. Lucie, FL 34986      Fort Pierce, FL 34950        Fort Pierce, FL 34947 
Cell: 772‐985‐5791      Cell: 772‐708‐8828        Home: 772‐461‐6422 
Term:  2015‐2018      angelajules66@hotmail.com      Cell: 772‐332‐2007 
          Term 2015‐2018        porter.margaret@ymail.com 
                      Term: 2015‐2018 
 
Bobby Byrd, Parliamentarian    Fannie Moore          Tiffany Wilder       
795 Bentcreek Drive      P.O. Box 1004          318 N 13th St 
Fort Pierce, FL 34947      Port Salerno, FL 34992        Fort Pierce, FL 34950 
Work: 772‐221‐2300      Work: 772‐209‐2093        Cell: 772‐882‐0163 
Cell: 772‐215‐8259      Cell:            Email: twbeauty23@gmail.com 
bobbyb.5876@gmail.com    Email:       
Term: 2014‐2017      Term: 2016‐2019        Term: 2016‐2019     
 
 
Beverly Richardson      Betty Bradwell          Mercadez Estime‐Connelly 
3400 Ave. S        2905 Kingsley Dr        5220 Pinetree Drive 
Fort Pierce, FL 34950      Fort Pierce, FL 34946        Fort Pierce, FL 34982 
Home:  772‐595‐0616      Cell:  772‐882‐2676        Home: 772‐742‐8197 
Cell: 772‐801‐4268      bjbradwell52@gmail.com       Cell:  772‐882‐1062 
beverlyrichardson772@gmail.com               sweet.mercadez@yahoo.com 
Term:  2016‐2019      Term:  2015‐2018        Term:  2014‐2017 
                
 
Vacant          Vacant            Vacant 
Term: 2014‐2017      Term: 2014‐2017        Term 2014‐2017 
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DONALD TILLMAN, CHAIRPERSON        YVONNE GREY   
930 Saint George Street          222 Tuskegee Avenue 
Orlando, FL  32805          Sanford, FL 32771 
Work: (407)905‐3710 ext. 2301        Home: (407) 322‐8715 
Cell: (407) 924‐1950          Cell: (407) 322‐5461 
donaldtillman@ymail.com         yvonnegrey@bellsouth.net 
Term: 2015‐2018           Term: 2014‐2017 
 
CONSTANCE ANDERSON,          EVELYN SEABROOK 
SECRETARY/CO‐CHAIR SPECIAL EVENTS COMMITTEE   CO‐CHAIR SPECIAL EVENTS COMMITTEE 
2480 Crawford Drive          2506 Carmel Lane 
Sanford, FL 32771          Eustis, FL 32726 
Home: (407)323‐5475          Home: (352) 589‐9704 
Cell: (407) 314‐9324          Cell: (352) 267‐2168 
Constanceanderson1951@gmail.com      evelynseabrook@hotmail.com  
Term: 2015‐2018           Term: 2014‐2017 
 
MARVA HAWKINS, TREASURER**         
P O BOX 492            CHARLES HARRIS, JR.         
Sanford, FL 32772          6607 Old Hwy 441 South 
Home: (407)322‐5418          Mt. Dora, FL 32757 
Cell: (407) 416‐4234          Home: (352) 383‐5867   
marvayhawkins@yahoo.com        Cell: (352) 223‐7683 
Term: 2015‐2018           Term: 2014‐2017 
 
SHELIA DIXON, Asst. SECRETARY        CHESTER McNORTON, VICE CHAIR PERSON 
PO Box 200            Center of Business Excellence 
Sanford FL 32772           846 Saxon Blvd. 
Home: (407) 330‐2876                        Orange City, FL 32763 
Cell: (407) 314‐1067          Office: (386) 740‐3232 
dixons@seminolestate.edu                                                               Cell:  (386) 341‐7586 
Term: 2014‐2017           Term: 2015‐2018 
 
DOROTHY CURRY          DAVID RUCKER 
P O Box 2935            4557 Frisco Circle 
Sanford, FL 32772          Orlando, FL 32808 
Home: (407) 323‐2099          Home: (407) 299‐7672   
Cell: (407) 314‐8343          Cell: (407) 247‐8876 
Term: 2014‐2017           freedman7@bellsouth.net  
              Term:  2015‐2018 
 
 
NEREIDA JACKSON, Parliamentarian      PATRICIA H. JAMES 
Center of Business Excellence        PO BOX 9825 
846 Saxon Road            Daytona Beach, FL 32120 
Orange City, FL 32763          (No phone number) 
Home: (973) 819‐9215          Term: 2015‐2019 
Term: 2015‐2018 
 
 
 

**ALPI Board Representative 



  The Agricultural and Labor Program, Inc. 
2017 Southern Region Advisory Membership Roster 

 
 
Terry Wellington, Chairperson 
247 Hopson  Road 
Frostproof, FL   33843 
(863) 257‐1950 Cell 
E‐Mail:  sue195221@yahoo.com 
Term:  2016‐2019 
 
Kimberly R. Ross, Vice‐Chair 
P. O. Box 1214 
Clewiston, FL   33440 
(863) 233‐6500 
E‐Mail: rosssixnine@netzero.net 
Term:  2015‐2018 
 
**Annie Robinson, Secretary 
748 Hunt Street 
Lake Wales, FL  33853 
(863) 676‐4008  Home 
(863) 285‐8210   Cell 
(863) 232‐8899  Work 
E‐Mail:  mrserob1@yahoo.com 
arobinson@ecmhsp.org 
Term:  2015‐2018 
 
Noemi Cruz, Treasurer 
P. O. Box 292 
Frostproof, FL   33843 
(863) 635‐1686   Home 
(561)441‐3562   Cell 
E‐Mail: noemiyijulio@yahoo.com 
Term:  2014‐2017 
 
John Ash 
13 7th Street S. W.  
Ft. Meade, FL   33841 
(863) 7122‐3099   Cell 
(863) 285‐8569   Home 
Term:  2015‐2018 
 
Keith Brown 
13104 Quails Bluff Circle 
Lake Wales, FL   33853 
(407) 558‐1515 
Term:  2014‐2017 
 
 
Katie Clarke 
37 Banneker Lane 
Frostproof, FL   33843 
(863) 635‐4928  Home 
(863) 605‐1330 Cell 
Term:  2014‐2017 
 
 
 

 
 
Minister Kelly Paul Galati 
P. O. Box 1221 
Frostproof, FL   33843 
(863) 605‐0403 Home 
(863) 635‐4500 Work 
Term:  2015‐2018 
 
Ruth A. Gay 
P. O. Box 691 
Frostproof, FL   33843 
(863) 837‐8827 
E‐Mail:  JG1400@Nova.Edu 
Term:  2015‐2018 
 
Barbara Grace     
905 Entrance Rd. 
Avon Park, FL   33825 
(863) 452‐4627   Home 
(305) 562‐4425 
E‐Mail: akagrace@bellsouth.net 
Term:  2016‐2019 
 
Rosa Hampton 
506 Palmetto Ave. 
Frostproof, FL   33843 
(863) 738‐0121 
E‐Mail: rhampton54@yahoo.com 
Term:  2016‐2019 
 
La Vita A. Holmes 
901 Florida Avenue 
Clewiston, FL   33440 
(863) 228‐2076 Home 
(863) 983‐9900 Work 
Kwikrelease863@gmail.com 
Term:  2016‐2019   
 
Annette Jones 
2940 Buckingham Rd. 
Avon Park, FL  33825 
(863) 452‐6883 Home 
(863) 773‐3435 Work 
(863) 443‐0269 Cell 
E‐Mail: annettejon@gmail.com 
Term:  2014‐2017 
 
 
N’Kosi Jones 
P. O. Box 1053 
Bartow, FL   33831 
(850) 207‐2808 
Term:  2014‐2017 
jones_nkosi@yahoo.com 
 
 

 
 
Bernice Lopez 
P. O. Box 884 
Frostproof, FL   33884 
(863) 528‐6527 Home 
E‐Mail: LopezBernice1107@gmasil.com 
Term:  2015‐2018 
 
Emma Malcolm 
P. O. Box 723 
Frostproof, FL   33843 
(863) 528‐6847 Cell 
Term:  2016‐2019 
 
Tracy Maloy 
2959 W. Gordon Road 
Avon Park, FL   33825 
(863) 257‐2412 Home 
E‐Mail: Williamtracy@embarqmail.com 
Term:  2014‐2017 
 
Pamela Moxley 
2000 Rhodes Rd. N. 
Haines City, FL   33844 
(863) 585‐6131 Cell 
(863)  439‐0864 Work 
(863)  852‐3012 Home 
E‐Mail:  mom2002@msn.com                         
moxley 7@icloud.com   
Term:   2013‐2016 
 
Lester Roberts 
1002 S. Waldron Ave 
Avon Park, FL   33825 
(863) 257‐4164 Home 
Term:  2014‐2017 
 
Beverly Sloan 
453 Hopson Rd. 
Frostproof, FL   33843 
(863) 546‐6114 Home 
Term:  2016‐2019 
 
 
VACANT 
Term: 2015 – 2018 
Term: 2015 – 2018 
 
VACANT 
Term:  2016 – 2019 
Term:  2016 ‐‐ 2019 

 
 
 
** 2016‐2018 Board Representative 



11/2016 
 

 
The Agricultural and Labor Program, Inc. 
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REPRESENTATIVES 
 
Corey Breon Williams 
7700 Pine Lakes Blvd., Apt. #7495 
Port St. Lucie, FL 34952 
(772) 467‐4500 & (954) 607‐9471 
Child Development & Family Services 
CHAIRPERSON & 
PC BOARD REPRESENTATIVE 

 
Rhonda Boston 
919 South  25th Street,  Apt. B9‐201 
Fort Pierce, FL 34947 
(772) 940‐3687 
Garden Terrace Head Start 
ASSISTANT SECRETARY 

Brittney Thomas 
3003 Kingsley Drive 
Fort Pierce, FL 34946 
(772) 464‐5262 & (772) 828‐8883 
Lincoln Park Head Start 

 
Cynthia Penton 
206 Essex Drive 
Fort Pierce, FL 34946 
(772) 353‐8161 
Queen Townsend HS Center II 

 
Haydian Allen 
5082 NW Rugby Drive 
Port St. Lucie, FL 34983 
(772) 475‐6089 & (772) 343‐8568 
Child Development & Family Services 

 
Nijonia Patterson 
202 Calypso Drive 
Fort Pierce, FL 34947 
(772) 626‐8697 
Garden Terrace Head Start 
VICE‐CHAIRPERSON 

Nicole Sikes 
303 South 29th Street 
Fort Pierce, FL 34947 
(772) 647‐0352 
Lincoln Park Head Start  

 
Raquel Garcia 
5605 Shannon Drive 
Fort Pierce, FL 34951 
(772) 647‐1430 
Queen Townsend HS Center II 

 
Tychus Doe 
2204 North 53rd Street 
Fort Pierce, FL 34946 
(772) 559‐8505 
George W. Truitt Family Services 

SECRETARY 

 
Samantha Lindsay 
904 North 23rd Street 
Fort Pierce, FL 34950 
(772) 626‐7955 
George W. Truitt Family Services 

Jasmin Canion 
2903 Avenue J, Apt. B 
Fort Pierce, FL 34947 
(772) 801‐4003 
Loving Care Child Development 

 
Danielle Parrish 
2505 Donald Avenue 
Fort Pierce, FL 34946 
(772) 267‐1084 
Francina Duval Head Start 

 
Donna Gibson 
Parent Academy of St. Lucie County 
2940 South US 1, Suite C‐12 
Fort Pierce, FL 34982 
Telephone:  (772) 466‐0523 
Community Representative 

 
Juan Rushing 
46 Queens Ct. 
Frostproof, FL 33843 
(863) 344‐1026 
(863) 256‐2483 
Frostproof Child Development 

Melissa Boatwright 
1655 N. 29th Street 
Fort Pierce, FL 34947 
(772) 828‐8938 
 
Learning Tree Academy 

 
Crystal Mike 
Former Parent 
122 SW Glenwood Drive  
Port St. Lucie, FL 34984 
Telephone: (772) 519‐4119    
Community Representative 

 
Josephine Howard 
2711 Orchid Drive 
Haines City, FL 33844 
(863) 422‐0875 
(863) 221‐2644 
Board Representative to the PC 
Community Representative 

 
Dr. Lisa Griffth 
Program Director for Nutrition and 
Dietetic, Keiser University 
10330 S. Federal Highway 
Port St. Lucie, FL 34952 
Telephone: (888) 534‐7379 
Community Representative 

Karen Bailey 
Help Me Grow Coordinator  
211 HelpLine 
P.O. Box 3588  
Lantana, FL 33465 
Telephone: (772) 217‐0386 
Community Representative 

 
 

ALTERNATES 
 
Marisa Paige Knyshka 
412 NW Sherbrooke Ave.  
Port St. Lucie, FL 34983 
(772) 530‐9935 
Child Development & Family Services 

 
Kim Kleckley 
2801 Avenue L, Apt. 34 
Fort Pierce, FL 34947 
(772) 801‐7250 
Garden Terrace Head Start 

Toni Morgan 
3104 Avenue I, Apt. B 
Fort Pierce, FL 34947 
(772) 267‐7221& (772) 323‐7153 
Lincoln Park Head Start 

 
Magnolia Washington 
1205 North 27th Street 
Fort Pierce, FL 34947 
(772) 626‐5600 
Queen Townsend HS Center II 

 
Jacqueline Castaneda 
850 SW Goodrich St.  
Port St. Lucie, FL 34983 
(954) 655‐1439 
Child Development & Family Services 

 
Jasmine Prtchett 
2801 Avenue L, Apt. 36 
Fort Pierce, FL 34947 
(772) 940‐7411 
Garden Terrace Head Start 

Zulma Rosario 
318 North 19th Street 
Fort Pierce, FL 34950 
(772) 828‐7073 
Lincoln Park Head Start  

 
Roshanda Porter 
2703 Avenue H 
Fort Pierce, FL 34947 
(305) 896‐1683 
Queen Townsend HS Center II  

 
Satorial Calhoun  
1655 North 29th Street #901 
Fort Pierce, FL 34947 
(772) 267‐5774 
George W. Truitt Family Services 

 
Sharee Harris 
3401 South 7th Street 
Fort Pierce, FL 34982 
(772) 465‐9135 & (772) 882‐0401 
George W. Truitt Family Services 

Guilene Timothies 
7502 Deland Avenue 
Fort Pierce, FL 34957 
(772) 940‐8739 
Loving Care Child Development 

 
Antonia Jackson 
2155 SW Azure Avenue 
Port St. Lucie, FL 34953 
(772) 212‐3159 
Francina Duval Head Start 

 
Bryuana Barnett 
39 Queens Ct.,  
Frostproof, FL 33843 
(863) 605‐9072 
Frostproof Child Development 

 
Viola Strowbridge‐Lloyd 
3002 Langston Drive 
Fort Pierce, FL 34950 
(772) 940‐4184 
Learning Tree Academy 

 

 



2016‐2017 MANAGEMENT DIRECTORY 

THE AGRICULTURAL AND LABOR PROGRAM, INC. 
CORPORATE OFFICE 
300 Lynchburg Road 

Lake Alfred, Florida 33850 
(863) 956‐3491 

(863) 956‐3357 Fax 

EXECUTIVE ADMINISTRATION 
Deloris Johnson, Chief Executive Officer 
Extension 206 ‐ djohnson@alpi.org 

ADMINISTRATION & OPERATIONS QUALITY CONTROL DEPARTMENTS 

Budget and Finance 
Dennis Gniewek, Interim Director 
(863)956‐3491 Ext.  210 
dgniewek@alpi.org

Human Resources 
Christine Samuel, Director 
(863) 956‐3491 Ext. 202 
csamuel@alpi.org

Operations & Quality Control 
Twila Smith, Director 
(863) 956‐3491 Ext. 204 
tsteward@alpi.org 

CHILD DEVELOPMENT AND FAMILY SERVICES DIVISION 
Elizabeth Young, Deputy Director 

300 Lynchburg Road 
Lake Alfred, FL 33850 
863/956‐3491 Ext. 215 

eyoung@alpi.org 

Program Operations ‐ St. Lucie County 
Myrna Rodriguez, Director 
Head Start/Early Head Start 
2202 Avenue Q 
Ft. Pierce, FL 34950 
(772) 466‐2631 Ext. 11; Fax (772) 464‐3035  
mrodriguez@alpi.org 

Program Operations ‐ Polk County 
Aletta Stroder, Director 
Head Start/Early Head Start 
701 Hopson Road 
Frostproof, FL 33843 
(863) 635‐3396 Ext. 25; Fax (863) 635‐1176 
astroder@alpi.org 

COMMUNITY & ECONOMIC DEVELOPMENT SERVICES DIVISION 
Al Miller, Deputy Director 

300 Lynchburg Road 
Lake Alfred, FL 33850 
863/956‐3491 Ext. 212 
amiller@alpi.org 

LIHEAP/Community Services 
Cheryl Burnham, Director 
(863) 956‐3491 Ext. 224 
cburnham@alpi.org 

CSBG/Economic Services 
Pa‐Houa Lee‐Yang, Director 
863/956‐3491 Ext. 218 
pyang@alpi.org 
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RECRUITMENT 

_______________________________________________________ 
 
325 RECRUITMENT 
 
I. Purpose 
 
 To assist management personnel in the proper discharge of their hiring responsibilities.  
 
II. Policy 
 
            To give equal opportunity to all job applicants and employees in compliance with current 
            laws and regulations 
 
III. Procedure 
 
 The guide below is intended to assist management in the recruitment and interview 
 process.  It provides “Do’s” and “Don’ts” for technical compliance. 
 
 A. Reference to race, skin color, religion, national origin, sex, same sex marriage,  
  sexual orientation, disability are prohibited in the conduct of recruitment and 
  interview processes. 
 
  1. DO NOT make references to race, skin color, religion, national origin, sex 
   same sex marriage, sexual orientation, disability in any of the following 
   circumstances: 
   
  a. Print, publish, announce or permit to be printed or published any 
   specification to job announcements or advertisement. 
 
  b. Inquiries which may indirectly request such information for 
   pre-employment purposes; 
 
  c. ALPI management or staff make any statements or take any action 
   on behalf of the agency which would tend to discourage persons 
   seeking employment, training or advancement, or the use  
   of facilities or privileges. 
 
  d. Refuse or fail to hire, promote, approve for training or apprenticeship 
   any qualified person for these reasons. 
 
  e. Differentiate among employees in setting terms, compensation,  
   conditions or privileges of employment. 
 
  f. Segregate, classify, or limit employees on these terms. 
 
  g. Retaliate against any person who has filed a complaint of discrimination 
   opposed any discriminatory practice or participated in any proceedings 
   under the law. 
 
  h. Establish any specifications or qualifications for employment which are 
   unrelated to the job and would tend to exclude qualified persons of a   
   particular group. 
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B.        OBSERVE THE FOLLOING PRACTICES: 
 
            1. Guide to successful recruitment and placement of staff 
  
 a.  The phrase “EOE/AA” will appear in all recruitment advertising. 
 
 b.  Conduct staff and employee conferences, as needed, to review 
   the requirements of law, Agency policy, and compliance procedures, 
   and to persuade them to give their full cooperation. 
 
 c.  Inform recruiting sources of the Agency’s desire to employ 
   qualified persons of all racial, religious and ethnic groups. 
 
 d.  Pass on all applications to the Human Resources Director for 
   certification of eligibility for position openings, 
 
C.         INTERVIEW TECHNIQUES 
 
             Interviewing techniques should be reviewed to I insure that every person who interviews 
             job applicants are thoroughly familiar with the law and what it means.  Make sure the  
             following permissible and non-permissible pre-employment questions are understood: 
 
             1. Illegal Pre-employment Inquiries: 
 
 DO NOT 
 
 a.  Ask “of what country are you a citizen”?  (You may ask to see a copy 
   of driver’s license) 
 
 b.  Inquire whether an applicant is married, single, divorced, engaged, 
   etc.  Number and age of children?  Any questions concerning pregnancy. 
 
 c.  Ask the sex of the applicant or any other inquiry which would indicate 
   sex.  Sex is not a bona fide occupational qualification.  Nor can sex 
   be used as a factor for determining if an applicant, male or female,  
   will be satisfied in a particular job. 
 
 d.  Require that applicant submit photograph or that a photograph is  
   optional before hiring (A photo ID is required with I-9) 
 
 e.  Require that applicant produce proof of age in the form of a birth 
   certificate or baptismal record, if not a minor. 
 
 f.  Ask for the name and address of relative to be notified in case of an 
   accident or emergency during interview process.  (Needed after hiring) 
  
 g.  Ask for the names or relationships of persons with whom the applicant 
   resides.  Does applicant own or rent home?  Any inquiry into foreign 
   addresses that would indicate national origin. 
 
 h.  Inquire into general military service.  Type of discharge. 
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 i.  Ask any questions which tend to identify an applicant’s age. 
 
 j.  Ask the question, “Have you ever been arrested?” (Instead, review 
   job application for criminal history) 
 
 k.  Become curious about a person’s disabilities. 
 
 l.  Inquire about the applicant’s color of skin, eyes, hair or any other  
   questions that directly or indirectly indicates race or skin color. 
  
 m.  Ask any question concerning applicant’s credit rating, charge 
   accounts, etc. 
 
 n.  Ask any question that is not job related, nor necessary for determining 
   an applicant’s eligibility for employment, nor which directly or  
   indirectly results in limitation of job opportunity in any way. 
 
 o.  Ask specifically for the nationality, racial or religious affiliation of a  
   school on application. 
 
 p.  Ask about the applicant’s native language.  How applicant acquired 
   ability to read, write, or speak a foreign language or any other 
   inquiries pertaining to national origin, descent, parentage, or lineage. 
 
 q.  Inquire as to applicant’s religious denomination or affiliation, religious  
   denomination or affiliation, religious holiday, or “Do you attend church?” 
 
 r.  Inquire into applicant’s sexual orientation or same sex marriage status. 
 
 
             2. Legal Pre-employment Inquiries: 
 
 PLEASE ASK IF REQUIRED: 
 
 a.  Have you ever worked for this company under a different name? 
 
 b.  What is your place and length of current and previous residence 
   and how long have you been a resident of state or city? 
 
 c.  Are you a citizen of the United States?  Can you, after employment, 
   submit proof of U. S. citizenship? 
 
 d.  If you are not a citizen of the United States, have you the legal right 
   to remain permanently in the United States?  Do you intend to remain 
   permanently in the United States?  If not a citizen, are you prevented 
   from lawfully becoming employed because of visa or immigration status? 
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 e.  Can you submit a birth certificate or other proof of age?  Make a  
   statement that is subject to verification that applicant’s age meets  
   legal requirement? (I-9 Form) 
 
 f.  What is your academic, vocational or professional education and school 
   attended?  Inquire into language skills such as reading, speaking 
   and writing foreign languages. 
 
 g.  Have you ever been convicted of a felony?  Inquiry should relate  
   reasonably to fitness to perform a particular job. 
 
 h.  Is the type of military education, training and experience in the armed 
   forces of the United States related to the job for which you have applied? 
 
 i.  What are the names of your relatives already employed by ALPI? 
 
 j.  To what organizations do you belong, other than those where the name 
   or character indicates the race, religion, creed, skin color, national origin, 
   or ancestry of its members? 
 
 k.  do you have any disabilities or health problems which may affect work 
   performance or which we (employer) should consider in determining 
   job placement? 
 
 l.  By whom were you referred for a position here?  Who suggested you  
   apply for a position here?  Names of persons willing to provide character 
   and/or professional reference for the applicant. 
 
 m.  A statement that the offer may be made contingent on a physical  
   examination or such other requirement as a background screening check. 
 
 n.  A statement that a photograph may be required after hiring for identification. 
 
D.        Filling Job Vacancies 
 
            The Human Resources Director will be notified of all vacancies by use of the Personnel 
            Requisition form within 3 days of vacancy. 
 
            1. Advertisements in-house 
  
 Written job announcements prepared by the Human Resources Department will be  
 placed on site location bulletin boards for 5 working days or placed in a Job Vacancy 
 notebook for viewing by employees only. 
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            2. External Advertisements 
 
 Vacancies may be advertised in the media, internet and with agencies. 
 
            3. Applications Screened 
 
 Applications will be screened by the Human Resources Director and certified  
 as eligible for vacancies based on qualifications.  Referrals will be made to the 
 appropriate manager. 
 
            4. Interviews 
 
 Interviews will be conducted by the appropriate manager, supervisor or  
 designated interview panel. 
 
 a.  Interview Panel 
 
   An interview panel has to be made up of staff in positions above that 
   of the grade level of the vacant position for objectivity and fairness. 
 
 b.  Interview Questions 
 
   Standard questions should be prepared from the job description.  Each 
   applicant must be asked the same prepared questions for objectivity 
   and fairness. 
 
 c.  Interview Rating Form 
 
   Each interviewer should be objective and fair in the review of each 
   applicant and rate each applicant accordingly. 
 
 d.  Composite Score 
 
   After each interviewer has scored the applicant, the total of each  
   interviewer’s score should be added together and divided by the  
   number of interviewers for a composite score. 
 
 e.  Selection of Applicant 
 
   The applicant with the highest score is the choice.  If interview panel 
   group, the applicant with the highest composite score. 
 
           5. Reference Checks 
 
 Each applicant selected must provide three references.  At least one business 
 reference, preferably the latest supervisor of the applicant or other business 
 contact.  Answer questions from the telephone reference form.  The applicant 
 may bring in two personal references.  However, there is no substitute for the 
 business reference call. 
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E.        Recommendations for Hire 
 
           Department Directors will submit a Recommendation for Hire to the Human Resources  
           Director with the reasons why the chosen applicant was selected, which includes a review 
           of qualifications. 
 
F.        Head Start/Early Head Start Policy Council Approval/Disapproval 
 
           The Head Start/Early Head Start Program Director will submit to the Council the  
           applicant hire package for approval/disapproval. 
 
G.        Hiring Decisions 
 
            The Human Resources Director and Finance Director make recommendations for hire  
            after reviewing recommendation for hire packages received from department directors. 
            The Human Resources Director reviews hiring information for appropriate qualifications 
            and salary determination.  The Finance Director reviews hiring information for budget 
            appropriation.  Recommendations are passed on to the CEO for approval.  The Human 
            Resources Director will notify department directors of hiring decisions by copy of the  
            Personnel Change Notice following the review process.  Department Directors will notify 
            applicants with an employment offer. 
 
H.        Employment Rejection Letter 
 
            Department Directors will submit applications rejected to the Human Resources 
            Director who will notify each applicant with a letter of rejection by mail. 
 
I.          New Hire Forms 
 
            Department Directors will submit information to the Human Resources Director to verify 
            that new hire requirements have been followed.  For example, in order to hire an 
            individual, the following documents are required: 
 
            1. *Personal Change Notice 
 *Recommendation For Hire 
 *Employment Application 
 *Diploma and/or Degree 
 *3 Reference Checks/1 or 2 Former Employer References/1 or 2 Personal  
   Reference Forms 
 *Orientation Checklist 
 *I-9 completed with verification of citizenship status, i.e., 
  Birth Certificate 
  Passport 
  Social Security Card or 
  Driver’s License 
 *Deduction Waiver 
 *Employees Withholding W-4 
 *Personal Data 
 *Signed Job Description 
 *Group Insurance Applications 
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 *Special Rights Accept/Reject Health Insurance Plan 
 *Premium Savings Plan Authorization 
 *Drug Free Workplace 
 *Medical Questionnaire 
 *Time Sheet/Effort Reporting 
 *Code of Business Conduct Pledge Statement 
 *Employment of Relatives Policy  
 *New Employee Orientation Checklist 
 *Weekly Work Hour Schedule 
 *Handbook Receipt and Acknowledgement 
 *Affordable Health Care Exchange Notice 
  
  
            2. Additional Forms Required for Hire in Child Care and Head Start are as follows: 
 
 *Local Law enforcement check 
 *Child Abuse background check 
 *Fingerprints 
 *Physical Examination Results 
 *TB Test Results 
 *Affidavit of Good Moral Character 
 *Corporal Punishment 
 *Discipline Policy 
 *Child Abuse/Neglect Training Pamphlet & Acknowledgment 
 
J.          Clearance Register 
 
             In order to remain employed, Child Care and Head Start staff must clear the Federal,  
             State and Local Child Abuse Register.  Employees not clearing the register will be 
             terminated.  (See Standards of Conduct and Florida Administrative Code for Child 
             Care Standards). 
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285 TERMINATIONS 
 
I Purpose 
 
 ALPI has a considerable investment in its staff and seeks to maintain staff. 
 
II Policy 
 

An employee is requested to submit a written notification to the supervisor at least two (2) 
weeks in advance of resignation. 

 
Any terminated employee who has completed regular probation may appeal his/her 
termination. 

 
Prior to any recommendation for termination, program management is to provide the 
counseling and/or training an employee needs to improve his or her performance or conduct to 
the level necessary for removal from probation.  Failure to develop and carry out an adequate 
counseling or training plan will be grounds for reversal of any adverse action. 

 
The Board of Directors will initiate termination or disciplinary suspension against the Chief 
Executive Officer. 

 
III Procedure 
 
 A.   Resignation 
 
  Employee may submit a notice of resignation two weeks in advance. 
 
  1.  Supervisor acknowledges notice of resignation. 
 
  2.  Department Director submits a Personnel Change Notice to Human Resources 
       recommending termination of employee and submits a Position Requisition to fill 
       the vacancy 
 

3.  The Head Start/Early Head Start Policy Council reviews any requests for resignation 
      following approval by the Chief Executive Officer, and recommends or approves  
      action. 
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  4.  The employee prepares time sheet and turns in all assigned agency property on the 
       last day of work. 
 
  5.  Supervisor will complete an Exit Interview prior to employee’s last day and submit 
       completed form with final time sheet. 
 
  6.  An employee may be given two week’s pay and may be required to discontinue work 
       immediately in lieu of working during the two-week notice period. 
 
 B. Involuntary Separation/Lay-Off/Furlough 
 
  Reasons for non-disciplinary discharge, or “termination without prejudice,” include, but 
  are not limited to: 
  
  1.  Reduction of labor force 
 
  2.  Organizational changes 
 
  3.  Lack of funding 
 
 C. Resignation During Separation/Lay-Off/Furlough 
 

An option to resign is available for those who prefer not to be on recall status.  In this 
case, an employee must submit a letter of resignation and may become eligible to 
receive benefits such as retirement pay-out, etc. 

 
 D. Disciplinary Termination For Cause 
 
  This procedure addresses disciplinary termination for policy violations. 
 
  1.  Dismissal for Violation of Standards of Conduct 
 
       Disciplinary dismissal for gross neglect or infractions(s) of standards of conduct are 
       conducted in the following manner: 
 
      a.)  Dismissal-disciplinary termination for cause 
 
            A termination for cause is initiated when an employee exhibits unsatisfactory 
            performance/behavior and acknowledges offense that will justify immediate  
            termination. 
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E. Dismissal Process 
 

Infractions management deems to be sufficiently serious, or continued failure to 
respond appropriately to prior corrective action, support a recommendation for 
discharge.  The approval of the Chief Executive Officer must be obtained prior to the 
discharge of an employee under any circumstance. 

 
1.  Termination according to the following steps will satisfy fair labor employment   
     practices: 

 
      a)  A Disciplinary Action Report must accompany any request for corrective action. 
 
      b)  A discussion must occur between the supervisor and employee as soon as possible 
           following the infraction to ensure proper communication. 
 
      c)  Once the Department Director, Manager or supervisor determines the termination 
           of an employee is necessary, the Department Director recommends termination 
           to the Chief Executive Officer. 
 

d)  A Personnel Change Notice, Disciplinary Action Report, and incident/accident  
      report are sent to the Human Resources Director for review. 

 
e)  Supporting documents are presented to the Chief Executive Officer by the      
      Department Director or Human Resources Director. 

 
f)  The Chief Executive Officer may recommend an alternative action.  If the Chief             
     Executive Officer concurs with the recommendation to terminate, the Personnel     
     Change Notice is signed.  The employee is notified of dismissal by the Department                   
     Director upon receipt of the signed Personnel Change Notice from the Human    
     Resources Director. 

 
     g)  The Head Start/Early Head Start Policy Council reviews any requests for  
          terminations or dismissal(s) following review by the CEO. 

 
 2.  Termination of a Department Director 
 

If the termination of a Department Director is necessary, the Chief Executive Officer 
initiates the termination and presents data to the Board of Directors.  If the Board 
concurs with the recommendation to terminate, the Chief Executive Officer will 
follow through with the termination proceedings. 
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 a)  Head Start/Early Head Start Policy Council Review 
   
  If the termination of the Head Start Director or the Early Head Start Program 
  Manager is necessary, the Chief Executive Officer initiates the termination 
  and presents data to the Head Start/Early Head Start Policy Council, which  
  reviews any such recommendation prior to review by the Board of Directors. 
  The Head Start/Early Head Start Policy Council will review, and approve or 
  disapprove the action.  If there is concurrence with the recommendation to fire, 
  the Board of Directors will review the request.  If in agreement, the Chief  
  Executive Officer will initiate the termination proceedings.  If the Head Start/ 
  Early Head Start Policy Council does not approve the termination as requested 
  the CEO, the CEO will request a mediator or Board Representative to intercede 
  in obtaining a resolution or unanimous agreement.  The CEO will follow through  
  with the decision of the Policy Council. 
 
      b)  Termination proceeding for the Director or Manager must be submitted in writing 
            to the Regional Offices of HHS 30 days prior to termination. 
 
 3.  Letter From Chief Executive Officer 
 
 Any terminated employee who has completed regular probation may appeal his/her  
 termination. 
 
       a)  By responding to a letter sent by the Chief Executive Officer acknowledging the 
            the termination, the former employee may respond within ten (10) days of 
            receipt of the letter with a rebuttal. 
 
       b)  The CEO will review any information presented and either request a follow-up 
             hearing or send a letter confirming the termination.  If in the information  
             presented there are questions or grounds for a change in decision, the CEO will 
             take the appropriate action. 
 
F. Appeal Process 
 
 Since a probation can result in termination or demotion to a lower pay category, the  
 probation can be appealed to the Chief Executive Officer under the following                
 circumstances: 
  
       1.  Full-time employees who have completed a regular probation period and were 
            demoted, may appeal through the Grievance procedure. 
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2.  Probationary employees who have not completed their initial probation period are  

      not eligible to use the Grievance Procedure available for regular full-time  
      employees to grieve a termination or disciplinary action. 

 
  
 
 
 





 



ALPI HEAD START/EARLY HEAD START 
OPERATIONAL POLICIES AND PROCEDURES 

PROGRAM DESIGN AND MANAGEMENT 
 

 
SUBJECT: 

 
PROGRAM GOVERNANCE 

 
RELATES TO CFR#: 

 
1304.50 (h) 
INTERNAL DISPUTE RESOLUTION 

 
PERFORMANCE 
OBJECTIVE: 
 

 
To establish and maintain a procedure to settle disputes and 
resolve impasses between the ALPI’s Board of Directors and 
the ALPI Head Start/Early Head Start Policy Council. 

 
Policy: 
 
The ALPI’s Board of Directors and the ALPI Head Start/Early Head Start Policy Council 
will resolve disputes as outlined in the approved procedure. 
 
OPERATIONAL PROCEDURES: 
 
Internal Dispute Resolution Procedure: 
 
1. When ALPI Head Start/Early Head Start Policy Council and the Board of Directors 

(governing body) reach an impasse on issues requiring the approval of both bodies, 
the following procedures will be implemented: 

 
▪ The Chairperson of the Board of Directors may elect to schedule a jointly 

called meeting of the Board with the full membership of the Policy Council, 
and/or the chairpersons of each body may each appoint three members to a 
“Dispute Resolution” Committee, functioning as a special committee of the 
Board of Directors. The joint bodies or committee shall meet at a mutually 
agreeable time and place to discuss the impasse issue(s) informally, and 
institute all good faith efforts to resolve the dispute in a manner acceptable to 
both bodies. 

 
▪ Recommendations developed and approved unanimously by the Dispute 

Resolution Committee and/or recommendations arising from the joint meeting 
will be presented for approval to both bodies. 

 
▪ If the committee and/or combined bodies fail to negotiate the issue, formal 

procedures shall be implemented. All mediation or subsequent dispute 
resolution discussions will remain confidential among members of the two 
bodies.  

 
 



▪ The Dispute Resolution Committee, if not previously established, will be 
appointed by the chairpersons of each body, and meet to select a qualified 
neutral third party to serve as a Mediator to assist the bodies in resolving the 
impasse. The Mediator shall not arbitrate, judge nor decide the dispute for the 
parties, but will work to gain the trust of both parties and then use his/her 
knowledge and skills to help the parties focus their interest and goals in order 
to come to an agreement that meets their individual and mutual objectives. If 
the committee cannot agree upon a mediator, chairpersons of the both bodies 
will recall members and appoint new representatives to the committee. 

 
▪ The mediator is strictly prohibited from discussing the case with anyone 

outside the mediation process, so that no one who might be involved in a 
possible later adjudication will have any knowledge of what happened during 
mediation. Fees for mediation services may be charged to the program grant 
and/or discretionary funds of the Board of Directors. 

 
▪ Although either body is free to consult with legal counsel at any time, the 

mediation process shall not require parties to have attorneys.  
 

▪ In the event that the impasse cannot be resolved by mediation, the Board of 
Directors will notify the assigned Program Specialist at the Regional Office. 
Both bodies may elect to enter into binding arbitration (by individual panel) 
following procedures developed and approved by both Policy Council and 
Board of Directors. If either party refuses to engage in arbitration, the Board 
of Directors may elect to enter the judicial system to resolve disputes.  

 
2. During the course of informal and formal efforts to resolve the dispute, no related 

actions shall be implemented unless approved by both bodies. If the conflict places 
the program or agency in jeopardy of losing funding, violation of local, state and 
federal statutes, endangering the health and safety of staff, parents and/or legal 
guardians, participants, or the public; or involves an emergency situation requiring 
immediate action, the Board of Directors has the authority to seek approval from the 
funding agency, local, state, or federal authorities (if applicable) and/or the judicial 
system to implement such actions as it deems warranted.  

 
3. Once the dispute is resolved, such corrective actions or reparations deemed by the 

mediated, arbitrated, or judicial decision accepted shall be implemented.  
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CODE OF BUSINESS CONDUCT 
 

 
 

140 CODE OF BUSINESS CONDUCT 
 

 
 

I Purpose 
 

To  conduct  business  activities  and  transactions  with  honesty  and 
integrity, and in accordance with moral, ethical and legal standards.  The 
Board of Directors of ALPI has adopted the following Code of Business 
Conduct which shall apply to the agency officers, all agency employees or 
agents.  Conflicting    interests can be financial, personal relationships, 
status or power. 

 
A code or standard of conduct shall be maintained to prohibit real and 
apparent conflicts of interest that may arise among officers, employees, 
or agents and to prohibit the solicitation and acceptance of gifts or 
gratuities by officers, employees, or agents for their personal benefit in 
excess of minimal value. 

 
 

II Policy 
 

ALPI shall maintain a code of conduct which shall govern  the 
performance of its officers, employees, and agents including adherence 
to but not limited to the following: 

 
a. Any services to be rendered must be by written contract and 

approved by the Chief Executive Officer; 
 

b. Business activities and transactions are to be conducted with 
honesty and integrity, and in accordance with moral, ethical and 
legal standards; 

 
c. Funds or assets of the agency shall not be used for political 

campaign contributions. Grant monies received through the 
agency will not be used for lobbying efforts; 

 
d.        Political campaign contributions will not be made by or on behalf 

of the agency, which includes direct expenditures or contributions, 
in cash or property, to candidates for nomination or election to 
public office or to political parties, for indirect assistance or 
support; 
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e. Personal contracts with agency contractors and vendors are 

prohibited.  Employees and agents are to engage in legitimate 
approved written contracts that describe specific services and not 
solicit gifts or private recognition from contractors; 

 
f.  Employees or agents are not to have a direct or indirect personal 

interest in the business of any supplier or client; 
 

g. Employees or agents are not to accept any salary, fee, 
commission nor other compensation from any supplier, or client; 

 
h. Employees or agents are not to accept any personal gratuities, 

favors, or anything of significant monetary value from contractors 
or potential contractors; 

 
i. A contractor, vendor,  employee nor agent shall be retained to 

perform any service except for legitimate business purposes and 
in accordance with applicable policies; 

 
j. No department nor program is excused from the manifestation of 

this Code. 
 

k. No employee nor agent is excused from the manifestation of this 
Code in everyday practices and operations. 

 
l. Board members, employees and agents are prohibited from 

receiving gifts, fees, loans, or favors from suppliers, contractors, 
consultants, or financial agencies, which obligate or induce the 
board member, employee and agent to compromise 
responsibilities to negotiate, inspect or audit, purchase or award 
contracts, with the best interest of ALPI in mind. 

 
m. Board members, employees and agents are prohibited from 

knowingly disclosing information about ALPI to those who do not 
have a need to know or whose interest may be averse to ALPI, 
either inside or outside ALPI.  Nor may board members, 
employees or agents in any way use such information to the 
detriment of ALPI. 

 
n. Board members, employees, or agents may not have a significant 

financial interest in any property which ALPI purchases, or a direct 
or indirect interest in a supplier, contractor, consultant or other 
entity with which ALPI does business. 
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III  Procedures 

 
To the extent permissible under the State or local law, rules and 
regulations,  or  if  ALPI  determines  that  it  has  the  legal  and 
practical capacity for enforcement, such standards as stated in 
the Personnel Policies, Fiscal Policies and Board Manual shall 
provide for appropriate penalties, sanctions, or other disciplinary 
actions to be applied for violation of  such   standards   either   by 
ALPI's officers, employees, and agents, or by its contractors or 
their agents. Including but not limited to the following: 

 
A.       Reporting Improper Practices by Employees and 

Agents 
 

1. Employees  and  agents  have  a  duty  to  report, 
verbally or in writing, promptly and confidentially, 
any evidence of improper practice of which they 
are aware.   The term “improper practice” means 
any illegal, fraudulent, dishonest, negligent, or 
otherwise  unethical  action  arising  in  connection 
with the agency operations or activities. 

 
2. Reports of improper practice should be submitted 

through the lines of administrative supervision 
except when the alleged impropriety appears to 
involve a management employee.  In such cases, 
reports should be referred to the Chief Executive 
Officer, who will advise the Board of Directors, 
Policy Council, and grantee agencies when 
applicable. 

 
 

B.       Reporting  of  Improper  Practices  by  Board  of 
Directors/Governing Bodies 

 
 

1. Any possible conflict of interests on the part of any 
board member should be disclosed to the other 
board  members  and  made  a  matter  of  record, 
either through an annual procedure or when the 
interest becomes a matter of board action. 
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2. Any board member having a conflict of interests or 

possible conflict of interests should not vote or use 
his/her  personal  influence  on  the  matter,  and 
he/she should not be counted as part of a quorum 
for  the  meeting. The  minutes  of  the  meeting 
should  reflect  that  a  disclosure  was  made,  the 
abstention from voting and the quorum situation. 

 
3. These  restrictions  should  not  be  construed  as 

preventing the board member from briefly stating 
his/her position in the matter, nor from answering 
pertinent questions of other board members, since 
his or her knowledge could be of assistance to the 
deliberations. 

 
C. Methods to be used to ensure that all officers, 

employees, or agents of the organization are 
aware of the code of conduct    include    but   not 
limited to the following: 

 
1. All board members will be required to complete 

the "Conflict of  Interests Statement." This policy 
will be reviewed by the board annually and given 
to each new board member for signature during 
orientation. 

 
2. A  signed  “Code  of  Business  Conduct  Pledge 

Statement” will be completed and maintained on 
file for all employees, agents, and vendors/ 
contractors during business with the organization 
for future reference. 
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DRIVING AGENCY VEHICLES ON AGENCY BUSINESS 

 
 
 

145 DRIVING AGENCY VEHICLES ON AGENCY BUSINESS 

I. Purpose 

Employees whose duties include driving may be assigned an agency-owned vehicle for use 
in carrying out Agency business. 

 
II. Policy 

 
Employees assigned an agency-owned vehicle must keep their driving record clear of 
accidents,  excessive  points  and/or  convictions  for  moving  traffic  violations  to  receive 
proper clearance by the Florida Department of Highway Safety and Motor Vehicles. 

 
The assigned employee is the only person permitted to use the agency’s vehicle while the 
vehicle is in his/her possession.  No other person (including members of the employee’s 
household), is permitted to drive the assigned vehicle.  The exception is employees who 
are assigned vehicles for business and personal use and have possession of the vehicle at 
all times. 

 
III.   Procedure 

 

A.    Approval 
 

Employees whose duties include driving an assigned agency vehicle are approval by 
the Chief Executive Officer and on the recommendation of the Department Director, 
when applicable. 

 
1.   The  Department Director  must  ensure  that  the  employee  has  a  valid  driver’s 

license of the type required to operate the vehicle assigned and a copy is placed in 
the Human Resources file. 

 
2.   Employee must provide Human Resources a copy of updated driver’s license and 

insurance card bi-annually. 
 

B.    Notification of Moving Violations/Accident 
 

An employee must notify his/her immediate supervisor within 24 hours of any: 
 

1. Citation or conviction for a moving traffic violation; 
2. Motor vehicle accident in which he/she is involved; and/or 
3. Suspension or revocation of a driver’s license. 

 
Failure to report can result in disciplinary action, up to and including termination or 
revocation of driving privileges for designated drivers to travel on agency business. 
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C. Motor Vehicle Driving Records 
 

Employees must submit their (3 year) motor vehicle driving records to the Human 
Resources Director, at the time of hire and bi-annually thereafter. 

 
1. The Human Resources Director will monitor the driving records of employees bi- 

annually or as identified by the insurance carrier. 
 

2. Employee  driver  license  identifications  are  sent  bi-annually  to  the  insurance 
carrier by request.   Motor vehicle records are obtained bi-annually from the 
State Division of Motor Vehicles by the Agency’s automobile liability insurance 
carrier in order to determine who is eligible to drive on agency business. 

 
3. Employees cited with violations are notified by the Human Resources Director. 

The employee must respond within a set period with pertinent information to 
verify charge. 

 
4. When a newly hired employee or a promoted/transferred employee is assigned 

an agency-owned vehicle, it is the responsibility of the Department Director to 
ensure that the employee has a valid driver’s license of the type required to 
operate the vehicle in question and must provide a copy of driver’s license to 
Human Resources for the employee file. 

 
5. Applicants  will  be  asked,  as  part  of  the  employment  application,  to  list  all 

convictions for moving violations of traffic laws during the 3 year period 
immediately preceding the date on which the application for employment is 
submitted. 

 
6. No assignments will be made to employees or applicants for employment, who 

have three or more convictions for moving violations, suspended driver’s license, 
and/or cited for driving under the influence (DUI) or driving while intoxicated 
(DWI) within a 3 year period. 

 
 

D. Penalties for Excessive Traffic Violations 
 

In the event of convictions resulting from aggravated or serious violations of traffic laws, 
the agency reserves the right to take disciplinary action against any employee whose 
duties include driving an assigned agency vehicle. 

 
1. Any employee who has three or more convictions for moving violations, excessive 

points, suspended driver’s license, or is cited for driving under the influence (DUI) or 
driving while intoxicated (DWI) within a 3 year period, will, upon review, be     subject 
to a suspension of travel reimbursement privileges, the employee’s right to drive the 
agency-owned vehicle, or any other vehicle, in the course of agency business.  The 
term “Convictions,” as used herein, includes those incurred while driving any vehicle, 
agency-owned or otherwise. 
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2. Failure to report an accident can result in disciplinary action, up to an including 
termination or revocation of driving privileges for designated drivers to travel on 
agency business. 

 
3. Any  employee  who  becomes  ineligible  to  drive  based  on  moving  violations  or 

accidents shall be re-evaluated for his/her ability to perform his/her current position. 
 

E. Conviction 
 

“Conviction” for any traffic offense in this policy means any adjudication of guilt and not 
an arrest or a withheld of adjudication. 

 
F. Personal Use Mileage Rate 

 
When  driving  an  agency vehicle  for  personal use,  the  employee  will  be  charged a 
mileage rate, which will include cost of normal maintenance, insurance and gasoline. 
Note: Consult the Agency’s Fiscal Management Policies and Procedures and the Business  
Travel and Reimbursement Policy and Procedure manuals for more details. 

 
G. Accident Insurance Coverage 

 
Insurance coverage is provided by the agency for agency-owned vehicles. Accidents are 
to be reported directly to the insurance company, or contact Human Resources. 

 
H. Exclusion from Coverage 

 
Any employee driver excluded from coverage by ALPI’s insurer due to their driving 
record shall not be allowed to drive any vehicle in the performance of their assigned 
business responsibilities. 



 

DRIVING PERSONAL VEHICLES ON AGENCY BUSINESS 
_______________________________________________________ 
 
150 DRIVING PERSONAL VEHICLES ON AGENCY BUSINESS 
 
 I. Purpose 
 
 Employees and other designated drivers may be required to use their personal vehicles  
 in the performance of their assigned business responsibilities. 
 
 II. Policy 
 
 Employees and other designated drivers must keep their driving record clear of accidents, 
 excessive points or convictions for moving traffic violations to receive proper clearance by 
 the Florida Department of Highway Safety and Motor Vehicles.  Employee and other 
 designated drivers must also have State required minimum auto coverage. 
 
 When on Agency business, the employee and other designated drivers must be authorized 
 by the appropriate supervisor and must have on file in the Human Resources Department, 
 a signed  Driving Personal Vehicles on Agency Business Compliance Certification Form in 
 order to be reimbursed for travel in accordance with applicable funding restraints as 
 defined in the Agency’s Fiscal Policies and Procedures Manual and the Business Travel 
 Expense and Reimbursement Policy and Procedure Manual. 
 
 ALPI employees and other designated drivers within the Child Development or Head 
 Start Programs, under no circumstances, are required to use their personal vehicle to 
 transport children as a regular means of transportation.  In those instances where 
 transporting children is necessary and authorized by the appropriate department director, 
 the employee and other designated drivers involved will be reimbursed at the then current 
 mileage rate as approved by the Board of Directors and/or the applicable funding source.  
 
 III. Procedure 
 
 A.   Driver’s License 
 

Employees and other designated drivers whose duties include driving personal vehicle 
for business purposes must submit a copy of their driver’s license upon hire and bi-
annually thereafter to Human Resources Department. 

 
 B. Notification of Moving Violations/Accident 

 
An employee and other designated drivers must notify his/her immediate supervisor 
within 24 hours of any: 

 
1.  Citation or conviction for a moving traffic violation; 

   2.  Motor vehicle accident in which he/she is involved; and/or 
   3.  Suspension or revocation of a driver’s license. 
 

Failure to report can result in disciplinary action, up to and including termination  for 
employees or revocation of driving privileges for designated drivers to travel on agency 
business. 



 
 C. Motor Vehicle Driving Records 
 
 To be eligible to drive a personal vehicle for agency business, employees and/or 
 designated driver must submit their (3 year) motor vehicle driving records to the Human 
 Resources Director, at the time of hire and bi-annually thereafter. 
  

1.  The Human Resources Director will monitor the driving records of employees and/or 
 designated driver identified as drivers who request reimbursement for travel 

 
2. Employees and other designated drivers cited with violations will be notified by the 
 Human Resources Director.  The employee and other designated drivers must 
 respond within a set time period with pertinent information to verify charge(s) and 
 current status. 

 
3. Applicants will be asked, as part of the employment application process, to list all 
 convictions for moving violations of traffic laws during the 3 year period, 
 immediately preceding the date on which the application for employment is 
 submitted. 

 
 D. Penalties for Excessive Traffic Violations 
 

In the event of convictions resulting from aggravated or serious violations of traffic laws, 
the agency reserves the right to take disciplinary action against any employee and/or 
designated driver whose duties include driving an assigned agency vehicle. 
 
1. Any employee and other designated drivers who has three or more convictions for 

moving violations, excessive points, suspended driver’s license, or is cited for driving  
under the influence (DUI) or driving while intoxicated (DWI) within a 3 year period, 
will, upon review, be subject to a suspension of travel reimbursement privileges, the 
employee’s and other designated drivers right to drive the agency-owned vehicle, or 
any other vehicle, in the course of agency business.  The term “Convictions,” as used 
herein, includes those incurred while driving any vehicle, agency-owned or 
otherwise. 
 

2. Failure to report an accident can result in disciplinary action, up to and including 
 termination or revocation of driving privileges for designated drivers to travel on 
 agency business. 
 
3. Any employee and other designated drivers who becomes ineligible to drive based 
 on moving violations or accidents shall be re-evaluated for his/her ability to perform 
 his/her current position. 

 
 E. Conviction 
   
  “Conviction” for any traffic offense in this policy means any adjudication of guilt and not 
  an arrest or a withheld of adjudication. 
  

 F. Accident Insurance Coverage 
 

Personal Insurance coverage is to cover any accidents that occur during the course of 
driving a personal vehicle.  Employees and other designated drivers must submit a copy 
of current insurance card to the Human Resources Director and provide updates bi-
annually thereafter. 

 



   
 
 
 
 
 G.  Exclusion from Coverage 
 
 Employee and other designated drivers must have the State of Florida required 

minimum auto coverage to be allowed to drive any vehicle in the performance of their 
assigned business responsibilities. 

 
 
  Note:  Consult the Agency’s Fiscal Management Policies and Procedures and the Business  
   Travel and Reimbursement Policy and Procedure manuals for more details. 



 
 

DRIVING PERSONAL VEHICLES ON AGENCY BUSINESS 
COMPLIANCE CERTIFICATION FORM 

 
 
 
 
 
I          affirm that in order to perform my duties 

as       I may be required to drive a personal vehicle on agency 

business. 

 
I hereby affirm that I have provided the Agency’s Human Resources Department, a copy of my valid 

driver’s license, current auto insurance card, and current three (3) year DMV driving record.  I further 

understand that my driver’s record must be clear of moving violations and accidents in order to be in 

compliance with Agency Policy #150 (Driving Personal Vehicles on Agency Business).   

 

I understand that should I be found out of compliance with the Agency’s Policy #150, I will not be 

eligible to drive a personal vehicle to perform any agency business. I further understand that my failure 

to comply could be cause for denial of approval to drive a personal or any vehicle to conduct agency 

business. 

 

Furthermore, I hereby agree that I WILL NOT HOLD THE AGRICULTURAL AND LABOR PROGRAM, INC. 
LIABLE FOR ANY ACCIDENTS, INJURIES, OR LOSSES should I be found out of compliance with the 
Agency’s Policy #150. 
 

My signature acknowledges my understanding and acceptance of the terms of which applies. 

 

              
Employee/Other Designated Driver       Date 
 
 
Confirmation of Receipt/Acceptance By: 
 
              
Human Resources Director        Date   
 
 

11/24/2013 



 
 

DRIVING AGENCY VEHICLES ON AGENCY BUSINESS 
COMPLIANCE CERTIFICATION FORM 

 
 
 
 
 
 
I        affirm that I have been assigned an Agency-owned vehicle 

to perform my duties as                                                                      . 

 

Furthermore, I understand that I am the only person permitted to use the Agency’s owned vehicle 
while the vehicle is in my possession.  No other person (including members of my household) is 
permitted to drive the assigned vehicle.  
 
I hereby affirm that I have provided the Agency’s Human Resources Department, a copy of my valid 
driver’s license, current auto insurance card, and current three (3) year DMV driving record (3 years).  I 
further understand that my driver’s record must be clear of moving violations and accidents in order to 
be in compliance with Agency Policy #145 (Driving Agency Vehicles on Agency Business).  A copy of 
Policy was provided to me with the issuance of the vehicle. 
 
I understand that should I be found out of compliance with the Agency’s Policy #145, I will not be 
eligible to drive the agency vehicle. I further understand that my failure to comply could be cause for 
the termination of my privilege to drive any agency vehicle.  
 
Furthermore, I hereby agree that I WILL NOT HOLD THE AGRICULTURAL AND LABOR PROGRAM, INC. 
LIABLE FOR ANY ACCIDENTS, INJURIES, OR LOSSES should I be found out of compliance with the 
Agency’s Policy #145. 
 

My signature acknowledges my understanding and acceptance of the terms of which applies. 

 

              
Employee/Other Designated Driver       Date 
 
 
Confirmation of Receipt/Acceptance By: 
 
              
Human Resources Director        Date   
 
 

11/24/2013 



 
 

NON-DRIVER ON AGENCY BUSINESS 
Certification Form 

 
 
 
 
 
 
I        affirm that my position as__________________________ 

is a non- driving position. 

Furthermore, I understand that I am not authorized to drive my personal vehicle, an agency vehicle or 
any other vehicle without the approval of my supervisor and a completed certification form signed by 
Human Resources Director granting approval to drive on agency business.  
 
I understand that should it be found out, that I have been driving on agency business without being 
properly authorized it will result in disciplinary action to include termination.  
 
Furthermore, I hereby agree that I WILL NOT HOLD THE AGRICULTURAL AND LABOR PROGRAM, INC. 
LIABLE FOR ANY ACCIDENTS, INJURIES, OR LOSSES should I be driving my personal vehicle on agency 
business as a non-driver.  
 

My signature acknowledges my understanding and acceptance of the terms of which applies. 

 

              
Employee/Other Designated Driver       Date 
 
 
Confirmation of Receipt/Acceptance By: 
 
              
Human Resources Director        Date   
 
 

                                                                                                                                                                                     (9/27/2014) 
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A. ACCEPTANCE OF GIFTS AND GRATUITIES 
 

Policy: 
 

Employees of ALPI, or members of employees' immediate family, ALPI Officers and 
Members of any Board or policy-making body, are prohibited from soliciting or accepting 
gratuities, favors, or anything of monetary value from: 

 
a. persons receiving benefits or services under any program financially assisted by 

Federal, state, or local funds; 
 

b. any person or anyone performing services under a contract with ALPI; 
 

c. persons in a position to benefit from the action of any employee or board member. 
 

Purpose: 
 

ALPI will maintain a code or standard of conduct which shall govern the performance of its 
officers, employees, and agents, in connection with expending grant funds. 

 
Procedures: 

 
To the extent permissible under the State or local law, rules and regulations, or if ALPI 
determines that it has the legal and practical capacity for enforcement, such standards as 
stated in the Personnel Policies shall provide for appropriate penalties, sanctions, or other 
disciplinary actions to be applied for violation of such standards either by ALPI's officers, 
employees, or agents, or by its contractors or their agents. 

 
 
B. RESPONSIBILITY FOR CLIENT FINANCES 
 

Policy: 
 

ALPI staff shall not assume any responsibility for client finances.  Those clients who are 
unable to manage their finances and have no family available to assist them will be referred 
to the local department of Social Services. 

 
a. ALPI staff may not cash any benefit checks for clients, nor will they do bill-paying or 

banking for confused or incompetent clients. 
 

b. ALPI staff shall not assume legal guardianship nor will they act as Representative 
Payee for any client, nor act as an attorney-in-fact for any client with or without a 
written power of attorney. 

 
Purpose: 

 
To protect personal finances of clientele served by ALPI. 

 



Procedures: 
 

a. In the event a client requires assistance with shopping and bill-paying and is physically 
unable to go to the store himself/herself, that client will give the staff person the 
approximate amount of money required for the purchase.  The staff person will do the 
shopping/bill-paying and return to the client the change and the receipt of purchase. 
Employees may not use a client's blank check for any purpose. 

 
b. If a staff member is related to a client, the staff member may act in a representative 

capacity only with written approval of the Chief Executive Officer. 



A. GENERAL 
 

This section explains the request for and purchase of supplies and equipment.  
Department/Program Directors or designate will identify specific procedures for their unit to 
follow in accordance with established procedures. 

 
The interests of ALPI must always be kept in mind during the procurement process.  The most 
must be obtained for the least.  Documentation for the purchase of goods or services and the 
receipt of them should flow in the same direction simultaneously.  And, receipt of what actually 
happened must be in writing. 

 
The purchasing of goods and services including but not limited to Sub-Recipient Services is 
initiated by the utilization of either of two procedures depending upon the amount to be spent.  
These two procedures (systems):  Purchase Requisition (Less than $100.00) and Purchase Order 
($100.00 or more). 

 
B. PURCHASE REQUISITION PROCEDURES 
 
 1. Definition 
 

A Purchase Requisition (or request for purchase) is a form written by designated personnel 
to ask administration to buy goods or services whose unit or extended cost is less than 
$100.00.  The form may be written independently for each request with two (2) copies 
provided one original and one copy for Budget and Finance and one copy for the person 
who writes the request. 

 
 2. Documentation 
 

The Purchase Requisition should be signed by the person preparing it and should include the 
following: 

 
• Information as to the quantity and nature of goods or services 
• Suggested sources of supply 
• Estimated unit cost and extension based on: 

   (a) professional knowledge 
   (b) catalogues 
   (c) other reliable sources 

• Date delivery is needed 
• Justification for approval or disapproval of the requisition (approved budget item and 

funds availability). 
 

 
 



 3. Approval 
 

Approval of the Purchase Requisition Form should be done by Department/Program 
Director and approved by the Chief Executive Officer before ordering.  Approved Purchase 
Requisitions less than a $100.00 are forwarded to the Budget and Finance Department for 
payment attached to a Check Request Form with a copy of the vendor's invoice attached.  
The vendor's invoice serves as verification of receipt of goods or services. 

 
Invoice computations and account distributions should be verified.  Discounts, rebates, and 
other allowances are deducted from the vendor's invoice before submission for payment.  
The original invoice and delivery ticket (if applicable) should be submitted for payment or to 
support payment vouchers.  The copy of the Purchase Requisition should be completed, 
including verification of the "items received" columns, and a signed invoice or a delivery 
ticket. 

 
Approved Purchased Requisitions must be submitted to Budget and 
Finance for the issuance of a Purchase Order Form prior to the purchase of any goods 
orservices that is $100.00 or more. 

 
C. PURCHASE ORDER PROCEDURES 
 
 1. Definition 
 

A Purchase Order is a document authorizing a vendor to deliver described merchandise, 
material, or services at a specified price (unit cost or extension which exceeds $100.00).  
Upon acceptance by a vendor, a Purchase Order becomes a legally binding contract.  The 
Purchase Order Form gives the vendor authority to ship the required goods or perform the 
required service and binds ALPI for payment. 

 
 2. Form 
 

The Purchase Order Form  is prepared by the requesting project or department showing all 
information necessary for the vendor to identify the items and quantities, and make 
delivery to the proper location.  It is prepared in four (4) copies for the following use: 

     



   
 
  Copy    to       Use 
 
  White    Vendor  Authorizes the purchase transaction. 
 

Goldenrod   B & F   Is filed sequentially in the permanent purchase order 
file. 

 
  Canary   B & F   Budget and Finance place in an open Purchase Order 

file.  When goods are received, it is attached to the 
Check Request and is placed in the file for future 
reference. 

 
  Pink    Requisitioner  GMS generated Purchase Order copy and the pink 

copy are maintained by requisitioner in an 
appropriate file which verifies that the order has been 
placed. 

 
The Purchase Order form is pre-numbered and contains the following information: 

 
  1. Vendor's name and address. 
 
  2. Date of Purchase Order issuance. 
 
  3. Delivery destination or location and any special delivery instructions including a 

delivery deadline date (if applicable), method of shipment, etc. 
 
  4. Quantities ordered. 
 
  5. Description of items ordered. 
 
  6. Unit prices. 
 
  7. Amounts (unit prices extended and totaled). 
 
  8. Signature of a person in Budget and Finance who issued the Purchase Order Number. 
 
  9. Other special instructions. 
 
  10. Justification (approved budget item and funds availability). 
 

It is the responsibility of Budget and Finance to account for all Purchase Orders in numerical 
sequence.  At all times the status and disposition of all Purchase Orders should be known.  If 

a Purchase Order is canceled, Budget and Finance should collect all copies of the canceled 
Purchase Order and maintain them in the Purchase Order file. 



 
 
 
 
 
 
 3. Back-Orders 
 

 A back-order occurs when an order is placed with the vendor, and the particular item 
is not in stock at the moment.  The vendor indicates this on the invoice with the intention of 
filling/completing the order when the back-ordered item(s) becomes available. 

 
 The same paper trail exists for back-ordered items except that on the invoice and 
copies the Purchase Order Form forwarded to Budget and Finance.  The notation that the 
item is on back-order is made.  Usually, the requisitioner advises Budget and Finance that an 
item which was ordered has not been received.  Budget and Finance then reviews the 
supporting documentation for this item and selects one of the two following options:  (1) 
recorder the item; or (b) cancel the order.  The disposition of the back-order should be 
noted on the copies of the Purchase Order.  All back-orders will be routinely canceled as of 
the end of the fiscal year. 

 
D. PURCHASING SYSTEM 
 
 Policy: 
 

A central purchasing system is used to make volume purchases of consumable supplies, vehicles, 
contracts, services, printing, equipment and other items used in the agency's daily operation when 
applicable.  These policies also apply to leasing equipment. 

 
 1. A Purchase Requisition Form must be used for all purchases whose unit or extended cost is 

less than $100.00 and a Purchase Order Form must be used for all purchases whose unit or 
extended cost is $100.00 or more. 

 
 2. A Purchase Order number will not be issued after an order has been placed. 
 
 3. Only ALPI approved vendors will be used. 
 
 4. Purchases valued at less than $1,000.00 may be made without obtaining bids; however, in 

all instances the lowest price will be obtained. 
 
 5. Purchases valued at $1,000.00 or over require three bids/quotes and, in some instances, 

may require funding source approval. 
 

 
 
 



 6. Purchases of $5,000.00 or more will require a public advertisement for bids and funding 
source approval when applicable. 

 
 Purpose: 
 

To obtain the lowest price through volume purchases and the use of competitive bids and 
negotiations, to provide a central system for cost control and accountability, to afford equal 
opportunity for bidders/vendors, and to enable Budget and Finance Department to control and 
monitor expenditures of funds for each grant. 

 
 Procedures: 
 
 1. Purchases Less than $100: 
 

 (a) Department/Program Director determines whether the planned purchase is an 
allowable cost in the budget, and whether funds are available. 

 
  (b) Department/Program Director or designate will complete the Purchase Requisition 

Form in its entirety, submitting the appropriate copy and all documentation to the 
Budget and Finance Department. 

 
 2. Purchases of $100 to $999: 
 
  (a) Department/Program Director determines whether the planned purchase is an 

allowable cost in the budget, and whether funds are available. 
 
  (b) The Purchase Order process is followed. 
 
 3. Purchases of $1,000 to $4,999 - BIDS REQUIRED: 
 

 The selection process for bid evaluations will consider the following: 
  (1) Cost 
  (2) Quality 
  (3) Past experience and reputation of bidders may be considered when new selection of 

lowest bid. 
  (4) When making selection of 'a sole source', documentation is required. 
   
   (a) Department/Program Director determines whether the planned purchase is an 

allowable cost in the budget, and whether funds are available. 
 
   (b) Department/Program Director makes discreet inquiries to vendors for prices  

 
 



    and information about the purchase to be made, but make no commitment.  
This enables you to estimate the cost when you obtain the purchase order. 

 
   (c) Department/Program Director complete Purchase Requisition Form giving 

specifics.  Program staff will submit form to their Department/Program 
Director; Department/Program Directors submit to Budget and Finance.  Budget 
and Finance clears  request with the Chief Executive Officer. 

 
   (d) Action is taken by the Chief Executive Officer or the Finance Director to approve 

or deny the request, noting the form accordingly.  If approved, Purchase 
Requisition Form is forwarded to Budget and Finance.  If funding source 
approval is required, the Department/Program Director and/or the Budget and 
Finance Director will assist the Chief Executive Officer to secure approval before 
signing off. 

 
   (e) Within fifteen (15) working days from receipt of the form, the 

Department/Program Director with assistance from Budget and Finance will 
solicit bids, using Request for Bid/Quotation Form.  The Department/Program 
Director will assist Budget and Finance in completing the bid form with 
specifications to be sent to the vendor.  A copy of  Request for Bid/Quotation 
Form is directed to the Chief Executive Officer for approval. 

 
   (f) Budget and Finance will open and review all bids/quotations with the Chief  

Executive Officer. 
 
   (g) Once the Chief  Executive Officer approves a bid, Budget and Finance is notified 

of the decision. 
 
   (h) Budget and Finance inform the Department/Program Director of the decision, 

documenting action taken on Request for Bid/Quotation and notifying all 
bidders via a Bid Denial Notice or a Bid Acceptance Notice. 

 
  4. Purchases of $5,000 and Over - PUBLICLY ADVERTISED BIDS REQUIRED  
 
   (a) Determine from Budget and Finance Department whether the planned 

purchase is an allowable cost in the budget, and whether funds are available. 
 
   (b) Make discreet inquiries to vendors for prices and information about the 

purchase to be made, but make no commitment.  This enables you to estimate 
the cost when you obtain the purchase order. 

 

 
 
 



   (c) Complete a Purchase Requisition Form, giving specifics.  Staff will submit form 
to their Department/Program Director; Department/Program Directors submit 
to Budget and Finance.  Budget and Finance clears request with the Chief  
Executive Officer. 

 
   (d) Action is taken by the Chief  Executive Officer or the Finance Director to 

approve or deny the request, noting the form accordingly.  If approved, Request 
for Bid/Quotation is forwarded to Budgeting and Finance.  If funding source 
approval is required, the Finance Director is responsible for obtaining it before 
signing off. 

 
   (e) Within fifteen (15) working days from receipt of the form, Budget and Finance 

will solicit bids.  Specifications will be prepared on Request for Bid/Quotation 
and the bids will be advertised in local news publications where appropriate.  If 
request for bid/quotation is to be published, a copy of Request for 
Bid/Quotation with full specifications is sent to the Secretary of the Chief  
Executive Officer who arranged for the advertisement and provides a copy of 
the advertisement to Budget and Finance.  A copy of Request for Bid/Quotation 
is directed to the Department/Program Director.  All bids must be directed to 
the Finance Director. 

 
   (f) Budget and Finance will open and review all bids/quotations with the Chief  

Executive Officer. 
 
   (g) Once the Chief  Executive Officer approves a bid, Budget and Finance is notified 

of the decision. 
 
   (h) Budget and Finance inform the Department/Program Director of the decision, 

documenting action taken on Request for Bid/Quotation Form and notifying all 
bidders via a Bid Denial Notice or a Bid Acceptance Notice. 

 
  5. Sole Source Purchases 
 

There are some situations in which "sole source" purchases including but not limited 
to Sub-Recipient Services and professional services are allowed.  In instances where 
only one place of business sells or provides a particular item or service, or is selling at 
a price that no other vendor can match, a sole source price may be authorized. 

 
   (a) Follow applicable procedures, Item 2, 3, or 4. 
 
 
 

 
 



  6. Contract Services, Consultants 
 

 General Definition: 
 

A contract is defined as a written agreement between at least two parties consisting 
of promises which are enforceable by law. 

 
   Procedures: 
 

The same purchasing procedures will be followed as set forth in Item 2, 3, or 4.  The 
following additional considerations are necessary: 

 
(a) Consider in-house capabilities to accomplish services before seeking them 

outside the agency. 
 

(b) Limit experts’ or consultant's fees to the going, acceptable rate per man day. 
 

(c) Seek accounting or legal services on an "as performed" basis instead of a 
"retainer" basis. 

 
(d) Determine with immediate supervisor the exact type of service or contractual 

agreement you needed prior to making formal request. 
 
(e) Provisions of contracts include the date of agreement, services to be provided, 

general provisions and conditions, cost effectiveness, method of payment, 
authorized signatures and titles, names of parties involved and the corporate 
seal.  The Executive Department has ALPI's approved pro forma Contract for 
Services and Sub-Recipient Agreement which is to be used.  The 
contract/agreement format will be reviewed for appropriate terms and 
provisions as needed. 

 
(f) Budget and Finance is the custodian of original, executed Agreements.  Copies 

will be provided to the office of the Chief Executive Officer and appropriate 
Department/Program Director offices. 

 
(g) The Chief  Executive Officer obtains formal approval from the Board of Directors 

for auditing services or other significant contracts. 
 

(h) It is the responsibility of the Department/Program Director to secure evidence 
that services were actually performed or that contractual work was 
satisfactorily completed prior to authorizing payment. 

 
7. Consumable Supplies 

Consumable supplies are ordered through the designated support staff person of 
each program/department.  Central office consumable supplies and forms are the 
responsibility of the Secretary of the Chief  Executive Officer. 

 

   
 
 



Procedures: 
 

Submit the appropriate purchase requisition/purchase order form to Budget and 
Finance (Item 1, 2, 3, 4, or 5 above). 

 
8. Printing 

 
Policy: 

 
The Office of the Chief Executive Officer will order all printed materials such as 
stationery, envelopes, business cards, agency forms, etc., as well as all materials 
which are to be copied for outside distribution.  Materials to be printed or copied 
must be cleared with the Office of the Chief Executive Officer prior to initiating 
purchase.  The agency logo will be used whenever possible.  The Office of the Chief  
Executive Officer or designate will maintain the log (with samples) of all forms 
authorized for utilization by The Agricultural and Labor Program, Inc. 

 
Procedures: 

 
(a) Prepare draft of materials. 

 
(b) Submit to the Office of the Chief Executive Officer for technical assistance and 

approval. 
 

(c)) The Office of the Chief Executive Officer checks for content, accuracy and 
appearance, determines whether material is in compliance with funding source 
and agency standards, and, when necessary, obtains approval of the funding 
source and the Chief Executive Officer. 

 
(d) Once approvals are received, follow procedures as set forth in Item 1, 2, 3, 4, or 

5 above. 
 

(e) When materials are received by purchaser, copies will be sent to the Office of 
the Chief Executive Officer for review prior to making payment to the vendor. 

 
9. Emergency Purchases (Services or Repairs) 

 
Policy: 

 
Regular purchasing procedures are required for purchasing services that include, but 
are not limited to, vehicle maintenance, repairs of equipment, building maintenance 
and incidentals, except in case of an emergency the following procedures are 
followed: 

 
(a) The Department/Program Director involved will telephone the Finance Director 

and explain what services are needed, giving the estimated cost. 

 
 

 



(b) In the event the Finance Director is not available, and there is a need to proceed 
immediately with the service, a designate may give approval. 

 
(c) Once approval is obtained, the emergency service purchase may be made. 

 
(d) Within three (3) days following receipt of the service, a Purchase Order Form 

must be completed and filed with Budget and Finance indicating 'emergency 
service' thereon. 

 
10. Signs/Decals 

 
Policy: 

 
Signs identifying buildings, offices and vehicles of the agency and its projects will be 
affixed or erected and maintained in a manner which presents a professional image 
for ALPI at all sites. 

 
Purpose: 

 
To provide immediate identification of buildings, vehicles and offices by residents of 
the community and for prospective clients of the agency. 

 
Procedures: 

 
Department/Program Directors are responsible for enforcing agency policy and will 
make periodic inspections (at least quarterly) to ensure that appropriate identifying 
signs, decals, etc., are on agency and project buildings, offices, and vehicles. 

 
11. Vehicles 

 
Policy: 

 
The office of the Chief Executive Officer will be responsible for the decision to acquire 
vehicles for use by ALPI staff for program and/or administrative purposes. 

 
Purpose: 

 
To identify and maintain a record of vehicles purchased and/or donated to the 
organization. 

 
Procedures: 

 
(a) Determine from Budget and Finance Department whether the planned purchase 

is an allowable cost in the budget, and whether funds are available. 
 
    (b) Make discreet inquiries to vendors for prices and information about the purchase 

to be made, but make no commitment.  This enables you to estimate the cost 
when you obtain the purchase order. 

 

 
 
 



   (c) Complete Purchase Requisition Form giving specifics.  Staff will submit form to 
their Department/Program Director; Department/Program Directors submit to 
Budget and Finance.  Budget and Finance clears request with the Chief Executive 
Officer. 

 
   (d) Action is taken by the Chief Executive Officer or the Finance Director to approve 

or deny the request, noting the form accordingly.  If approved, Purchase 
Requisition Form is forwarded to Budgeting and Finance.  If funding source 
approval is required, the Finance Director is responsible for obtaining it before 
signing off. 

 
   (e) Within fifteen (15) working days from receipt of the form, Budget and Finance 

will solicit bids.  Specifications will be prepared on Request for Bid/Quotation 
Form and the bids will be advertised in local news publications where 
appropriate.  If request for bid/quotation is to be published, a copy of the 
Request for Bid/Quotation Form with full specifications is sent to the Secretary 
of the Chief Executive Officer who arranged for the advertisement and provides 
a copy of the advertisement to Budget and Finance.  A copy of Request for 
Bid/Quotation Form is directed to the Department/Program Director.  All bids 
must be directed to the Budget and Finance Director. 

 
   (f) Budget and Finance will open and review all bids/quotations with the Chief 

Executive Officer. 
 

   (g) Once the Chief Executive Officer approves a bid, Budget and Finance is notified 
of the decision. 

 
   (h) Budget and Finance inform the Department/Program Director of the decision, 

documenting action taken on Request for Bid/Quotation and notifying all bidders 
via a Bid Denial Notice or a Bid Acceptance Notice. 

 
  Specifications: 
 

When specifications are developed for a Bid/Quotation from a vendor for vehicles, "Non-
Acceptable" features which are considered "luxury" items must be identified in the 
solicitation. 

 
 Such items include, but are not limited to: 

 
    Dark Colors   Power Seats 
    White Wall Tires  Sun Roof 
 
 12. Equipment and Supplies 
 
  Purpose: 
  To identify and maintain a record of equipment and supplies purchased for the agency. 

 
 
 



  Inventory: 
  A list of all items purchased exceeding $ 1,000, but less than the capital expenditure criteria, 
  will be maintained by the Department/Program Director or designate. 
 

Disposition: 
Prior to the disposition of any equipment, the approval of the Grantor, Chief Executive 
Officer and/or the Board of Directors is required. 

 
 
E. INVOICE PROCESSING 
 
 Policy: 
 

Upon receipt of merchandise, an authorized staff member with the project, department, or 
administrative department must sign and verify the vendor's invoice by comparing it to the 
Purchase Requisition or Purchase Order and approving the items received. 

 
 Procedure: 
 

Invoice computations and account distributions should be verified.  Discounts, rebates, and other 
allowances are deducted from the vendor's invoice before submission for payment.  The original 
invoice and delivery ticket (if applicable) should be submitted for payment or to support payment 
vouchers.  The appropriate copy of the Purchase Requisition or Purchase Order should be 
completed, including verification of the "items received" columns, and a signed invoice or delivery 
ticket. 

 
The vendor's invoice for partial shipment should be noted on the appropriate copy of the 
Purchase Requisition or Purchase Order to prevent duplicate payment.  Purchasers will maintain a 
copy of the Purchase Order until the full shipment has been received. 

 
F. VOUCHER/CHECK REQUESTS 
 
 Policy: 
 

When a bill or invoice is approved for payment, a Voucher/Check Request is submitted to Budget 
and Finance.  No check will be signed in advance and checks made payable to "cash" or "bearer" is 
prohibited.  Checks will not be issued to contractors or vendors who have not received agency 
approval. 
 

 Procedures: 
 

The Voucher/Check Request is completed as soon as possible after purchases have been made 
and invoice and other pertinent documents are available.  No checks will be issued unless a 
receipt, signed invoices, bill or statement, and a copy of the Purchase Order or Purchase 
Requisition is attached. 
 

 
 

 



Voucher/Check Requests must be submitted to Budget and Finance by Tuesday of each week by 
the end of the work day.  Voucher/Check Requests that are incorrectly prepared are returned to 
the originator along with a Check Request Form and the reason(s) for returning the Voucher/Check 
Request is indicated.  The Voucher/Check Request should be corrected and returned on the 
following Tuesday. 
 
The Voucher/Check Request is to be properly dated reflecting invoice date; vendor's name and 
complete address; the check description reflects the invoice number, account number and/or other 
applicable information to identify payment; and coding must be filled in completely in accordance 
with the Chart of Accounts.  Signatures of the originator and program director or supervisor must 
be on all Voucher/Check Requests.  The originator prepares and signs the Voucher/Check Request.  
Execution by the Department/Program Director acknowledges that the purchase is an allowable 
cost in the budget and that funds are available for the expenditure.  
 
Approved Check Request Form with attached documentation will be processed by Budget and 
Finance by the close of business day each Friday.  The Budget and Finance Director's certification of 
all Check Request Form will be obtained prior to processing. 
 
After computerized processing, checks are signed, reviewed and initialed by the Budget and 
Finance Director and/or designee.  Budget and Finance will distribute and/or forward checks for 
mailing to the Executive Office Manager or designee  by close of business on Friday of each week. 
 

G. VENDOR APPROVAL 
 
 Policy: 
 Vendors and service contractors must be ALPI-approved.  Properly executed contracts or service 
 agreements must be on file in the Central Office of ALPI for those who provide services to the 
 agency.  The contracts or agreements must bear the signature of the Chief Executive Officer and 
 the appropriate contractor.  Checks will not be issued to non-ALPI-approved contractors or 
 vendors. 
 
 Procedures: 
 (a) Before orders for goods or services are placed, requisitioner contacts Budget and Finance to 
  determine whether or not the vendor or contractor is approved by the agency.  If so, regular 
  purchasing procedures apply. 
 

 (b) If vendor or contractor has NOT been approved, requisitioner must take appropriate action 
to have proposed vendor or service provider approved by the agency.  Budget and Finance 
provides a Vendor/Contract Data Sheet  to the vendor or service provider for completion. 

 
 (c) When a Vendor/Contract Data Sheet is returned and processed by Budget and Finance, the 

contractor or vendor's name is added to the official approved vendor listing and purchaser 
may proceed. 

 
 
 

 
 
 



H. LEASES  
 

Budget and Finance will consider the relative cost advantage of "lease versus purchase" when 
appropriate.  In weighing the decision as to "lease" or "purchase”.  Budget and Finance will 
document the pertinent elements evaluated as well as conclusions reached.  This documentation is 
attached to the lease agreement kept by Budget and Finance and affixed to it. 

 
The following points will be considered in the lease/purchase study.  These are not necessarily all 
inclusive. 

 
(a) The cost of leasing over a 3-year period compared to the purchase price (including freight, installation) 

 (b) Imputed interest and finance charges included in the lease payments. 
 (c) Repairs and maintenance cost to ALPI under both options. 
 (d) Personal property taxes cost, if applicable. 
 (e) Insurance costs to ALPI under both options. 
 (f) Availability of the property to ALPI without cost or substantial cost savings from other sources. 
 (g) Availability of cash for purchase and lease payments. 
 (h) Purchase options at various time periods. 
 (I) Length of time the property will be needed. 
 (j) Technological changes and the useful life of the property. 
 (k) Trade-in value of the property. 
 (l) Required approval of funding agencies. 
 

Execution of the lease, lease-purchase, purchase, or other contract is the responsibility of the Chief 
Executive Officer.  CAUTION:  Legal counsel should be consulted before the contract is signed. 

 
 1. All leases will be approved and signed by the Chief Executive Officer. 
 
 2. Leases will correspond to program years whenever possible. 
 
 3. Original, executed lease agreements will be immediately forwarded to the Budget and Finance 

Director.  Copies will be provided to appropriate programs/departments as requested. 
 
I. BENEFICIARY COMMITTEES AND BOARD EXPENSES 
 
 1. The individual incurring expenses while carrying out duties for the agency will complete and 

sign the Authorization to Incur Travel Expenses Form . 
 
 2. The Authorization to Incur Travel Expenses Form will be approved by the Chief Executive 

Officer. 
 
 3. Upon completion of the trip, the Voucher for Reimbursement of Expense Report Form with a 

Trip Report Form will be attached to a Check Request and submitted to the Chief Executive 
Office or designate for approval. The approved Check Request along with the appropriate 
forms will be submitted to the Finance Department for processing and payment. 

 
 4. The reimbursement checks will be prepared in accordance with Section VI - Voucher/Check 

Requests. 
 
 5. Reimbursement checks will be prepared in accordance with Section VI, Check Request Form. 



 
THE AGRICULTURAL AND LABOR PROGRAM, INCORPORATED 

 Business Travel Expense and Reimbursement Policy and Procedure 
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THE AGRICULTURAL AND LABOR PROGRAM, INCORPORATED 

  Business Travel and Expense and Reimbursement Policies and Procedures 
 

INTRODUCTION 
 
The policies and procedures herein, shall govern all travel at the expense of THE AGRICULTURAL AND 
LABOR PROGRAM, INC and the various programs it currently administers and/or directly operates.  
Authorization for travel will not be granted and expenses will not be reimbursed unless the travel is 
made and reimbursement is claimed in accordance with the policies and procedures herein. 
The allowances for travel expenses are set by THE AGRICULTURAL AND LABOR PROGRAM, 
INCORPORATED Board of Directors as determined by the various corporate, state and federal funding 
sources' travel expense reimbursement rules and regulations. 
 
A unified expense rate for mileage, lodging and meals will be applied agency wide whenever possible.  
However, limited funding as well as limitations within prescribed State and Federal travel expense 
reimbursement rules and regulations makes this impossible to do.  If the latter is the case, the applied 
expense rates will be governed by current State and/or Federal Per Diem Regulations.  Otherwise, the 
following travel expense rates will be applicable Agencywide. 
 
  **1) The Mileage Rate will be @ 44.5 cents per mile or at the current rate as per approved by the 

Board of Directors; 
 

   2) The Lodging and Hotel Daily Rate will be applied in accordance with the current Federal Per 
Diem Regulations with the following exceptions. 

 
• If Lodging is reserved in a hotel where pre-approved activity is scheduled, advance or 

reimbursement rate will be the actual cost (room rate plus applicable taxes). 
 

• If prior reservation is made in the area of a scheduled activity for which travel is approved, 
which reservation is not honored upon arrival, and are motels/hotels have no vacancies, 
reimbursement will be the actual per night cost for secured lodging.  THIS EXCEPTION MUST 
BE DOCUMENTED. 

 
  3) The Meal Allowance Rate will be applied in accordance with THE current FEDERAL TRAVEL Per 

Diem Regulations with the following exceptions. 
 

•  Meal cost incurred when travel destination begins and ends within a normal work day (8:00 
A.M. - 5:00 P.M.)  IS NOT REIMBURSABLE. 
 

• Meal cost that is included in a conference registration will be deducted from the daily meal 
allowance rate. 

 
• Tips for meal service in addition to the maximum daily meal allowance rate IS NOT 

REIMBURSABLE. 
 
All other reimbursable travel costs (i.e. transportation, toll, parking, etc.) not referenced in this manual, 
must be reviewed and approved prior to the cost being incurred.      
 
The limits on travel expenses set forth herein are not to be construed as an indication of amounts that 
should be spent.  Instead, these are maximum amounts above which reimbursement will be 
questionable.  All travelers traveling on behalf of the agency should be as conservative as good 
judgment and circumstances permit and expenses will customarily run less than the maximum limits. 
 



 
The success of THE AGRICULTURAL AND LABOR PROGRAM, INC. depends on how well we can 
demonstrate our ability to deliver needed services to our clients and manage our financial resources.  
Adherence to the policies and procedures herein, should do much to demonstrate a sound and viable 
operation to our various funding sources. 
 
Sincerely, 
 
 
Deloris Johnson 
Chief Executive Officer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



1 

THE AGRICULTURAL AND LABOR PROGRAM, INCORPORATED 
 Business Travel and Expense and Reimbursement Policies and Procedures 
 
 
PURPOSE 
 
The objective of this manual is to state the travel policy and procedures that are to be adhered to by all 
persons traveling on behalf of THE AGRICULTURAL AND LABOR PROGRAM, INCORPORATED and its programs 
hereafter referred to as the "Agency". 
 
SCOPE 
 
The scope of the policy and procedures herein, shall cover the agency's Board of Directors, Chief Executive 
Officer, Head Start Policy Council Members, Regional Advisory Council Members, Employees, Consultants and 
all other persons hereafter referred to as the "traveler" authorized and approved to travel on behalf of the 
Agency.  No authorized traveler will be reimbursed nor will payments be made by the Agency on their behalf 
for excessive personal living expenses, gifts, entertainment, or other personal benefits. 
 
I.   AUTHORIZATION TO TRAVEL 
 

  A. All travelers traveling at the expense of the Agency must have official authorization prior to the 
anticipated travel being performed.  Authorization levels are as follows: 

 
      
 

  B. All travel authorized in accordance with the authorizations process detailed above will be guided by the 
following considerations: 

   
      1. The travel must be necessary for the proper execution of Agency business or in justifiable pursuit of 

Agency's educational and training objectives. 
 

      2.  Ascertainment that selection of person(s) to attend meetings, conferences, training, etc., will coincide 
closely with employee performance needs and/or will enhance the mission and goals of the Agency. 

       3. Consideration of the minimum rather than the maximum number participants necessary to fulfill the 
above stated considerations. 

 
     4. Any special meetings, committee appointments, etc., where a Board Member, Policy Council member 

or Advisory Council member is requested to attend must be appropriately authorized and approved 
prior to the actual travel being performed. 

 
     5. Priority will be given to the Chairpersons of the ALPI Board of Directors, Head Start Policy and 

Regional Advisory Councils to attend meetings, conferences, seminars, etc., on behalf of their 
respective members. 

 
 

TRAVELER REQUEST SUBMITTED TO AUTHORIZED BY 
Board of Directors Chief Executive Officer via Executive Office Manager Board of Directors 
Chief Executive Officer Board of Directors via Board Chairperson  Board Chairperson 
Head Start Policy Council Members Head Start/EHS Director Head Start/EHS 
Regional Advisory Council Members Regional Advisory Council Staff Liaison Chief Executive Officer 
Senior Management Staff Chief Executive Officer Chief Executive Officer 
Program Managers and all 
Employees 

Dept./Program Immediate Supervisor Senior Director 

Consultants and others Chief Executive Officer Chief Executive Officer 



  C. The following forms must be prepared and submitted to properly execute the authorization and 
approval process: 

 
 1. The Authorization to Incur Travel Expenses form (TF 93-0001) must be completed by all travelers to 

summarize all anticipated travel and travel expenses for the month. 
 
 2. The Travel Expense Estimate form (TF 93-0002) must be completed with appropriate copies 

submitted along with The Authorization to Incur Travel Expenses form (TF 93-0001) to activate a 
request for a travel expense advance and/or to justify all anticipated travel expenses for each trip 
planned for the month. 

 
D. The request for travel by all travelers is officially approved when The Authorization To Incur Travel form 

(TF 93-0001) and The Travel Expense Estimate form (TF 93-0002) have been properly signed, certified by 
Budget and Finance and approved by the Chief Executive Officer. 

 
II. TRAVEL EXPENSE ALLOWANCES 
 
    A. Transportation must be by the most direct route possible and any individual or group traveling by an 

indirect route is subject to bearing the extra expense incurred. 
 
     1. Common Carrier 
       All travel arrangements via a common carrier shall be based upon the most economical rate   
       to the Agency.  
 

Advantages must be taken of round trip rates, advance reservations and ticket purchase, Saturday 
Night stay, etc.  No traveler shall use a mode of transportation that is more expensive that the 
cheapest round-trip airline ticket, Bus ticket or train ticket.  If more expensive accommodations are 
required during an approved trip, an explanatory notation must be made on The Travel Expense 
Estimate form (93-0002).  The traveler's copy of the common carrier ticket must be attached to the 
reimbursement and/or travel expense report. 

 
       2. Limousine Services and Taxi Fares 
       If authorized travel is by a common carrier, limousine, shuttle, or taxi, fares necessary to transport 

the traveler to and from the airport or station is a reimbursable cost.  An official receipt (signed by 
the driver) for each fare must be attached to the Travel Expense report. 

 
      3. Agency Vehicles 
      Agency vehicles will be assigned to ALPI Employees upon approval of the Chief Executive Officer.  

Agency vehicles can only be used by employees conducting approved ALPI business.  No agency 
vehicle is to be used for personal business unless written approval is obtained from the Chief 
Executive Officer via The Agency Vehicle Usage Authorization form (TF 93-0008).  Each driver of an 
Agency vehicle is required to complete an Agency Vehicle Mileage Trip Log form on daily activities.  
This log is to be submitted to Budget and Finance with a copy forwarded to the Chief Executive 
Officer at the end of each month (by the 2nd working day).  All drivers authorized to drive a Agency 
Vehicle, must maintain a good driving record, a valid driver's license and be eligible for coverage 
under any applicable agency insurance. 

 
     4. Personally Owned Vehicles 

All travelers using their personally owned vehicle for work-related travel (in-town or out-of-town) 
shall be reimbursed at the approved mileage rate.  All mileage to be claimed via The Voucher For 
Reimbursement of Travel Expenses form (TF93-0004) must show destination, purpose of travel, 
date/time of departure and return.  Claims for gas, oil, parts or repair cost are not reimbursable 
expenses.  Mileage computation shall be calculated using official road map and mileage charts 



published by The State of Florida Department of Transportation or Map Quest. The request, 
authorization and approval process will be guided by the following considerations: 

 
       a. All agency business travel using a personally owned vehicle must be officially authorized and 

approved via The Authorization To Incur Travel Expenses form  (TF 93-0001) prior to any travel 
being incurred. 

 
         b. Employees traveling from home to designated pre-approved work sites cannot receive 

reimbursement, if the mileage is less or equal to the employees regular home to permanent 
work site mileage. 

 
         c. Where two or more travelers are traveling in the same vehicle, only one person may claim 

transportation reimbursable costs.  Where more than one agency employee is traveling to the 
same destination for the same scheduled activity, staff members are encouraged to share 
personally owned vehicle means. 

 
        d. Before approving a driver to use their own personal vehicles to conduct Agency business (i.e., 

hauling children, transporting other persons for the Agency) the existence of valid insurance and 
a valid driver's license must be verified. 

 
       5. Rental Car 

Authorization for rental car expenditures must be approved via The Travel Expense Estimate form 
(TF93-0002) prior to the actual rental.  If authorization is granted, the traveler shall attach an 
official rental receipt to the Travel Reimbursement and/or Actual Travel Expense Report. 

 
       6. Toll Fees 

        Fees paid for toll during official Agency travel is reimbursable.  Receipts for any reimbursement 
claims must be attached to The Voucher for Reimbursement of Travel Expenses form (TF 93-0004). 

 
   B. Lodging 

Lodging cost incurred during overnight travel is a reimbursable expense.  The maximum reimbursable 
expense for overnight lodging will be regulated by The Federal Travel Per Diem Regulations (see 
Appendix B) appropriate DOE travel rules and regulations and/or the Agency approved policy.  To 
receive an advance for anticipated lodging cost, the traveler must include the cost in the official 
request to travel along with supported documentation.  Hotel/Lodging receipts must be stamped 
"paid" and attached to the travel Reimbursement Claim report and appropriately submitted, certified 
by Budget and Finance and approved by the Chief Executive Officer before reimbursement is made 
and/or a travel advance can be cleared. 

 
   C. Reimbursable Meal Cost 
 

        1. Meal Cost incurred when travel destination is in an assigned work area and/or within the traveler's 
normal work day is not reimbursable.  Any exception must be reviewed and approved by the Chief 
Executive Officer prior to the cost being incurred. 

 
       
 
 
 
 
 
 
 



     2. Approved Meal Cost for out-of-town travel and/or overnight stay is reimbursable under the 
following conditions: 

 

Time Schedule MEAL TYPE 

 6:30 AM 
10:00 AM 

  5:00  PM 

8:00 AM 
1:30 PM 
7:00 PM 

BREAKFAST 
LUNCH 
DINNER 

                     
  3. When a meal cost allowance is approved via The Authorization to Incur Travel Expenses form (TF 

93-0001), an appropriate meal allowance rate will be applied.  The traveler's time schedule 
(Departure Time and Return Time) will be used to determine the anticipated and/or actual meal 
cost allowance.  The cost determined will be prorated accordingly.  NO MEAL COST will be 
reimbursable if the appropriate authorization and approval is not secured by the traveler prior to 
incurring the cost. 

 
   D. Miscellaneous Travel Expenses 
 
    1. Registration Fee 

 Registration fees in the amount necessary to qualify individuals to attend conventions, meetings, 
conferences, and banquets are reimbursable cost provided attendance at such function is 
appropriately authorized as an Agency sponsored and/or business related function.   

 
  Appropriate documentation (receipt, invitation, etc.) must be submitted with the travel advance 

request and/or reimbursement claim.  TRAVELERS SHALL NOT BILL AGENCY FOR MEAL COST 
COVERED UNDER A REGISTRATION FEE. 

 
    2. Expenditures for Tips, Gratuities, etc. 
 
   Tips and gratuities are allowable reimbursement expenditures with the following exceptions; 
  
     a. Tips for meal service in excess of the maximum meal cost daily rate ARE NOT REIMBURSABLE. 
 

   b. Tips for airport porter service, Hotel bellman service, Taxi Service, etc., for baggage handling 
assistance are reimbursable up to $1.00 per bag and/or up to $25.00 per trip for all such 
services. 

 
   c. Expenditures for valet service, entertainment, alcoholic beverages, etc. are considered personal 

rather than official expenditures and will not be subject to reimbursement. 
 

   All other expenditures for tips, gratuities, etc., must be appropriately authorized and approved prior 
to the cost being incurred. 

 
   3. Telephone Calls 

   Telephone calls included as hotel/motel/lodge expenses cannot be claimed as an official expense 
except when such calls are documented as business calls showing nature of call, person telephoned, 
telephone number, city, state, and time of call.  All Agency employees, Board members, Advisory 
Council members and Head Start Policy Council members will be allowed up to $3.00 per day for 
personal calls home.  APPROPRIATE DOCUMENTATION must be submitted with the travel 
reimbursement claim. 

 
 



    4. Automobile Parking 
   Meter parking expense incurred is not reimbursable.  Expense incurred when using a parking 

   garage and/or parking arrangements with an on-site attendant is reimbursable if: 
 
     a) Length of parking time corresponds with agenda of official activity for which travel is approved. 
 

     b) Parking ticket showing actual cost, date of transaction and parking lot attendance signature, 
when appropriate. 

 
III.  TRAVEL EXPENSE ADVANCES 
 

 A. An advance to incur travel expenses must be requested and processed in accordance with Section I 
of this manual.   

 
  B. All travelers requesting a Travel Expense Advance will be required to adhere to the following 

procedures: 
 

   1. Funds received must be accounted for at the conclusion of the trip.  Any amount that cannot be 
properly documented and/or accounted for by an official receipt must be refunded to the 
Agency by cash or check.  Such refund must be submitted with the Travel Expense Report. 

 
   2. If the actual authorized travel expenses are in excess of the travel advance, the Agency will 

reimburse the traveler for the excess amount.  Such request must be supported by proper 
documentation and official "paid" receipts. 

 
   3. If authorized travel (a projected trip) is canceled after a travel expense advance has been 

obtained, the traveler must prepare a travel reimbursement report no more than five (5) days 
after cancellation notification.  Such report and the appropriate refund must be submitted 
along with the Travel Expense Report. 

 
   4. All travelers receiving a Travel Expense Advance must clear the advance within 30 days after the 

official travel has been completed.  All travel expense advances not cleared after a 30 day 
period will be subject to a direct payroll deduction and/or a denial of any future travel expense 
advances until the outstanding advance is cleared and/or properly accounted for. 

 
   5. All delinquent travel expense advance accounts of all travelers traveling on behalf of the Agency 

will be reviewed by the Chief Executive Officer in consultation with Budget and Finance and the 
appropriate senior manager with same reported to the ALPI Board Executive Committee when 
necessary to appropriately account for all travel related funds due to the Agency in a timely 
manner. 

 
   6. The following forms must be prepared and submitted to properly execute the authorization and 

approval process as prescribed in Section I of this Manual, to request and/or to clear a Travel 
Expense Advance. 

 
    a. The Travel Expense Estimate form (TF 93-0002) must be completed for each trip requiring  

Travel Expense advance with appropriate copies of same, submitted along with The 
Authorization To Incur Travel Expenses form (TF 93-0001) and a Voucher/Check Request 
Form (TF 93-0003). 

 
 
 

 



  b. To clear a travel expense advance, the traveler must complete and submit: 
 
    1. The Expense Report (Actual) section of The Travel Expense Estimate form (TF 93-0002). 

 
     2. The Trip Report Form (TF 93-0005). 
 

   3. Voucher for Reimbursement of Travel Expenses Form (TF 93-0004). 
 

   4. Corporate Care Billing/Expense Report Summary Form (TF 93-0007) when applicable. 
 

   5. Copy of the Authorization To Incur Travel Expenses (TF 93-0001). 
 
IV. TRAVEL EXPENSE REIMBURSEMENT REPORT 
 

 A. All travel expense reimbursement reports and requests must be properly authorized, in accordance 
   with Section I of this manual, certified for payment by Budget and Finance and approved by the 

Chief Executive Officer before payment is made and/or a travel expense advance can be cleared. 
 

 B. Applicable forms as prescribed in Section III, must be completed and submitted by all travelers to 
complete the Travel Expense Reimbursement Report process. 

 
 
V. CORPORATE CREDIT CARDS 

 
 A. Corporate Credit Cards will be provided to designated travelers for the sole purpose of conducting 

official corporate business. 
 

    B. No personal items and/or expenses are to be billed to any Agency (directly billed) Corporate Credit 
Cards including but not limited to, (Telephone Credit Card, Gas/Service Credit Card, American 
Express, etc.). 

 
  C. All transactions charged to a corporate credit card shall be reported in accordance with the process 

prescribed in Section I and III of this manual. 
 

    D. Improper use of a corporate credit card will result in loss of usage privilege.  All such cases will be 
reviewed by the Chief Executive Officer in consultation with Budget and Finance, the appropriate 
senior manager with same reported to the ALPI Board Executive Committee when necessary, to 
appropriately recover any improper or unauthorized funds charged to a corporate credit card. 

 
    E. Each traveler and/or employee issued a Corporate Credit Card will be required to read and sign a 

copy of the Corporate Credit Card Usage Authorization form (TF 93-0009) with a copy of same 
forwarded to Budget and Finance for future reference and payment certification. 

 
VI. TRAVEL ARRANGEMENTS AND LOGISTICS 
 

 A. In order to control cost and qualify for volume discounts, all travel arrangements for all authorized 
travelers must be coordinated with the Executive Secretary and/or authorized designate.  This 
includes reservations for common carrier transportation (i.e., airline, train, bus, rental care, etc.) 
and lodging as well as arrangements for Agency sponsored meetings, training sessions in hotel 
facilities and/or direct billing accounts 

 
 B. All such arrangements must be appropriately authorized and approved in accordance with Section 

A of this manual before any travel arrangements are confirmed and/or travel expenses obligated. 



 APPENDIX A 
 
 
 TF 93-0001  AUTHORIZATION TO INCUR TRAVEL EXPENSES  
 
 TF 93-0002  TRAVEL EXPENSES ESTIMATE 
 
 TF 93-0003  VOUCHER/CHECK REQUEST 
 
 TF 93-0004  VOUCHER FOR REIMBURSEMENT OF TRAVEL EXPENSES 
 
 TF 93-0005  TRIP REPORT 
 
 TF 93-0006  AGENCY VEHICLE MILEAGE TRIP LOG 
 
 TF 93-0007  CORPORATE CARD BILLING/EXPENSE REPORT 
 
 TF 93-0008  AGENCY VEHICLE USAGE AUTHORIZATION 
 
 TF 93-0009  CORPORATE CREDIT CARD USAGE AUTHORIZATION 
  



 
APPENDIX B 

 
 
 
 

A. The Federal Travel Regulations (current) 
 

B. State DOE Travel Regulations (current) 
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• TYPES OF MOTIONS
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• VOTING ON MOTIONS
• TYPES OF MOTIONS

• QUESTIONS AND ANSWERS



What	are	Parliamentary	Procedures?	

• It is a set of rules for conduct at meetings, that allows 
everyone to be heard and to make decisions without 
confusion.



Why	are	Parliamentary	Procedure	Important?

• Because it's a time tested method of conducting 
business at meetings and public gatherings. It can 
be adapted to fit the needs of any organization. 

• Today, Robert's Rules of Order newly revised is 
the basic handbook of operation for most clubs, 
organizations and other groups. So it's important 
that everyone know these basic rules! 



SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER

GENERAL HENRY M. ROBERT without warning was asked to 
preside over a public meeting being held in a church in his 
community and realized that he did not know how. He tried 
anyway and his embarrassment was supreme. This event, which 
may seem familiar to many organizers and board, left him 
determined never to attend another meeting until he knew 
something of parliamentary law. He gave his name to the book 
that has brought Order to millions of meetings, published the 
first edition of Robert's Rules of Order on February 19, 1876. 
After his retirement from the Army in 1901, he practiced 
consulting engineering and devoted the last decade of his life to 
writing on parliamentary procedure. He died on May 11, 1923. 

The work of Robert has continued over the year the work of 
other Authors ….



SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER

• SARAH CORBIN ROBERT was the daughter‐in‐law of the original 
author and the Trustee of Robert's Rules of Order Revised, and headed 
the authorship team which produced the most extensive general 
revision of the work, the 1970 edition of Robert's Rules of Order Newly 
Revised. 

• HENRY M. ROBERT III, grandson of General Robert, began his 
association with Robert's Rules of Order Newly Revised when he 
assisted his mother, Sarah Corbin Robert, in writing the 1970 edition. 
He holds degrees in the Great Books Program of St. John's College in 
Annapolis and in Physics (Laval University, Quebec). He has served as 
Parliamentarian of the National Association of Parliamentarians. 

• WILLIAM J. EVANS, a former partner in the Baltimore law firm of Miles 
& Stockbridge, was a graduate of the Johns Hopkins University and 
earned his law degree at the University of Maryland School of Law. He 
was President of the National Association of Parliamentarians from 
1979 to 1981 and also served as its Parliamentarian. He participated in 
writing the 1970 and each succeeding edition. 



SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER

• DANIEL H. HONEMANN is a Maryland attorney, of counsel to the 
Baltimore law firm of Whiteford, Taylor & Preston, LLP. He is a graduate of 
Western Maryland College and received his law degree from the 
University of Maryland School of Law. Mr. Honemann also assisted in the 
writing of the ninth edition. 

• THOMAS J. BALCH, 1999‐2001 Parliamentarian for the National 
Association of Parliamentarians, is a Washington, D.C.‐based lobbyist and 
legislative analyst. An attorney licensed to practice in Illinois, he is a 
graduate of Williams College and New York University School of Law. 



SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER



SHORT	HISTORY	OF	ROBERT’S	RULES	OF	ORDER

• The tenth, current, edition has been brought about 
through a process of keeping the book up to date with the 
growth of parliamentary procedure. All editions of the 
work issued after the death of the original author have 
been prepared by persons who either knew and worked 
with the original author or are connected to such persons 
in a direct continuity of professional association.

“ONE NEED TO KNOW WHERE THEY’VE BEEN IN ORDER TO PLAN WHERE 
THEY ARE GOING”



Organizations	using	parliamentary	procedure	follow	a	fixed	order	of	business.

Below	is	a	typical	example:

• Call to order. 

• Roll call of members present.

• Reading of minutes of last meeting. 

• Officers reports. 

• Committee reports. 

• Special orders ‐‐‐ Important business previously designated for consideration at this meeting. 

• Unfinished business. 

• New business. 

• Announcements. 

• Adjournment.



The	method	used	by	members	to	express	themselves	is	in	the	form	of	moving	
motions.	A	motion	is	a	proposal	that	the	entire	membership	take	action	or	a	
stand	on	an	issue.	Individual	members	can:

• Call to order. 

• Second motions. 

• Debate motions. 

• Vote on motions.



There	are	four	Basic	Types	of	Motions:
• Main Motions: The purpose of a main motion is to introduce 

items to the membership for their consideration. They cannot 
be made when any other motion is on the floor, and yield to 
privileged, subsidiary, and incidental motions. 

• Subsidiary Motions: Their purpose is to change or affect how 
a main motion is handled, and is voted on before a main 
motion. 

• Privileged Motions: Their purpose is to bring up items that 
are urgent about special or important matters unrelated to 
pending business. 

• Incidental Motions: Their purpose is to provide a means of 
questioning procedure concerning other motions and must 
be considered before the other motion.



How	are	Motions	Presented?

• Obtaining the floor
• Wait until the last speaker has finished. 
• Rise and address the Chairman by saying, "Mr. 

Chairman, or Mr. President." 
• Wait until the Chairman recognizes you. 

• Make Your Motion
• Speak in a clear and concise manner. 
• Always state a motion affirmatively. Say, "I move 

that we ..." rather than, "I move that we do not 
...". 

• Avoid personalities and stay on your subject. 



How	are	Motions	Presented?
• Wait for Someone to Second Your Motion 

• Another member will second your motion or the 
Chairman will call for a second. 

• If there is no second to your motion it is lost. 



How	are	Motions	Presented?

• The Chairman States Your Motion 

• The Chairman will say, "it has been moved and seconded that we 
..." Thus placing your motion before the membership for 
consideration and action. 

• The membership then either debates your motion, or may move 
directly to a vote. 

• Once your motion is presented to the membership by the chairman 
it becomes "assembly property", and cannot be changed by you 
without the consent of the members. 



How	are	Motions	Presented?

• Expanding on Your Motion 

• The time for you to speak in favor of your motion is at this point in 
time, rather than at the time you present it. 

• The mover is always allowed to speak first. 

• All comments and debate must be directed to the chairman. 

• Keep to the time limit for speaking that has been established. 
• The mover may speak again only after other speakers are finished, 

unless called upon by the Chairman. 



How	are	Motions	Presented?

• Putting the Question to the Membership 

• The Chairman asks, "Are you ready to vote on the 
question?" 

• If there is no more discussion, a vote is taken. 

• On a motion to move the previous question may 
be adapted.



Voting	on	a	Motion:
• The method of vote on any motion depends on the 

situation and the by‐laws of policy of your organization. 
There are five methods used to vote by most organizations, 
they are: 

• By Voice ‐‐ The Chairman asks those in favor to say, "aye", those opposed to say 
"no". Any member may move for a exact count. 

• By Roll Call ‐‐ Each member answers "yes" or "no" as his name is called. This 
method is used when a record of each person's vote is required. 

• By General Consent ‐‐When a motion is not likely to be opposed, the Chairman 
says, "if there is no objection ..." The membership shows agreement by their 
silence, however if one member says, "I object," the item must be put to a vote. 

• By Division ‐‐ This is a slight verification of a voice vote. It does not require a 
count unless the chairman so desires. Members raise their hands or stand. 

• By Ballot ‐‐Members write their vote on a slip of paper, this method is used 
when secrecy is desired.



There	are	two	other	motions	that	are	
commonly	used	that	relate	to	voting.

• Motion to Table ‐‐ This motion is often used in the attempt to 
"kill" a motion. The option is always present, however, to "take 
from the table", for reconsideration by the membership.

• Motion to Postpone Indefinitely ‐‐ This is often used as a means 
of parliamentary strategy and allows opponents of motion to 
test their strength without an actual vote being taken. Also, 
debate is once again open on the main motion.



Parliamentary	Procedure	is	the	best	way	to	get	things	done	
at	your	meetings.	But,	it	will	only	work	if	you	use	it	properly.

• Allow motions that are in order. 

• Have members obtain the floor properly. 

• Speak clearly and concisely. 

• Obey the rules of debate. 
Most importantly, BE COURTEOUS.



References:
http://www.robertsrules.com/

Price:$6.95



Questions	&	Answers

LET’S CALL…

A MEETING TO ORDER
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Audience:  Community Services Block Grants (CSBG) 
Category:  Guidance, Policies, Procedures, Information Memorandums  (IM) 

 
 
 

Transmittal No. 82  Date: March 23, 2005 
 

TO: State Community Services Block Grant Program Directors, Community Services Block Grant State Association Directors and Community Services 
Block Grant Eligible Entities 

 
SUBJECT: Tripartite Boards 

 
PURPOSE: This Information Memorandum addresses a number of policy questions that have arisen in recent years concerning the composition, role, and 
responsibilities  of local community action agency tripartite boards. In addition, the Memorandum describes steps that may be taken by State CSBG lead 
agencies and State Community Action Associations to promote the continued viability and effectiveness of eligible entities through appropriately 
constituted and well-functioning  tripartite boards. 

 
This Information Memorandum is not intended to be definitive or binding on State or local agencies, but to serve as a guide on key issues. 

 
BACKGROUND: Since 1968, local community action agencies have been required to have tripartite governing boards to gain and retain designation as 
eligible entities and to receive CSBG funding. Effective tripartite boards reflect and promote the unique anti-poverty leadership, action, and mobilization 
responsibilities  assigned by law to community action agencies. Boards are responsible for assuring that agencies continue to assess and respond to the 
causes and conditions of poverty in their community, achieve anticipated family and community outcomes, and remain administratively  and fiscally sound. 

 
The nature of poverty and our nation's response to it continues to evolve. Many community action agencies are in the process of passing the baton to a 
new generation of leaders. This Information Memorandum restates and amplifies how tripartite boards help preserve community action focus, 
effectiveness, and accountability in these changing times. 

 
Questions and Responses 

 
The following questions and OCS responses convey important information about the roles and responsibilities of tripartite boards as required by statute 
and suggestions on how State CSBG authorities, State community action associations, and local agency officials can help assure that boards function 
effectively. 

 
Question 1 - What does the law require? 

 
Roles and Responsibilities  o/Tripartite Boards 

 
Sections 676B of the Community Services Block Grant Reauthorization  Act of 1998 requires that, as a condition of designation, private nonprofit entities 
and public organizations administer their CSBG program through tripartite boards that "fully participate in the development, planning, implementation,  and 
evaluation of the program to serve low-income communities." 

 
Board Composition 

 
•Low-Income Individuals and Families 

 
For private nonprofit entities, a minimum of one-third of tripartite board membership must be democratically selected representatives  of low-income 
individuals and families who reside in the geographic area being served by the agency. 

 
For public organizations, such as city, county, or town governments, the law also requires that a minimum of one-third of tripartite board membership be 
comprised of representatives  of low income individuals and families who reside in areas served. The statute allows public 
organizations to utilize State-specified  mechanisms other than tripartite boards that "assure 
decision-making  and participation by low-income individuals in the development, planning, 
implementation,  and evaluation of programs..." 
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OCS does not recommend including in this community representation category for either public or private agency boards individuals who provide services 
or supports to low-income residents but who are neither low-income or residents of the agency's service area. Such individuals may qualify for board 
membership as representatives  of another board category -- "major groups or interests in the community." 

 
•Elected Officials or Their Representatives 

 
One-third must be elected officials, holding office at their time of selection, or their representatives.  If a sufficient number of elected officials or their 
representatives  are not 
available to serve, appointive public officials or their representatives  may take the place of 
elected officials. 

 
• Major Groups and Interests in the Community Served 

 
The remaining board members must be chosen from "business, industry, labor, religious, law enforcement, education, or other major groups and interests 
in the community served." 
Question 2 - Who appoints members to a tripartite board? 

 
The law states that members of tripartite boards "shall be selected by the entity" in accord with the conditions described above. States must assure that 
local agencies comply with Federal statute and any applicable State statutes, and that the bylaws of tripartite boards reflect and advance statutory 
requirements. 

 
Question 3 - Are term limits permissible? 

 
The CSBG statute is silent on term limits. However, many CAAs find term limits helpful to 
keep boards revitalized and current. Community action agencies may impose such limits 
through their own bylaws if they wish. 

 
To achieve the purposes intended by statute for each of the three components of agency boards, State and local agencies are encouraged to consider the 
following term limit considerations: 

 
Representatives  of Low-Income Individuals and Families 

 
The statute requires that representatives  of low-income individuals and families be "chosen in accordance with democratic selection procedures.” The 
implicit intent of this requirement is to insure that those who currently live in areas served by the agency are represented so that they have a strong voice in 
agency governance and direction and are able to convey to those they represent the presence and significance of community action in their lives. And, 
because some programs within community action agencies, especially Head Start, also require governance involving families being served, overall agency 
coordination and communications  across programs are further enhanced when a few (one or two) members of Head Start Policy Councils serve on agency 
tripartite boards. The Head Start regulations require that the Policy Council and the Board cannot have  identical membership, so this must be observed. 

 
Every effort should be made by eligible entities to assure that board members representing low-income individuals and families: 

 
• Have been selected on the basis of some form of democratic procedure either directly 
through election, public forum, or, if not possible, through a similar democratic process such as election to a position of responsibility in another significant 
service or community organization such as a school PTA, a faith-based organization leadership group; or an advisory board/governing  council to another 
low-income service provider; 

 
• Are truly representative of current residents of the geographic area to be served,including  racial and ethnic composition, as determined by periodic 
selection or reselection by the community. Being current should be based on the recent or annual demographics changes as documented in the needs/ 
community assessment. This does not preclude extended service of low-income community representatives  on boards, but does suggest that continued 
board participation of longer term members be revalidated from and kept current through some form of democratic process and   the assessment of 
community changes.Ultimately, it is the responsibility of the State to assure that agencies uphold both the letter and intent of the law governing 
appointment of low-income community representatives  to tripartite boards. Particular attention should be paid to the two conditions described above. 

 
Elected Public Officials or their Representatives 

 
The overarching purposes for having elected officials serve on tripartite boards are to encourage awareness of poverty needs within the community and 
action by local governments, and to foster close coordination and partnership between public agencies and the eligible entities. State CSBG lead agencies, 
State community action associations, and local agency officials should ensure that the nature and number of public officials serving on each agency board 
supports and promotes these goals. The statute requires that elected public officials must be "holding office on the date of selection" to a tripartite board. 
The statute does not identify which public officials ought to serve on the tripartite board. The statute allows public officials (elected, or if necessary, 
appointed) to name someone to represent them on the board. Again, while the statute does not set term limits for this category of board membership, the 
spirit of the law, that local governments participate in agency oversight and governance, suggests that: 

 
• Elected officials serve on boards in this capacity only while they are in office. 
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Similarly, individuals designed by elected or appointed officials to represent them on boards 
serve only while their principals are in office or are re-designated by those in office. Agencies are responsible for making sure that this category of board 
membership remains current through such procedures as prompt notification of newly elected or currently elected public officials of the opportunity for 
board service or representation,  and timely replacement of board members (or their representatives)  who no longer hold public office. 

 
Local agencies that wish to extend the board service of either formerly elected officials or their representatives  may chose to appoint them as 
representatives  of "major groups and interests in the community." 

 
Representatives  of Major Groups and Interests in the Community 

 
While the statute does not set term limits for these board members, their role is to reflect and involve key interests and resources within the community to 
guide agency actions and outcomes. For this category, agencies should strive to assure that: 

 
• Groups and interests with current influence or resources deemed critical to the success of the agency are represented. 

 
• Members are empowered by their organizations to participate in board activities and play a role in agency outcomes. 

 
 

Question 4 - What does "fully participate in the development,  planning, implementation,  and evaluation of the program" mean? 
 

Tripartite boards are responsible for oversight and governance of community action agencies: 
 

Development 
 

As the designated anti-poverty-agencies within their community, both public and private eligible entities are required to conduct periodic needs 
assessments of the causes and conditions of poverty within their service area and to decide what role, or mission, the agency will assume relative to other 
community organizations and resources, in addressing those needs. 

 
Tripartite boards are key players in the developmental  processes described above: 

 
• Needs Assessment -- Board members, especially those that live in communities to be served and that represent low-income people, ought to be a 
primary source of information and insight concerning the conditions in their neighborhoods.  Representatives  of low-income families can help fashion 
agency outreach and communication  strategies, on an ongoing basis, to assure that agency staff and programs are responsive to changing community 
needs and conditions. Board members that represent elected officials, and other community groups and interests, all bring critical information and 
perspective to the needs assessment process. Elected officials or their representatives  can commission or make available government-sponsored studies 
of local economic, social, educational, and key conditions that affect poverty. Business, labor, religious, and other community group representatives  offer 
similar information from the private sector and access to short-term and longer-range service and resource assessments and/or development plans that 
may impact the nature or extent of poverty in the community. 

 
• Clarifying Agency Mission -- The way each community action agency perceives its role, or mission, is central to what they do and how they assess their 
effectiveness. Tripartite boards, if correctly constituted, provide an agency with a broadly-based,  in-house, panel of "experts" on most aspects of 
community need, resources, and opportunities. Their expertise should help inform agency leadership and staff concerning the role(s) community action 
should and could play to reduce poverty vis-a.-vis other public and private programs and initiatives. Creating or reviewing mission statements can provide a 
focus for collaborative strategic planning among board members and agency leadership and staff, and a foundation for meaningful board oversight of agency 
operations and effectiveness. 

 
Planning 

 
Tripartite boards are important participants in agency annual and longer-range planning 
activities. Specifically, individual members of the board, and the board as a whole, ought to 
contribute to, and benefit from, various aspects of program planning: 

 
• Long-range Strategic Planning- For those CSBG entities that are 501(c)(3) non-profit agencies, tripartite boards are ultimately responsible for the overall 
direction, conduct, and effectiveness of agency programs and activities. Public agency boards are "advisory" and are intended to guide public officials that 
manage their agencies, both elected and appointed, with information and advice on how to reduce poverty within the geographic area being served. As 
such, participation of boards is essential in strategic planning discussions of how the mission of the agency is to be accomplished through its programs and 
activities, and how the agency will determine what constitutes its "success." Tripartite boards should be encouraged to help the agency: a) identify broad 
goals and results it hopes to achieve through its work among low-income individuals and families, and within the community being served; b) mobilize and 
array programs and activities, both within and outside the agency, to achieve those goals and results; and c) establish and maintain procedures for gathering 
and presenting information on goals and results for agency and board use. 

 
• Annual Planning - Tripartite boards of both public and private entities should participate in the identification of what the agency hopes to accomplish each 
year and to help the agency establish specific performance expectations, in terms of both the nature and number of improvements to be achieved among 
low-income people and within the community, to guide agency programs and activities. Milestones, or intermediate steps toward achieving the ultimate 
results, ought to be identified by agency staff so that board members will be able to track progress throughout the year. In addition, boards are encouraged 
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to identify possible ways to strengthen agency operations, including needed staff or facility enhancements,  and to identify specific results it expects to be 
achieved. Boards may chose to utilize annual agency performance expectations, or anticipated program results, as important components of annual 
performance plans and compensation agreements they negotiate with the agency's executive director and other key staff. 

 
Implementation 

 
Because members of tripartite boards have "fiduciary" responsibility for the overall operation of private, non-profit community action agencies and 
statutorily described "advisory" 
responsibilities  in public agencies, members are expected to carry out their duties as any 
"reasonably prudent person" would do. At a minimum, CAPLAW suggests that this would 
require: 

 
1. Regular attendance at board and committee meetings; 
2. Thorough familiarity with core agency information, such as the agency's bylaws, articles of incorporation, sources of funding, agency goals and 
programs, Federal and State CSBG statutes; 
3. Careful review of materials provided to board members; 
4. Decision-making  based on sufficient information; 
5. Ensuring that proper fiscal systems and controls, as well as a legal compliance system, are in place; and 
6. Knowledge of all major actions taken by the agency. 

 
Two aspects of the requirements described by CAPLAW above warrant further discussion –board oversight of agency programs and board oversight of 
fiscal controls: 

 
• Agency Program Implementation  - Boards are encouraged to stay informed of agency programs and activities throughout the year, and to receive 
periodic reports from agency staff that focus on progress toward achieving milestones and ultimate results among clients and communities being served. 
Timely board awareness of program implementation  progress allows for possible reassessment of performance expectations or program realignments 
should the need arise. 

 
Board members are also encouraged to help the agency establish and maintain working relationships, or partnerships, with other public and private 
agencies and programs in the community that can help achieve community action results. For example: 

 
1. Members that are either elected officials or that represent elected officials may 
identify public resources and programs that could contribute to client or 
community outcomes and facilitate communication  and coordination between the community action agency and the public program; 
2. Members that represent critical community interests, such as commercial or 
financial institutions, may help identify possible sources of support for the 
agency's low-income clients, including employment opportunities, asset 
formation assistance, or access to other financial services; 
3. All members of the tripartite board may be enlisted in an agency's advocacy 
efforts to increase or preserve needed services and programs in the community 
that support greater self-sufficiency among low-income families. 

 
• Fiscal Controls - Because tripartite boards of private, non-profit agencies are ultimately 

 
responsible for assuring that agency funds are spent and accounted for in accord with all 
applicable Federal, State, and local statutes and regulations, boards must make sure that fiscal controls and procedures are put in place and maintained 
by the agency that provide for: 

 
1. Trained and qualified staff to manage fiscal accounts and records of the agency on a day-to-day basis; 
2. Commonly accepted financial procedures for transactions, recordkeeping,  and 
reporting such as those required by the CSBG Act, Part 74 of the Code of Federal 
Regulations, and OMB Circular 133; 
3. Frequent reports to the board by agency fiscal staff on overall agency fiscal status, 
procedures, practices, and transactions; 
4. Required board review and prior approval of all "substantial" agency fiscal 
transactions or commitments, as defined by statute or agency bylaws; and 
5. Audits and audit reports to the board by a CPA firm independent of board member or agency staff association. 

 
 

Evaluation 
 

As indicated, tripartite boards of both public and private agencies are encouraged to focus their attention on results in all phases of agency program 
activity, including program development, planning, implementation,  and especially evaluation. Boards should request, and be provided with, information 
concerning actual changes or improvements that have occurred among clients and community as a result of agency assistance. To determine the relative 
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"success" of the agency, its staff and programs, boards may compare the nature and level of these outcomes with performance expectations, or targets, 
which were developed during the agency's planning cycle. 
Outcome or performance-focused information from one year can inform and strengthen program planning by the agency and its board in subsequent 
years. 

 
Question 5 - What kind of training should board members receive? 

 
Board members need to be trained to carry out both the legal, or fiduciary, aspects of their service and their leadership responsibilities to help guide the 
agency toward "success." 

 
At a minimum, it is recommended that board training cover the following topics: 

 
• Fiduciary Responsibilities 

 
1. Orientation to statutory and regulatory requirements (CSBG Act, other Federal, State or local statutes and regulations, including non-profit board 
requirements; 
2. Agency articles of incorporation, bylaws, etc. 
3. Overview of Board functioning - appointment, representation,  meetings, committees, conflict of interest policy, relationship to executive director and staff, 
etc. 
4. Role and Responsibilities  of the Executive Director 
5. Role and Responsibilities  of the Board regarding the employment, retention, and 
compensation of the Executive Director and key agency staff 
6. Overview of agency administration and financial management policies and procedures - oversight role and responsibilities  of the board 
7. Orientation to, and how to oversee, agency mission, long-range and annual plans 
8. Orientation to, and how to oversee, agency programs and services 
9. Orientation to, and how to oversee, agency evaluation and reporting policies and 
procedures - role of the board in program and personnel performance evaluation. 

 
• Agency Leadership - Board Roles and Responsibilities 

 
Results Oriented Management 

 
1. Agency Development - 
o Needs Assessment- 
o Agency Mission determination - 
2. Agency Planning 
o Strategic Long-Range Planning 
o Annual Planning - performance expectations and targets 
o Forming Partnerships with other resources in the community 
3. Program Implementation  - 
o Tracking of Milestones, interim performance results and reports 
o Making mid-course corrections to improve performance 

 
Results Oriented Accountability 

 
4. Evaluation - (Results Oriented Accountability) 
o Result-Focused  Evaluation - clients and community 
o Results-Focused  Evaluation - agency and staff 
o Using Information for Planning 
o Using Information for Additional Funding and Advocacy 

Note: In rural areas or where transportation is challenging, teleconference calls and other technological devices have assisted board communication. 

Question 6 - What constitutes "conflicts of loyalty or interest" among board members 
and how best should they be avoided. 

 
Individuals serve on tripartite boards first and foremost to advance the interests of the agency, its clients, and the community. They do not serve to 
advance their own interests and have a "duty of loyalty'.' to the agency. But, the very nature of the tripartite board, which calls for the representation of, and 
expected outreach to, various sectors of the community, creates possible situations in which distinctions of "loyalty" or "interest" need to be kept very clear 
and unambiguous. 

 
To safeguard against situations in which the loyalty, interest, or intent, of board member action may be questionable, the following minimum conflict of 
interest practices are recommended: 

 
• Have a clear, written policy 
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Each agency should have a clear, written policy concerning conflicts of loyalty or interest among board members and agency staff that describes in detail: 
 

1. Full disclosure of financial interest requirements for all board members and staff; 
2. Conditions and procedural requirements for board member and/or staff withdrawal from any action for which a real or potential conflict of interest might 
exist; 
3. "Transparency"  and full record keeping of all board or agency financial decisions or actions and the parties involved in the decisions or actions; 
4. Policies and procedures for selective (i.e. meet a certain threshold of expenditure or financial commitment) "independent" prior review of actions or 
decisions that may pose potential conflict of interest issues. 

 
• Avoid situations that advantage board member interests or the appearance of advantage 

 
As indicated, the very nature of tripartite representation on boards creates potential conflict of loyalty or interest situations in which board members help the 
agency establish linkages with public and private community resources and services. Often, this outreach may result in financial arrangements or contracts 
involving expenditure of agency funds. In addition, board members have "inside" knowledge of agency activities and operations, including current and 
future employment opportunities within the agency. To avoid situations in which a conflict of interest or loyalty would occur, or the appearance of such a 
conflict, the following is recommended: 

 
1. Competitive bidding procedures should be used for large financial transaction situations in which a board member or agency staff member has an 
interest in, or relationship to, one or more providers of the needed goods or services. If such a potential is unclear, the agency and its board should refer 
the issue to a pre-identified "independent" conflict of interest consultant or group for a determination. For smaller transactions that may involve board or 
staff member interests, a process involving collection of comparable quotes, prices, or salaries may suffice. 

 
2. If, after a competitive process, a provider with ties to a board member(s) or staff is 
selected to enter into a financial arrangement with the agency, the affected board 
member(s) and staff must disassociate themselves from participating in any decisions 
regarding the conduct of the financial relationship. Neither board member(s) nor staff 
may benefit personally, in any way, from the financial relationship between the agency 
and the provider with which they have a connection. 

 
3. Board membership should not be used as a "stepping stone" to agency employment. 
Board members should not seek or receive employment from the agency in any part- time or full time capacity during their service on the board. Board 
members wishing to be considered for employment ought to resign their position and wait a reasonable period of time before applying for a paid position 
within the agency. This waiting period is recommended to avoid both the actuality and appearance of undue advantage board membership affords in the 
hiring of agency management and staff. 

 
4. Board members and their families should not enjoy any financial gain from their position, including receipt of salary, goods or special services for their 
board participation. Board members may be reimbursed for expenses associated with board service, such as incidental costs of supplies, or mileage, per 
diem, and lodging expenses incurred while attending out of town conferences or training approved by the entire board. 

 
5. Agencies and boards should err on the side of caution in all matters that might create or appear to be a conflict of interest. They should use the 
proverbial "smell test" in all 
potentially questionable conflict of interest situations and call upon independent, outside counsel, both legal and ethical, to screen plans before action. 

 
It should be noted that board members, especially those that represent low-income individuals or families, are not excluded from being clients of the 
agency and receiving program services for which they are eligible. These board members should not receive preferential treatment in the nature or timing 
of such services. 

 
Question 7- What is the best relationship between a tripartite board and the 
agency executive director? 

 
The best relationship between a tripartite board and the agency executive director is one that advances the work of the agency in achieving results, or 
improvements, in the lives of low-income people and the community in which they live. 

 
That said, there are organizational and functional issues that have prompted this question from a number of locations around the country over the past few 
years. While situations vary from agency to agency, and community to community, the following general principles are offered to promote strong, focused, 
and effective working relationships between tripartite boards and agency executive directors: 

 
• Boards Establish Policy, Executive Directors Execute Policy 

 
Tripartite boards are responsible for establishing and approving policies that govern all aspects of agency operations, including agency and board bylaws, 
administrative and fiscal control policies, and personnel policies. Executive directors are responsible to assuring that the board established policies are 
carried out by the agency, and for providing information to the board on the execution of its policies as requested by the board. In many agencies, boards 
work with the executive director and agency staff collaboratively to develop agency policies and procedures, but the ultimate responsibility for promulgating 
such policies remains with the board. 
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• Boards Set Agency Mission, Executive Directors Accomplish Agency Mission 
 

Boards are responsible for determining the overall mission, or direction, of the agency taking into account the needs of the community and the relative anti- 
poverty role played by the agency vis-à-vis other programs and resources in the community. Executive directors are responsible for providing the 
necessary information and assistance to the board that will help them determine the overall mission or direction of the agency, and for organizing the 
agency's programs and services in such a way that will best accomplish the mission. Again, in many communities, boards and executive directors (and 
agency staff) work collaboratively to both set the agency's mission and organize programs and services toward that end. 

 
• Boards Set Performance Targets, Executive Directors Guide Work to Achieve Targets 

 
Ideally, tripartite boards will officially approve annual performance targets, or outcomes they 
expect the agency to achieve among low-income families and the community. In most cases, these performance targets will be in the form of 
recommendations  from the agency's executive director developed ideally in concert with the board, agency staff, and key community partners. How the 
agency organizes and operates services and programs to achieve these board-approved  performance targets is the responsibility of the executive director 
and the staff of the agency. Boards, therefore, should not routinely be involved in the day-to-day manner in which services are provided, but should pay 
particular attention to following the consequences,  or results of agency programs as they unfold and are reported throughout the year. 

 
• Boards and Executive Directors Evaluate Agency Performance, Both are Accountable 

 
Based on reports of results generated by the agency, boards are ultimately responsible for 
deciding whether or not the agency and the executive director have been "successful" in 
accomplishing the mission of the agency. Boards are encouraged to focus on client and 
community results as a major factor in evaluating the work of the agency, its executive director, and staff. Indeed, such results may point to institutional 
needs, such as staff enhancement and training or program revisions, which may improve performance in subsequent years. 

 
• Boards Supervise Directly Only One Employee - the Executive Director 

 
One of the most important concepts conveyed by agencies that have well-functioning 
relationships between their tripartite board and executive director is, "Boards supervise directly only one employee - the Executive Director." 

 
This concept embodies the notion that board and agency staff functions are indeed separate, but they are joined through the relationship between the 
board and the one person they must hold accountable for the work of everyone else -- the executive director. This clearly means the boards must hold the 
executive director responsible for the activities of the agency. The board should appraise the executive director's performance on an ongoing basis, but at a 
minimum, the board should have a complete appraisal annually. Adopting this concept of "one employee" enables boards to refrain from bypassing their 
agency's executive director to provide day-to-day instructions to agency staff (what many call "micromanaging").  But, it must be clear that the concept 
should not protect an executive director from gaining too much authority over all aspects of agency policy and operations by assuming roles and functions 
that clearly reside with the tripartite board. 

 
The concept is not intended to diminish or distort the fiduciary responsibility of tripartite boards of private, non-profit agencies to oversee the overall 
functioning of their agency and the cumulative work of agency staff. 

 
When a tripartite board is faced with the responsibility of recruiting and hiring a new executive director for their agency, members may set whatever criteria 
they deem appropriate. Boards are encouraged to seek out and employ a leader capable of: 

 
1. Working cooperatively with the board to assure there is on-going consensus 
concerning the agency's antipoverty purpose, or mission, among board members, 
agency staff, and the broader community; 
2. Mobilizing and coordinating programs and services both within and outside the 
agency toward accomplishing this mission; 
3. Serving as a key community leader and advocate for the preservation and expansion of opportunities to assist low-income individuals and 
neighborhoods  move out of poverty; 
4. Achieving strong administration and fiscal control over agency resources; and 
5. Employing performance-based management concepts embodied in Results Oriented Management and Accountability (ROMA) as the framework for 
relating to the board, and for all aspects of agency operations including program planning, resource allocation, service provision, program and staff 
evaluations. 

 
Question 8 - How can State CSBG agencies and State Community Action Associations advance the effectiveness of tripartite boards? 

 
At a minimum, OCS recommends that State CSBG agencies and State community action 
associations work together to assure that: 

 
• All board members receive timely and continuous training. 

 
OCS has funded the development of a number of board training curricula that are now available upon request and that contain many of the elements of 
effective training described in this Information Memorandum. For information on these training materials, please contact: 
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Barbara Mooney  Owen Heiserman 
Training Director  Mid-Iowa Community Action Agency 
Community Action Association  1001 S. 18th Street 
of Pennsylvania  Marshalltown, Iowa 50158 
222 Pine Street  Phone: (641) 752-7162 
Harrisburg, PA 17101  E-Mail: owen@micaonline.org 
Phone: (724) 852-2272 
E-Mail: barbaramooney@allte1.net 

 
Elliot Pagliaccio  Connie Greer 
Vice President  Director, Office of Economic 
The Rensselaerville  Institute  Opportunity 
690 Saratoga Road, PMB 130  Minnesota Depart. of Human Services 
Burnt Hills, NY 12027-9402  444 Lafayette 
Phone: (518) 399-0216  St. Paul, Minnesota 55144 
E-Mail: epagliaccio@Rinstitute.org Phone: (651) 284-4470 

E-Mail: connie.greer@state.mn.us 
 

• Board representatives  participate actively in statewide community action training and technical assistance meetings and conferences. 
 

Board chairs or other members ought to be encouraged to participate in statewide community action meetings and conferences sponsored by both the 
State CSBG authority and the State CAA association. Such meetings will not only provide an opportunity for board members to contribute to discussions 
and training, but will also provide a means of conveying to all board members the status of community action in the State, information about the programs, 
services, and accomplishments  of other agencies, and how their boards can continue to help improve the focus and outcomes in their own agencies. 

 
• State CSBG monitoring or CAA association assessments focus on board functioning (both fiduciary and leadership responsibilities) 

 
State CSBG officials should meet routinely with boards as part of their overall monitoring of 
local agencies to determine the extent to which the boards are aware of, and are carrying out, their responsibilities.  Assessment should be made of agency 
compliance with statutory 
requirements for board composition and functioning. Similar assessments are encouraged in those States in which CAA associations have developed and 
are using agency self-assessment  procedures in conjunction with State CSBG monitoring. State CSBG authorities and State community action 
associations are encouraged to provide technical assistance to agencies to help them achieve or maintain compliance with the law. 

 
Please don't hesitate to contact me if you have questions concerning this Information Memorandum. 

 
 
 

  /s/   
Margaret J. Washnitzer, DSW 
Director of State Assistance 
Office of Community Services 
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2RISK ASSESSMENT TOOLKIT

INTRODUCTION

This is a toolkit designed to be a quick reference guide for the foundational elements of risk assessment.  It is based on 
IM-112 which outlines standards to be used in risk assessment.  These standards frame the discussion and are the basis 

of the ACF/OCS perspective of the subject.

 

Risk Assessment Foundations
1.	 What	is	IM	112?

Information.Memorandum.112.is.guidance.issued.on.August.18,.2009,.by.the.Office.of.
Community.Services,.a.program.of.the.Administration.for.Children.and.Families.of.the.U.S..
Department.of.Health.and.Human.Services...The.Office.of.Community.Services.(OCS).utilizes.
Information.Memorandums.(IM).to.provide.guidance.to.recipients.and.sub-recipients.of.federal.
funds.for.which.OCS.is.responsible..The.full.text.of.IM.112.is.available.at.http://www.acf.hhs.gov/
programs/ocs/csbg/guidance/im112.html..

IM.112.was.issued.to.address.specific.concerns.regarding.the.management.of.funds.made.
available.through.the.American.Recovery.and.Reinvestment.Act.of.2009,.the.federal.stimulus.
dollars.frequently.referred.to.by.the.acronym.ARRA..In.addition.to.providing.guidance.relating.
to.ARRA.funding,.IM.112.required.all.CSBG.eligible.entities.to.conduct.a.risk.assessment.
process.and.to.certify.that.their.risk.assessment.process.addressed.specific.factors.identified.in.
the.IM...While	the	impetus	for	IM	112	was	the	provision	of	ARRA	funding,	the	core	
risk	assessment	and	risk	mitigation	strategies	expressed	in	IM	112	continue	to	be	
required	of	all	CSBG	funding	recipients.

2.	 What	is	ARRA?

The.American.Recovery.and.Reinvestment.Act.of.2009.(ARRA).provided.funding.to.States,.U.S..
Territories,.and.eligible.Tribal.governments.and.Tribal.Organizations.based.on.a.defined.formula.
outlined.in.Public.Law.105-285,.the.Community.Opportunities,.Accountability.and.Training.and.
Educational.Services.Act.of.the.1998..Additional.guidance.regarding.ARRA.funding.was.provided.
by.the.Office.of.Community.Services.in.IM.109.and.110.

3.	 Does	IM	112	still	apply	even	after	all	of	our	ARRA	awards	are	closed?

Yes!..While.IM.112.discusses.ARRA.funding.explicitly,.the.compliance.guidance.it.provides.applies.
to.the.management.of.virtually.all.federal.funding.agreements,.including.ongoing.CSBG.funding.
awards...Both.before.and.after.ARRA,.recipients.of.federal.funds.have.been.required.to.comply.
with.the.OMB.Circular.A-110.(2.CFR.215).by.implementing.financial.management.systems.which.
provide.“effective.control.over.and.accountability.for.all.funds,.property.and.other.assets”.(2.CFR.
215.21.b.3).

The.GAO.Standards.for.Internal.Control.(http://www.gao.gov/special.pubs/ai00021p.pdf).and.the.
COSO.Integrated.Internal.Control.Framework.(http://www.coso.org/IC-IntegratedFramework-
summary.htm).referenced.in.IM.112.comprise.the.most.widely.accepted.approach.to.establish.
financial.management.systems.which.provide.the.effective.controls.required.by.A-110..The.
importance.of.the.COSO.framework.for.internal.control.in.the.management.of.federal.funds.is.
further.reinforced.by.the.OMB.A-133.and.its.compliance.supplements.which.direct.auditors.to.
use.the.COSO.framework.as.the.basis.of.their.audit.planning.and.evaluation.of.internal.controls.

4.				Do	CAAs	Need	to	Continue	Doing	the	Certification	of	Risk	Assessment	that	was	
required	in	IM	112?
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IM.112.included.a.requirement.for.CAAs.to.certify.the.completion.of.a.risk.assessment.process.
expressly.designed.to.address.risks.specific.to.the.management.of.ARRA.funding...The.Sample.
Risk.Assessment.Template.included.in.IM.112.posed.risk.assessment.questions.which.continue.to.
be.useful.in.the.overall.risk.assessment.process...This.is.a.key.element.in.establishing.and.main-
taining.the.controls.needed.for.the.management.of.all.federal.awards.

The.IM.112.Risk.Assessment.Template.required.Community.Action.Boards.to.determine.whether.
their.CAA.had:.

.1.. Identified.and.resolved.prior.audit.and.monitoring.findings;

.2.. .Implemented.financial.and.operational.controls.to.prevent.fraud,.waste,..abuse,.and.mis-
management.of.federal.funds;

. 3.. .Established..administrative,.fiscal,.and.programmatic.policies.and.procedures.in.accord.
with.CSBG.statutes.which.are.communicated.clearly.to.all.staff;

. 4.. .Reviewed.internal.policies.and.procedures.for.compliance.with.the.requirements.of.the..
CSBG.Act,.CSBG.Information.Memorandum,.OMB.Circulars,.ACF.Grant.Terms.and.Con-
ditions,.and.other.contracted.terms.and.conditions..and.implemented.a.methodology.for.
monitoring.internal.policies.and.procedures;

. 5.. .Reviewed.procedures.to.ensure.compliance.with.CSBG.ARRA.provisions.relating.to.pur-
chase.of.general.purpose.equipment;

. 6.. .Requested.Federal.waivers.when.required.to.comply.with.CSBG.Statutes.relating.to.the.
purchase.or.improvement.of.land,.or.the.purchase,.construction,.or.permanent.improve-
ment.of.buildings.or.facilities.

While.OCS.does.not.currently.require.Community.Action.Agencies.to.complete.a.similar.risk.
assessment.certification,.CAAs.will.want.to.be.sure.that.they.continue.to.determine.whether.
their.organization.has.addressed.the.issues.identified.in..questions.1.through.4.and.question.6.
as..part.of.their.comprehensive.risk.assessment.process,.and..address.the.underlying.issue.posed.
in.question.5.(which.was.ARRA.specific).to..encompass.the.specific.requirements.of.their.current.
funding.agreements.in.relation.to.purchase.of.general.purpose.equipment..

5.	 Does	IM	112	require	a	specific	approach	to	internal	controls?

IM.112.notes.that.CSBG.recipient.organizations.are.required.to.have.comprehensive.internal.
controls..IM.112.quotes.the.definition.of.internal.control.provided.by.the.Government.Account-
ability.Office.“internal.control.is.not.one.event,.but.a.series.of.actions.and.activities.that.occur.
throughout.an.entity’s.operations.and.on.an.ongoing.basis..Internal.control.should.be.recog-
nized.as.an.integral.part.of.each.system.that.management.uses.to.guide.its.operations.rather.
than.as.a.separate.system.within.an.agency.“(GAO/AIMD-00-21.3.1,.Standards.for.Internal.Con-
trol.in.the.Federal.Government)....GAO.standards.for.internal.control.in.the.Federal.Government.
are.available.online.at.http://www.gao.gov/special.pubs/ai00021p.pdf.

IM.112.notes.that.the.basis.for.the.GAO.standards.is.found.in.The	Internal	Control	Integrat-
ed	Framework,.published.by.the.Committee	of	Sponsoring	Organizations	of	the	Tread-
way	Commission	(COSO)..The.approach.to.risk.assessment.and.evaluation.of.internal.controls.
required.by.IM.112.is.based.upon.to.core.tenants.of.the.COSO.Integrated.Framework.

What is the COSO Internal Control  
Integrated Framework?

COSO.is.an.acronym.for.the.Committee.of.Sponsoring.Organizations.of.the.Treadway.Commission...
The.Committee.included.representatives.from.five.major.professional.organizations.headquartered.
in.the.United.States.who.came.together.in.1985.to.develop.comprehensive.guidance.for.establishing.
internal.controls.which.would.protect.all.types.of.entities.from.error.and.fraud..The.resulting.docu-
ment.–Internal.Control-Integrated.Framework—was.released.in.1992...In.2010,.COSO.announced.a.
project.to.update.the.1992.document..The.updating.effort.will.include.specific.attention.to.the.chal-
lenges.of.nonprofit.organizations.
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.A.summary.of.The.Internal.Control.Integrated.Framework.may.be.downloaded.free.from.http://
www.coso.org/IC-IntegratedFramework-summary.htm..The.entire.framework.document.may.be.pur-
chased.from.the.same.website.–however.most.Community.Action.Agencies.will.find.the.summary.
meets.their.needs..The.integrated.framework.identifies.5.key.elements.of.effective.systems.of.internal.
controls...You’ll.find.help.with.each.of.these.elements.in.the.FAQs.indicated.below:

•. Risk.Assessment.–.Section.IV
•. Control.Environment.–.Section.V
•. Control.activities-.Section.VI
•. Information.and.Effective.Communication.–.Section.VII
•. Monitoring-.Section.VIII

The.COSO.framework.provides.core.guidance.for.independent.auditors.as.well.as.Boards.and.
managers...It.is.utilized.by.auditors.to.gain.an.understanding.of.auditees’.systems.of.internal.
controls.which.will.be.the.basis.for.the.audit.plan,.design.of.audit.tests,.and.ultimately.findings.
regarding.the.adequacy.of.internal.controls.

Preventing Fraud, Waste, and Abuse
6.	 What	kinds	of	fraud	happen	in	CAAs?

The.term.“fraud”.encompasses.three.key.areas:

•. Misappropriation.–.theft.or.misuse.for.personal.gain.of.goods.or.services
•. Misstatement.-..asserting.that.information.is.true,.accurate,.and.complete.when.it.is.not
•. .Corruption-.decisions.or.actions.that.benefit.individuals.or.other.entities.but.are.not.in.

the.best.interest.of.the.CAA.

Unfortunately,.all.three.types.of.fraud.can.occur.in.Community.Action.Agencies.as.well.as.every.
other.type.of.business.or.governmental.entity..Internal.Controls.are.designed.to.prevent.and.
detect.all.types.of.errors.or.irregularities,.including.the.types.of.activities.which.can.be.described.
as.controls..

7.	 What	types	of	misappropriation	do	CAAs	experience?

Unfortunately,.virtually.all.types.of.theft.or.misuse.are.possible..Community.Action.Agencies.
must.design.and.implement.controls.to.protect.themselves.from.dishonest.acts.by.both.
insiders.(staff,.volunteers,.clients,.board.members).and.outsiders.(visitors,.internet.fraudsters,.
and.common.thieves)...Embezzlement.schemes.may.involve.redirection.of.contributions.and.
other.payments.intended.for.the.CAA.to.the.accounts.of.thieves,.or.various.strategies.to.trick.
the.system.into.making.payments.for.goods.and.services.not.received...Today’s.computers.and.
printers.make.it.easy.for.fraudsters.to.attach.the.CAA’s.bank.routing.information.to.fake.checks.
which.can.be.cashed.with.fake.IDs...Because.new.strategies.for.embezzlement.emerge.daily,.
CAAs.must.continuously.monitor.their.controls.to.be.sure.that.they.designed.and.implemented.
effectively.to.meet.emerging.risks.

Misuse.of.the.CAA’s.assets.is.also.a.form.of.misappropriation...Employees.or.volunteers.who.
“borrow”.the.use.of.vehicles.or.equipment.to.use.for.personal.purposes.may.not.understand.that.
they.are.actually.committing.a.form.of.fraud..Managers.or.Board.members.who.ask.employees.
to.“help.out”.with.personal.projects.may.end.up.“stealing”.services.from.the.organization..The.
misuse.of.corporate.assets.(including.staff.time.as.well.as.equipment).is.best.prevented.by.clear.
policies,.strong.role.models,.and.whistleblower.procedures.which.encourage.everyone.associated.
with.the.CAA.to.share.information.through.appropriate.channels.when.they.encounter.situations.
that.they.believe.may.comprise.misuse.of.assets.

8.	 What	is	misstatement	and	why	does	it	matter?

The.fraud.of.misstatement.occurs.when.an.organization.asserts.that.a.statement.is.true.when,.
in.fact,.it.isn’t...Potential.opportunities.for.misstatement.include.both.financial.and.program.
reporting,.especially.reporting.to.funding.sources.relating.to.compliance.with.requirements.
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referenced.in.contracts.and.agreements..Typically,.funding.source.report.formats.include.a.
statement.affirming.the.accuracy.and.completeness.of.the.data.contained.in.the.report.and.
compliance.with.law.and.regulation.described.in.the.funding.agreement...Unfortunately,.
weak.controls.and.limited.internal.monitoring.systems.may.result.in.managers.signing.such.
affirmations.in.the.belief.that.the.organization.has.complied.with.the.requirements.when.in.fact.
breakdowns.in.communications.and.controls.have.resulted.in.failure.to.comply...

The.preparation.of.financial.statements.almost.always.involves.some.level.of.professional.
judgment.and.reliance.on.certain.estimates.and.assumptions...Misstatement.occurs.if.the.
resulting.financial.information.presents.a.materially.misleading.picture.of.financial.activities.and.
results...In.a.grant.funded.environment,.improper.coding.of.costs.to.the.various.funding.source.
agreements.may.result.in.misstatement.–.asserting.that.grant.funds.have.been.expended.only.for.
allowable.purposes.when.in.fact,.unallowable.costs,.including.improperly.allocated.costs,.have.
been.included.in.the.report.

Misstatements.may.lead.to.audit.findings.and.eventual.demands.for.repayment.of.funds.or.
exclusion.from.future.funding.opportunities..Equally.important,.misstatement.results.in.both.
managers.and.board.members.making.decisions.based.on.faulty.information.

9.	 What	is	corruption?

Corruption.occurs.when.someone.with.a.decision-making.role.is.induced.to.make.a.decision.
which.is.not.in.the.best.interests.of.the.organization..For.example,.a.vendor.who.makes.gifts.
to.a.manager.with.responsibility.for.purchasing.program.supplies.is.engaging.in.corruption...
Similarly,.a.Board.member.who.influences.a.manager’s.decision.on.the.selection.of.staff.to.
gain.preference.for.a.friend.or.relative.is.engaging.in.corruption...Community.Action.Agencies.
regularly.utilize.Conflict.of.Interest.Policies.as.part.of.an.overall.system.to.prevent.corruption.
and.Whistleblower.Policies.and.Procedures.to.encourage.reporting.of.concerns.about.improper.
conduct...

10.	What	can	Boards	do	to	prevent	fraud,	waste,	and	abuse?

Board.attention.to.the.control.environment.is.essential.to.prevent.fraud,.waste,.and.abuse..
Board.members.must.hold.each.other.to.the.highest.standards.of.integrity,.adopting.and.fully.
implementing.conflict.of.interest.policies,.and.regularly.reviewing.the.Board’s.own.performance.
in.relation.to.effective.oversight.of.the.Executive.Director.(ED),.finances,.and.compliance...Boards.
delegate.substantial.responsibility.for.preventing.fraud,.waste,.and.abuse.to.the.Executive.
Directors.and.must.consistently.monitor.and.evaluate.the.adequacy.of.their.ED’s.performance.
in.these.key.areas..The.annual.independent.audit.provides.a.great.opportunity.for.Board.
members.to.get.help.understanding.how.well.their.controls.are.working.from.an.independent.
professional..To.make.the.most.of.this.opportunity,.Boards.need.to.ensure.that.either.the.Audit.
Committee.or.full.Board.conducts.a.confidential.meeting.with.the.auditor.at.the.close.of.the.
audit.engagement.to.seek.the.auditor’s.observations.about.controls.and.the.control.environment.
and.recommendations.for.improvements.

Risk Assessment
11.	What	is	Risk	Assessment?

Risk.assessment.is.a.systematic.process.of.thinking.through.the.many.ways.that.“bad.things.can.
happen.to.good.people”.....Starting.from.the.understanding.that.every.organization.intends.to.
do.the.right.thing,.from.board.governance.to.financial.management.and.the.delivery.of.services,.
real.life.experience.tells.us.that.things.don’t.always.turn.out.the.way.we.intend.to.have.them.
turn.out...Risk.assessment.involves.identifying.the.areas.in.which.problems.might.arise.and.then.
systematically.evaluating.both.how.likely.that.each.problem.is.to.occur.and.how.serious.the.
consequences.of.the.problem.would.be...The.goal.of.risk.assessment.is.to.understand.the.risks.
that.our.organization.confronts.and.clarify.the.extent.to.which.we.can.undertake.strategies.(risk.
mitigation).to.control.the.likelihood.of.occurrence.and.the.severity.of.the.consequences.
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12.		How	can	my	Board	be	sure	our	Community	Action	Agency	has	done	an	effective	risk	
assessment?

Some.CAAs.establish.a.Risk.Management.Committee.comprised.of.Board.members.and.other.
community.members.with.extensive.risk.management.expertise..Larger.businesses,.hospitals.and.
health.systems,.and.governmental.organizations.will.be.good.sources.of.potential.committee.
members.with.risk.management.expertise..The.Risk.Management.Committee.can.review.the.
risk.assessment.developed.by.management.and.determine.whether.areas.have.been.missed.
or.minimized...Risk.Management.Committees.also.work.with.management.to.review.the.risk.
mitigation.strategies.that.management.has.designed.and.implemented..The.committee.can.then.
report.to.the.Board.to.identify.any.areas.that.require.additional.attention.or.provide.assurance.
that.management’s.risk.assessment.and.risk.mitigation.approach.is.sound.

Boards.may.also.consider.using.independent.experts.to.perform.risk.assessments.and.
recommend.risk.mitigation.strategies.in.specific.areas.or.agency-wide..The.independent.auditor.
will.have.reviewed.management’s.risk.assessment.and.risk.mitigation.strategies.in.relation.to.
internal.controls,.so.Board.conversations.with.the.auditor.should.include.discussion.of.the.
adequacy.of.management’s.approach.to.risk...Boards.may.include.a.request.for.risk.assessment.
as.part.of.the.responses.required.from.insurance.brokers.who.wish.to.be.considered.to.work.
with.the.CAA....Attorneys.with.specialized.expertise.in.nonprofit.law.often.provide.a.form.of.
risk.assessment.through.reviewing.the.CAA’s.core.legal.documents.(articles.of.incorporation,.by-
laws),.board.policies.and.board.minutes.to.provide.recommendations.about.governance.risks...
Attorneys.focusing.on.employment.law.and/or.human.resources.consultants.may.be.engaged.
to.review.the.CAA’s.employment.policies.and.practices.to.identify.areas.of.risk.and.mitigation.
strategies.

Ultimately,.each.Board.will.want.to.develop.a.process.for.identifying.risks.and.evaluating.the.
risk.mitigation.strategies.that.the.organization.has.developed.to.control.the.risk..Ensuring.
effective.risk.assessment.and.risk.mitigation.is.a.core.oversight.responsibility.for.every.Board...
This.relates.directly.to.the.Board’s.legal.responsibility.to.protect.the.assets.of.the.nonprofit.and.
to.ensure.that.all.resources.are.used.wisely.in.the.best.interest.of.the.corporation.

13.		How	can	representatives	of	low	income	communities	make	an	important	
contribution	to	risk	assessment?	

Low.income.individuals.can.make.tremendously.important.contributions.to.risk.assessment.by.
sharing.their.knowledge.of.how.individuals.and.organizations.within.low.income.communities.
perceive.the.work.of.the.CAA....By.listening.to.friends,.neighbors,.and.family.members,.the.low.
income.representatives.have.access.to.vital.information.for.risk.assessment,.including:

•. .Is.information.about.the.services.of.the.CAA.widely.available.to.average.community.
members?

•. .Do.community.members.who.have.sought.help.through.the.CAA.feel.that.they.have.
been.treated.respectfully.and.fairly?

•. .Does.the.information.that.the.CAA.provides.to.individuals.and.to.community.
organizations.make.the.nature.of.the.services.and.the.requirements.for.eligibility.clear.
to.an.average.person.who.is.not.already.knowledgeable.about.a.specific.government.
program?

•. Do.people.in.the.community.perceive.the.staff.of.the.CAA.to.be.honest?
•. .Do.people.in.the.community.perceive.that.CAA.programs.are.“safe”?.If.vulnerable.

people.are.being.served,.like.children,.seniors,.or.people.with.disabilities,.do.community.
members.perceive.them.to.be.protected.from.harm?

•. Do.you.hear.suggestions.about.how.to.“beat.the.system”.in.relation.to.the.CAA?

To.get.the.benefit.of.the.knowledge.and.insight.of.low.income.representatives.on.the.board,.
the.CAA.will.need.to.provide.an.opportunity.for.confidential.communication.with.the.Board.
committee.that.is.reviewing.the.organization’s.risk.assessment..While.managers.generally.
perform.the.initial.assessment,.the.Board.has.a.key.role.in.reviewing.the.work.of.management.
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to.be.sure.that.risks.have.been.identified.clearly...If.the.observations.of.the.low.income.
community.representatives.suggest.risks.that.have.not.been.addressed,.the.Board.will.need.to.
ask.management.to.determine.whether.the.perceptions.reflect.reality.or.whether.the.underlying.
issue.is.really.reputation.risk.–.that.is.the.risk.that.the.reputation.of.the.CAA.will.be.damaged.
by.unfair.as.well.as.fair.perceptions.about.the.competence.and.integrity.of.the.CAA.

14.		How	does	the	size	of	the	CAA	impact	the	Board’s	role	in	risk	assessment	and	risk	
management?

Effective.risk.assessment.and.risk.management.requires.both.substantial.skill.and.time...Larger.
CAAs.frequently.have.sufficient.resources.to.hire.top.managers.with.both.extensive.professional.
preparation.and.sufficient.time.to.focus.on.risk.assessment.and.risk.management.rather.than.
multiple.daily.operational.tasks..For.example,.a.larger.CAA.may.employ.a.Chief.Financial.Officer.
who.is.qualified.as.a.CPA.and.has.extensive.experience.utilizing.the.COSO.framework.as.an.
auditor,.and.is.supported.by.a.staff.of.knowledgeable.accounts.including.a.Controller.who.
handles.the.complex.demands.of.overseeing.the.accounting.system.and.preparing.financial.
statements..In.this.structure,.the.Chief.Financial.Officer.(CFO).has.both.the.time.and.the.
expertise.required.to.lead.a.risk.assessment.process.and.may.even.be.able.to.supervise.multiple.
staff.with.responsibilities.for.risk.management.

In.large.organizations.in.which.professional.staff.have.both.time.and.expertise.to.provide.
effective.leadership.in.risk.assessment.and.risk.mitigation,.the.Board.role.often.focuses.on.
evaluating.the.performance.of.management.in.these.areas....Such.Boards.frequently.utilize.
committees.to.address.specific.components.of.risk.assessment.and.management.including.
establishing.an.Audit.Committee,.Risk.Management.Committee,.Chief.Executive.Officer.(CEO).
Compensation.Committee,.and.charging.the.Executive.Committee.with.particular.responsibility.
for.oversight.and.support.of.the.CEO.

In.contrast,.in.many.small.and.mid-sized.CAAs,.the.person.with.the.CFO.or.Fiscal.Director.title.
is.actually.fulfilling.the.role.described.for.the.Controller.in.the.larger.organization,.overseeing.
the.accounting.system.on.a.daily.basis.and.preparing.financial.statements.and.a.variety.of.
funding.source.reports...So.regardless.of.professional.preparation,.the.fiscal.director.in.the.
smaller.organization.may.simply.not.have.the.time.available.to.lead.a.comprehensive.risk.
assessment.and.risk.management.effort...

In.small.to.mid-sized.CAAs,.Board.members.or.a.Board.committee.may.need.to.provide.
leadership.in.risk.assessment.and.risk.management,.bringing.both.professional.expertise.and.
mental.space.to.reflecting.on.the.COSO.framework.within.their.organization..In.some.small.
to.mid-sized.CAAs,.Board.members.do.not.have.the.professional.expertise.or.time.required.to.
provide.leadership.in.utilizing.the.COSO.framework,.and.instead.direct.the.use..of.resources.
to.obtain.professional.consulting.services.for.periodic.evaluation.of.risks.and.risk.mitigation.
strategies...

But.regardless.of.the.size.of.the.CAA,.Boards.have.a.critical.role.to.play.in.relation.to.
establishing.effective.controls.by.expressing.absolute.commitment.to.integrity.at.every.level.of.
the.organization.and.providing.resources.to.ensure.that.professional.expertise.is.available.to.
ensure.both.the.design.and.the.consistent.implementation.of.cost.effective.internal.controls.

Control Environment
15.	What	does	control	environment	mean?

The.“control.environment”.refers.to.the.extent.to.which.everyone.who.has.contact.with.an.
organization.perceives.the.organization.and.its.leaders.to.be.committed.to.complete.integrity.in.
every.aspect.of.their.work...While.the.presence.of.policies.and.procedures.which.require.honesty.
is.an.element.of.the.control.environment,.the.actual.behavior.and.attitude.of.leaders.may.have.
a.more.significant.impact.on.behaviors.within.an.organization..The.Board.plays.a.critical.role.
in.both.establishing.a.positive.control.environment.and.continuously.evaluating.the.control.
environment.which.exists.within.the.organization.they.serve..
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8RISK ASSESSMENT TOOLKIT

16.	How	can	Boards	know	what	the	control	environment	in	their	CAA	really	is?

Boards.can.draw.first.on.their.own.experiences.with.the.organization,.considering.the.extent.to.
which.the.Board.is.demonstrating.its.commitment.to.honesty.and.integrity.through.its.actions.
as.well.as.words..Board.members.can.reflect.upon.their.experiences.with.the.Executive.Director.
and.other.staff.to.understand.the.extent.to.which.questions.raised.by.the.board.have.been.
answered.fully.and.information.presented.to.the.board.has.been.complete,.accurate,.and.useful...
Boards.can.also.reflect.on.the.degree.to.which.their.annual.performance.evaluation.of.the.CEO.
has.provided.them.with.a.clear.understanding.of.the.person’s.behaviors.in.relation.to.integrity.
issues.

Board-only.discussions.with.the.independent.auditor.provide.an.excellent.opportunity.for.the.
Board.to.explore.the.auditor’s.perceptions.regarding.the.control.environment..Board.review.of.
reports.from.funding.source.monitors.may.also.provide.useful.information.regarding.control.
environment.strengths.and.weaknesses...Whistleblower.policies.and.procedures.should.be.
designed.to.ensure.that.concerns.about.integrity.and.compliance.with.control.procedures.are.
brought.to.the.attention.of.the.Board.

Some.Boards.form.a.Risk.Management.Committee.and.assign.the.committee.responsibility.
for.evaluating.the.control.environment.annually.through.review.of.policies.and.procedures.
and.through.interviews.with.the.CEO.and.key.managers..Risk.Management.Committees.may.
augment.the.information.they.receive.through.these.procedures.with.periodic.employee.surveys.
designed.to.measure.employee.perception.regarding.organizational.integrity.a.management.
attitudes.around.control.issues..Some.organizations.utilize.consultants.to.conduct.exit.interviews.
of.some.or.all.departing.employees.to.obtain.insight.into.the.actual.work.environment.within.
the.organization.

Board.members.who.are.representing.low.income.communities.may.play.a.particularly.
valuable.role.in.building.the.Board’s.understanding.of.the.control.environment.through.their.
direct.knowledge.of.how.the.organization.is.perceived.by.its.clients.or.prospective.clients..Risk.
Management.Committee.confidential.interviews.with.low.income.representatives.can.surface.
community.perceptions.of.integrity.or.lack.of.integrity.which.can.be.extremely.helpful.in.
building.the.Board’s.understanding.of.the.control.environment.

17.	What	is	the	Board’s	role	in	creating	and	maintaining	a	positive	Control	Environment?

The.Board.sets.the.tone.for.the.control.environment.through.its.selection.and.oversight.of.the.
Executive.Director/CEO.and.through.its.commitment.to.attentive,.engaged.direction.of.the.
organization...Maintaining.a.positive.control.environment.requires.regular.Board.attention.
for.full.implementation.of.the.Conflict.of.Interest.policy.and.meaningful.evaluation.of.the.
CEO...Boards.can.reinforce.their.commitment.to.integrity.and.control.through.contracting.
with.the.auditor.or.other.professional.resources.to.review.CEO.expense.reports.and.executive.
compensation.and.benefits...Board.or.Audit.Committee.confidential.conversations.with.the.
independent.auditor.also.provide.an.important.opportunity.for.understanding.the.control.
environment.and.identifying.strategies.to.strengthen.it.

Boards.must.be.committed.to.following.up.on.any.concerns.about.integrity.which.may.arise.
through.informal.as.well.as.formal.channels..Some.Boards.require.the.use.of.third.party.
reporting.services.for.whistleblower.reporting.purposes.in.order.to.get.expert.assistance.to.
follow-up.on.control.concerns...

Control Activities
18.	What	are	Control	Activities?

Control.activities.are.the.systems,.policies,.and.procedures.that.CAAs.put.in.place.to.ensure.
effective.financial.management.which.protects.assets.and.prevents.fraud,.waste,.and.abuse..They.
include.fiscal,.information.technology,.human.resource,.facilities,.program,.and.board.policies.
and.procedures.designed.to.prevent.improper.actions.and.errors.from.occurring.and.detect.
mistakes.(willful.or.accidental).and.ensure.correction.
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9RISK ASSESSMENT TOOLKIT

19.	What	is	the	Board’s	role	in	Control	Activities?

Boards.most.commonly.play.primarily.authorizing.and.review.roles.within.the.organization’s.
overall.system.of.controls..Board.approval.of.the.annual.budget.and.authorization.of.overall.
CEO/Executive.Director.compensation.are.critical.control.activities...Board.review.of.actual.
revenues.and.expenses.in.comparison.to.the.budget.also.functions.as.a.control.activity,.
facilitating.identification.of.both.potential.accounting.errors.and.possible.misdirection.of.
resources..

However,.given.the.size,.scope,.and.complexity.of.operations.in.most.Community.Action.
Agencies,.management.must.take.primary.responsibility.for.Control.Activities,.including.the.
design.of.control.systems,.full.implementation.of.the.systems,.and.regular.monitoring.of.internal.
compliance..

Some.control.systems.utilize.Board.signatures.on.checks.as.a.key.control.activity...As.
organizations.grow.more.complex,.the.volume.of.transactions.expands,.and.the.use.of.electronic.
payment.methods.increases,.the.efficacy.of.Board.signatures.on.checks.as.a.key.control.activity.
becomes.less.certain..At.a.minimum,.effective.use.of.Board.signatures.as.a..control.requires.
training.Board.signers.to.conduct.a.proper.review.of.documentation.before.signing.checks..
Inattentive.or.incomplete.review.of.underlying.documentation.makes.the.Board.member’s.
signature.on.the.check.a.very.poor.control.and.may.actually.confuse.the.process.of.establishing.
accountability.for.improper.payments.

More.meaningful.Board.control.activities.may.include:

•. .Explicit.Board.approval.of.the.Executive.Directors.annual.compensation.including.all.
benefits.and.perks.

•. .Periodic.review.of.ED.payroll.and.benefits.and.spot.checks.of.ED.expense.
reimbursements,.or.in.larger.organizations,.contracting.with.an.accounting.professional.
to.conduct.such.reviews.periodically.and.report.results.directly.to.a.designated.Board.
member.or.committee...

•. .Explicit.Board.approval.of.the.opening,.closing,.signature.requirements,.and.
modifications.for.all.bank.accounts.

•. .Explicit.Board.approval.of.all.mortgage.debt,.lines.of.credit,.or.other.corporate.
borrowing.

•. .Board.approval.of.very.significant.purchases,.typically.including.all.real.estate.
transactions,.either.purchase.or.lease.

Control through Information and Communication

20.		Why	does	effective	information	sharing	and	communication	matter	in	relation	to	the	
COSO	approach	to	internal	controls?

No.matter.how.well.an.organization.has.designed.its.control.activities,.they.won’t.be.effective.
without.getting.everyone.involved.to.understand.both.the.organization’s.commitment.to.
integrity.and.the.specific.policies.and.procedures.that.have.been.established...And.no.matter.
how.well.prepared.and.committed.individuals.are,.mistakes.happen....One.of.the.most.
important.controls.an.organization.can.utilize.to.ensure.the.accuracy.of.its.accounting.and.
financial.reporting.is.to.ask.staff.and.managers.who.have.direct.knowledge.of.the.work.of.
the.organization.to.review.financial.reports.which.relate.to.their.area.of.activities..Providing.
reports.of.revenues.and.expenses.in.comparison.to.budget.for.specific.programs.to.individuals.
with.direct.knowledge.of.the.activities.of.those.programs,.provides.and.essential.element.of.
control..Of.course.for.this.control.to.work,.the.individual.reviewing.the.financial.info.must.be.
able.to.communicate.their.questions.and.concerns.to.accounting.staff.that.are.must.be.open.to.
examining.the.causes.of.the.errors.and.making.corrections.
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21.	What	is	the	Board’s	role	in	information	sharing	and	communication?

Board.access.to.and.review.of.financial.information.provides.an.additional.level.of.control.by.
creating.the.opportunity.for.truly.fresh.eyes.to.spot.potential.errors.or.problem.areas..However,.
primary.responsibility.for.the.accuracy.of.financial.information.must.remain.with.management.
and.Board.review.of.financial.information.should.focus.primarily.on.trends.and.financial.
health.issues,.rather.than.detailed.review.of.cost.center.accounting..It.may.be.appropriate.for.
the.Finance.Committee.to.review.the.information.sharing.and.communication.procedures.that.
management.has.implemented...CAA.Boards.should.be.aware.that.periods.in.which.funding.
has.been.reduced.and.staff.are.expected.to.do.more.with.less.often.are.accompanied.by.
breakdowns.in.information.sharing.and.communication.which.can.lead.to.control.weaknesses.
and.compliance.failures.

Monitoring

22.	What		does	“monitoring”	mean	in	the	COSO	framework?

While.many.Community.Action.Agencies.think.of.“monitoring”.as.something.that.funding.
sources.or.other.external.parties.provide,.the.COSO.framework.focuses.on.“monitoring”.as..a.key.
internal.function....Effective.systems.of.internal.controls.include.establishing.a.consistent.process.
through.which.an.organization.conducts.its.own.periodic.testing.and.analysis.of.whether.its.
controls.are.working..

Larger.Community.Action.Agencies.have.begun.utilizing.a.high.level.staff.position.(Compliance.
Officer,.Internal.Auditor,.etc.)..to.design.and.manage.an.internal.monitoring.system...In.smaller.
CAAs.in.which.funds.are.not.be.available.to.support.a.separate.professional.position,.consultants.
can.be.utilized.to.establishing.an.internal.monitoring.system.and.help.assign.responsibilities.for.
implementation.of.the.system.to.specific.positions...

While.many.Fiscal.Directors/CFOs.are.familiar.with.the.concept.of.internal.auditing.and.have.
devised.various.procedures.within.the.fiscal.office.to.monitor.compliance.with.fiscal.policies.and.
procedures,..systematic.monitoring.is.also.needed.to.ensure.compliance.with.internal.policies.
and.procedures.and.contractual.requirements.in.all.aspects.of.program.service.delivery.as.well.as.
in.facilities,.human.resources,.and.information.technology.management..

23.	What	is	the	Boards	role	in	Monitoring?

Given.the.CSBG.requirements.for.tri-partite.Boards.undertaking.specific.responsibilities,.CAAs.
must.also.establish.effective.monitoring.procedures.for.Board.governance..Many.Boards.conduct.
an.annual.assessment.of.their.own.performance.which.includes.review.of.the.composition.of.the.
board.and.the.board’s.role.in.needs.assessment,.planning,.and.oversight.as.required.by.CSGB..

24.		Why	don’t	auditors	and	funding	source	monitors	provide	all	the	monitoring	we	could	
possibly	need?

First,.by.the.time.an.auditor.or.funding.source.monitor.discovers.a.breakdown.in.your.systems,.
damage.may.already.have.been.done..Remember.that.independent.audits.are.conducted.after.
the.fiscal.year.is.completed.and.in.many.cases.after.specific.reports.to.funding.sources.have.been.
submitted.and.some.funding.agreements.have.been.closed...So,.it.is.often.too.late.to.correct.
mistakes.without.adverse.consequences.by.the.time.these.external.monitors.find.them.

Perhaps.more.significantly,.auditing.standards.make.it.extremely.clear.that.the.auditor.cannot.
function.as.part.of.the.system.of.controls.for.organizations.they.audit...If.your.auditor.did.
function.as.part.of.your.system.of.controls,.they.would.no.longer.be.considered.independent.and.
couldn’t.express.an.opinion.on.your.financial.statements..Part.of.every.audit.involves.the.auditor.
assessing.the.adequacy.of.the.internal.controls.of.the.organization...The.absence.of.an.internal.
monitoring.system.is.a.control.weakness.in.the.sense.that.you.have.not.established.a.systematic.
way.to.be.sure.that.the.policies.and.procedures...you.have.put.in.place.are.actually.working.
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11RISK ASSESSMENT TOOLKIT

25.		Does	having	a	“clean”	audit	opinion	mean	that	our	CAA	doesn’t	need	to	worry	about	
risk	assessment	and	internal	controls?

No!..Effective.internal.controls.require.continuous.risk.assessment.and.consistent.implementation.
of.risk.mitigation.strategies,.including.regular.review.and.updating.of.internal.controls...
Community.Action.Agencies.are.operating.in.a.period.of.rapid.change,.encompassing.both.
dramatic.shifts.in.the.availability.of.funding.resources,.and.continuously.emerging.control.risks...

A.“clean”.audit.opinion.provides.the.Board.with.assurance.that.the.independent.auditor.has.
concluded.that.the.financial.statements.fairly.present.the.financial.condition.of.the.organization...
Auditors.use.a.complex.matrix.of.factors.to.determine.whether.any.underlying.problems.with.
internal.controls.and.compliance.are.of.such.significant.magnitude.that.they.have.resulted.in.
financial.statements.that.do.not.fairly.present.the.organization’s.financial.condition...The.auditor.
may.have.found.numerous.problems.with.internal.controls.and.compliance.which.are.very.
significant.in.relation.to.the.organization’s.compliance.with.federal.requirements.but.do.not.
reach.the.level.of.significance.in.presentation.of.the.financial.statements.that.would.require.the.
auditor.to.give.a.“qualified”.or.not.clean.opinion...Most.CAAs.are.required.to.undergo.A-133.
audits.in.which.the.auditor.provides.additional.reports.beyond.the.standard.audit.opinion.letter...
In.those.reports,.the.auditor.identifies.specific.control.and.compliance.problems..Discussion.of.
these.audit.findings.with.the.auditor.should.be.an.important.part.of.the.Board’s.risk.assessment.
process.

The.completion.of.an.A-133.audit.in.which.the.auditor.reports.no.findings,.no.significant.
deficiencies.or.material.weaknesses,.is.a.great.sign.that.effective.controls.have.been.both.
designed.and.implemented...However,.even.after.a.successful.A-133.audit,.Community.Action.
Agencies.must.continuously.assess.risks.and.implement.the.COSO.framework.to.ensure.that.
current.controls.are.working.and.to.identify.emerging.risks.which.must.be.addressed.through.
new.or.redesigned.controls.

Risk Management and Risk Mitigation
26.	What	is	Risk	Mitigation?

Risk.mitigation.is.a.term.used.to.describe.all.the.various.strategies.your.CAA.uses.to.reduce.or.
control.risks...Risk.mitigation.can.include.establishing.a.positive.control.environment,.adopting.
and.implementing.appropriate.policies.and.procedures,.hiring.competent.staff,.providing.
training,.monitoring.results,.and.insuring.against.losses...Once.your.CAA.has.identified.its.most.
significant.risks,.the.next.step.will.be.identifying.the.risk.mitigation.strategies.that.will.be.most.
cost.effective.to.control.the.risks.and.minimize.the.damages.that.the.risks.may.pose.to.your.
organization.

27.	What	is	Enterprise	Risk	Management?

In.1994,.COSO.released.a.new.framework.document.–.Enterprise.Risk.Management.Integrated.
Framework..-designed.to.provide.more.comprehensive.guidance.for.managing.risks.throughout.
an.organization..The.ERM.framework.incorporates.the.five.key.elements.of.the.original.COSO.
Integrated.Internal.Control.Framework.(Risk.Assessment,.Control.Environment,.Control.Activities,.
Information.Sharing.and.Communication,.and.Monitoring),.and.adds.3.additional.elements:

•. ERM.Objective.Setting
•. ERM.Event.Identification
•. ERM.Risk.Response

Risk.Objective.Setting.involves.high.level.discussion.of.an.organization’s.tolerance.and.appetite.
for.risks..Most.CAAs.have.extremely.limited.tolerance.for.risk.due.to.the.pressures.of.compliance.
with.multiple.funding.restrictions.and.compliance.requirements.and.the.significance.of.public.
opinion.in.relation.to.the.organization’s.access.to.funding..
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12RISK ASSESSMENT TOOLKIT

Risk.Event.Identification.is.a.systematic.evaluation.of.the.types.of.risk.events.which.the.CAA.
may.encounter,.including.events.that.are.driven.by.both.external.and.internal.factors..A.central.
element.of.ERM.is.the.recognition.that.events.are.interdependent,.not.isolated,.and.that.events.
can.have.a.positive.or.negative.impact,.or.in.some.cases.both.positive.and.negative.impact..
Among.the.external.factors.considered.in.an.ERM.risk.identification.process.are.factors.relating.
to.economic.conditions,.the.natural.environment,.political.issues,.social.forces,.and.technology..
Among.the.internal.factors,.ERM.considers.infrastructure,.personnel,.process,.and.internal.
technology.

Ultimately.ERM.focuses.on.Risk.Response,.a.systematic.process.for:

•. evaluating.strategies.to.avoid,.reduce,.share.or.accept.risk;
•. evaluating.the.risk.likelihood.and.impact
•. assessing.costs.versus.benefits
•. evaluating.response.opportunities
•. utilizing.a.“portfolio.view”.to.deal.with.the.interdependent..issues.

Enterprise.Risk.Management.is.now.recognized.as.a.key.management.discipline..Large.
businesses.and.governmental.entities.employ.high.level.ERM.Officers..It.is.probably.both.
unrealistic.from.a.budget.standpoint.and.unnecessary.on.a.practical.level.for.most.CAAs.to.
create.such.positions..However,.the.underlying.concepts.should.become.a.part.of.each.CAAs.risk.
assessment.process,.and.larger.CAAs.may.periodically.seek.pro.bono.assistance.from.entities.
with.expert.ERM.professionals.

CSBG Basics
28.	What	is	CSBG?

The.Community.Services.Block.Grant.(CSBG).is.federal.funding.provided.through.the.Office.
of.Community.Services,.a.program.of.the.Administration.for.Children.and.Families.of.the.U.S..
Department.of.Health.and.Human.Services...CSBG.funding.is.awarded.to.states,.U.S..Territories,.
and.Tribal.governments.in.accord.with.the.provisions.of.The.Community.Services.Block.Grant.
Act.of.1981.as.amended.by.Section.680(a)(2).of.the.Community.Opportunities,.Accountability,.
and.Training.and.Educational.Services.Act.of.1998.(P.L..105-285).

The.Community.Services.Block.Grant.(CSBG).provides.funds.to.alleviate.the.causes.and.
conditions.of.poverty.in.communities..OCS.awards.CSBG.funds.to.States,.the.District.of.
Columbia,.the.Commonwealth.of.Puerto.Rico,.U.S..Territories,.and.Federal.and.State-recognized.
Indian.Tribes.and.tribal.organizations,.Community.Action.Agencies,.migrant.and.seasonal.
farmworkers.or.other.organizations.designated.by.the.States.

The.CSBG.program.provides.funds.to.lessen.poverty.in.communities..The.funds.may.be.utilized.
to.provide.a.range.of.services.and.activities.to.assist.the.needs.of.low-income.individuals.
including.the.homeless,.migrants.and.the.elderly..Grant.amounts.are.determined.by.a.formula.
based.on.each.State’s.and.Indian.Tribe’s.poverty.population..Grantees.receiving.funds.under.the.
CSBG.program.are.required.to.provide.services.and.activities.addressing.employment,.education,.
better.use.of.available.income,.housing,.nutrition,.emergency.services.and/or.health.

29.	What	are	Community	Action	Agencies?

Community.Action.Agencies.may.be.either.private.nonprofit.corporations.or.public.entities.that.
meet.the.requirements.for.purpose,.governance,.and.activities.specified.within.the.CSBG.Act..
Community.Action.Agencies.which.are.operated.as.private.nonprofit.corporations.organized.
under.state.not-for-profit.statutes.must.have.governing.boards.of.directors.which.meet.the.CSBG.
Act.requirements.for.Tri-Partite.Boards...

When.public.entity.Community.Action.Agencies.operate.through.a.single.governmental.entity,.
final.authority.for.their.operation.rests.with.the.elected.governing.board.of.that.entity...For.
example,.the.County.Commission.is.the.final.governing.authority.for.a.Community.Action.
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Agency.operated.as.part.of.that.county..Some.counties.choose.the.form.consortiums,.through.
establishing.intergovernmental.agreements.with.other.counties,.to.operate.a.multi-county.
Community.Action.Agency..For.such.consortiums,.the.intergovernmental.agreement.establishes.
the.governing.structure..Public.entity.Community.Action.Agencies.are.required.to.establish.
advisory.boards.which.meet.the.requirements.of.the.CSBG.Act,.including.the.requirement.for.the.
tri-partite.board.

30.	What	is	a	Tri-Partite	Board?

The.CSBG.Act.specifies.that.CSBG.eligible.entities.must.be.governed.by.a.Tri-Partite.Board,.which.
is.a.board.comprised.of.at.least.one.third.representatives.of.the.low.income.communities.served.
by.the.entity,.one.third.representatives.of.elected.officials.of.local.governmental.entities,.and.one.
third.representatives.of.the.community.at.large..The.low.income.representatives.of.low.income.
communities.do.not.need.to.be.low.income.themselves.but.do.need.to.be.selected.through.a.
“democratic”.selection.process.

31.		How	are	Representatives	of	Low	Income	Communities	Selected	for	Service	on	a	Tri-
Partite	Board?

The.Board.may.elect.individuals.who.are.themselves.low.income.to.serve.as.representatives.
of.low.income.communities..In.order.for.individuals.who.are.not.themselves.low.income.to.
be.considered.as.“representing.low.income.communities”,.they.must.be.chosen.in.one.of.the.
following.ways:

•. Actual.balloting.by.residents.of.the.low.income.community
•. Election.at.a.community.meeting.held.with.proper.notice.in.the.low.income.community
•. .Selection.by.community.groups.which.the.CAA.has.designated.as.being.composed.

primarily.of.low.income.people

Details.on.requirements.for.election/selection.of.the.low.income.representatives.may.be.found.in.
Chapter.3.of.the.CAPLAW.CSBG.training...The.CAPLAW.CSBG.training.can.be.obtained.through.
this.link.http://www.caplaw.org/resources/csbgresources.html...In.addition,.one.may.consult.IM-
82.for.additional.guidance.with.the.following.link.http://www.acf.hhs.gov/programs/ocs/csbg/
guidance/im82.html.
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Checklists
Checklist for Strengthening Controls through fully Engaging Low Income Community Representatives

Representatives.of.low.income.communities.on.CAA.Boards.can.make.significant.contributions.toward.
strengthening.internal.controls..Their.relationships.with.low.income.individuals.and.families.and.
knowledge.of.community.perception.and.needs.are.essential.for.effective.controls.in.a.Community.
Action.Agency...If.you.are.a.low.income.community.representative,.you.can.use.this.checklist.to.
identify.areas.in.which.you.may.be.able.to.make.a.greater.contribution.to.your.CAA’s.internal.controls.

How	is	your	CAA	benefiting	from	your	experience	and	
understanding	of	the	low	income	community	it	serves?

Views	are	
sought	&	

used

Opportunity	
for	

Improvement

Low	Income	Community	Representatives	are	encouraged	to:

•...Share.community.perceptions.about.the.integrity,.honesty,.and.
effectiveness.of.CAA.services.with.management.and.Board.committee.
conducting.risk.assessment.

•...Share.your.perception.of.community.needs,.including.relative.
importance.and.urgency.of.various.need.areas.as.part.of.the.
CAA’s.needs.assessment.process.

•...Share.your.perceptions.regarding.the.match.between.the.programs.and.
services.the.CAA.offers.and.community.needs.as.part.of.the.strategic.
planning.process.

•...Share.your.perception.regarding.the.effectiveness.of.the.CAA’s.
communication.strategies.in.building.broad.awareness.of.the.programs.
and.services.available.to.low.income.individuals.and.families.as.part.of.
the.strategic planning and evaluation processes.

•...Share.your.understanding.of.other.community.resources,.including.
changes.in.their.availability,.that.may.impact.the.demand.for.the.CAA’s.
services.through.the.strategic.planning.process

•...Observe.program.activities.and.provide.feedback.about.the.treatment.
of.participants.and.quality.of.services.as.part.of.Board.evaluation.of.
programs.

•...Participate.actively.in.the.Board’s.discussion.of.the.annual.budget.to.
understand.the.proposed.use.of.resources.and.express.your.views.about.
priorities.for.the.use.of.unrestricted.funds.

•...Other.areas.in.which.your.knowledge.of.the.community.is.essential.to.
effective.operation.of.the.CAA?

•...Fully.understand.the.role.of.the.Board.as.a.whole.and.the.specific.
responsibilities.of.low.income.community.representatives.required.
under.the.terms.of.funding.agreements,.including.the.tri-partite.Board.
requirements.contained.in.the.CSBG.Act.

•...Fully.understand.the.financial.condition.of.the.CAA,.including.
understanding.its.monthly.financial.reports

•...Share.your.perceptions.about.the.effectiveness.of.board.practices,.
including.the.processes.used.at.board.and.committee.meetings,.as.part.of.
the.Board’s.annual.self.–evaluation.

•...Raise.questions.and.offer.observations.based.on.your.experience.during.
Board.discussions.

•...Share.your.observations.regarding.strategies.that.would.support.full.
participation.by.all.low.income.representatives.including.meeting.times,.
locations,.the.availability.of.child.care,.transportation,.or.other.needed.
assistance,.interpretation.services,.and.other.factors.which.could.increase.
participation.by.low.income.representatives.
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Program Manager Control Checklist
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Board and Board Committees Controls Checklist
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Control Review Checklist
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Subpart D—Program Design and 
Management 

 
§ 1304.50  Program governance. 

(a)  Policy  Council,  Policy  Committee, 
and  Parent  Committee structure.  (1) 
Grantee and delegate agencies must es- 
tablish and maintain  a formal struc- 
ture  of    shared  governance  through 
which parents can participate in policy 
making or in other decisions about the 
program. This structure  must consist 
of  the following groups, as required: 

(i)  Policy Council. This Council must 
be  established at the grantee level. 

(ii)  Policy  Committee.  This  Com- 
mittee must be  established at the dele- 
gate agency level when the program is 
administered  in  whole or  in  part  by 
such agencies (see 45  CFR 1301.2  for a 
definition of  a delegate agency). 

(iii) Parent  Committee. For center- 
based programs, this Committee must 
be  established at the center level. For 
other program options, an equivalent 
Committee must be  established at the 
local program level. When programs 
operate more than one option from the 
same site, the Parent Committee mem- 
bership is  combined unless parents 
choose to have a separate Committee 
for each option. 

(2)  Parent Committees must be  com- 
prised exclusively of the parents of 
children currently enrolled at the cen- 
ter  level for center-based programs or 
at  the equivalent level for other pro- 
gram options (see 45 CFR 1306.3(h) for a 
definition of  a Head Start parent). 

(3)  All Policy Councils, Policy Com- 
mittees, and Parent Committees must 
be  established as early in the program 
year as possible. Grantee Policy Coun- 
cils  and  delegate  Policy  Committees 
may not  be   dissolved until  successor 
Councils  or  Committees  are  elected 
and seated. 

(4)  When a grantee has delegated the 
entire Head Start  program to one dele- 
gate agency, it is not necessary to have 
a Policy Committee in addition to a 
grantee agency Policy Council. 

(5)   The  governing  body  (the  group 
with legal and fiscal responsibility for 
administering the Early Head Start  or 
Head Start  program) and the  Policy 
Council or Policy Committee must not 
have identical memberships and func- 
tions. 

45 CFR Ch. XIII (10–1–09 Edition) 
 

(b)  Policy group composition and forma- 
tion.  (1)    Each  grantee   and  delegate 
agency governing body operating an 
Early Head Start  or Head Start  pro- 
gram must (except where such author- 
ity  is ceded to the Policy Council or 
Policy Committee) propose, within the 
framework  of    these  regulations, the 
total  size of  their respective policy 
groups (based on the  number  of   cen- 
ters,  classrooms or other  program op- 
tion units, and the number of  children 
served by their  Early  Head Start  or 
Head Start  program), the  procedures 
for the election of  parent members, and 
the procedure for the selection of  com- 
munity  representatives.  These pro- 
posals must be  approved by the Policy 
Council or Policy Committee. 

(2) Policy Councils and Policy Com- 
mittees  must  be    comprised  of    two 
types of  representatives: parents of 
currently enrolled children and com- 
munity representatives. At least 51 
percent of  the members of  these policy 
groups  must  be    the  parents  of   cur- 
rently  enrolled  children  (see 45  CFR 
1306.3(h) for  a  definition   of    a  Head 
Start parent). 

(3)  Community representatives must 
be  drawn from the local community: 
businesses; public or private commu- 
nity, civic, and professional organiza- 
tions; and others who are familiar with 
resources and services for low-income 
children and families, including for ex- 
ample the parents of  formerly enrolled 
children. 

(4)  All parent members of  Policy 
Councils or  Policy Committees must 
stand for election or re-election annu- 
ally.  All  community  representatives 
also must be  selected annually. 

(5) Policy Councils and Policy Com- 
mittees must limit the number of  one- 
year  terms  any individual may serve 
on either  body to a combined total  of 
three terms. 

(6)   No    grantee  or  delegate  agency 
staff (or members of  their immediate 
families) may serve on Policy Councils 
or Policy Committees except parents 
who occasionally substitute for regular 
Early Head Start  or Head Start  staff. 
In the case of  Tribal grantees, this ex- 
clusion applies only to Tribal staff who 
work in  areas  directly  related  to  or 
which directly impact upon any Early 
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Head Start  or Head Start  administra- 
tive, fiscal or programmatic issues. 

(7)  Parents of  children currently  en- 
rolled in all program options must be 
proportionately represented on estab- 
lished policy groups. 

(c)  Policy group responsibilities—gen- 
eral. At a minimum policy groups must 
be  charged with the responsibilities de- 
scribed in paragraphs  (d), (f),   (g), and 
(h)   of  this section and repeated in ap- 
pendix A of  this section. 

(d)  The Policy Council or Policy Com- 
mittee.  (1)  Policy Councils and Policy 
Committees must work in partnership 
with key management staff and the 
governing body to develop, review, and 
approve or disapprove the following 
policies and procedures: 

(i)  All funding applications and 
amendments  to  funding  applications 
for Early Head Start  and Head Start, 
including     administrative      services, 
prior to the submission of  such applica- 
tions to the grantee (in the case of  Pol- 
icy Committees) or to HHS (in the case 
of  Policy Councils); 

(ii) Procedures describing how the 
governing body and the appropriate 
policy group will implement shared de- 
cision-making; 

(iii) Procedures for program planning 
in accordance with this  part  and the 
requirements of  45 CFR 1305.3; 

(iv) The program’s philosophy and 
long-  and  short-range  program  goals 
and  objectives  (see  45  CFR   1304.51(a) 
and 45 CFR 1305.3 for additional re- 
quirements regarding program plan- 
ning); 

(v)  The selection of  delegate agencies 
and their service areas (this regulation 
is binding on Policy Councils exclu- 
sively) (see 45  CFR 1301.33  and 45  CFR 
1305.3(a) for additional requirements 
about delegate agency and service area 
selection, respectively); 

(vi) The composition of  the Policy 
Council or the  Policy Committee and 
the procedures by which policy group 
members are chosen; 

(vii) Criteria for defining recruit- 
ment, selection, and enrollment prior- 
ities,  in accordance with the  require- 
ments of  45 CFR part 1305; 

(viii)  The  annual  self-assessment  of 
the  grantee  or  delegate  agency’s 
progress in carrying out the pro- 
grammatic  and  fiscal  intent   of    its 

 
grant  application,  including planning 
or other actions that  may result from 
the review of  the annual audit and 
findings from the  Federal monitoring 
review (see 45 CFR  1304.51(i)(1) for addi- 
tional requirements about the annual 
self-assessment); 

(ix) Program personnel policies and 
subsequent changes to  those  policies, 
in accordance with 45  CFR 1301.31,  in- 
cluding standards  of   conduct  for pro- 
gram  staff,   consultants,   and  volun- 
teers; 

(x)  Decisions to hire or terminate the 
Early Head Start  or Head Start  direc- 
tor of  the grantee or delegate agency; 
and 

(xi) Decisions to  hire or terminate 
any  person  who works  primarily   for 
the  Early  Head Start  or  Head Start 
program of  the grantee or delegate 
agency. 

(2)  In addition,  Policy Councils and 
Policy Committees must perform the 
following functions directly: 

(i)  Serve as a link to the Parent Com- 
mittees, grantee and delegate agency 
governing bodies, public and private or- 
ganizations, and the communities they 
serve; 

(ii) Assist Parent Committees in 
communicating  with  parents  enrolled 
in all program options to ensure that 
they understand their rights, respon- 
sibilities, and opportunities in Early 
Head Start  and Head Start  and to en- 
courage their participation in the pro- 
gram; 

(iii) Assist Parent Committees in 
planning, coordinating, and organizing 
program activities for parents with the 
assistance of  staff, and ensuring that 
funds set  aside from program budgets 
are used to support parent activities; 

(iv) Assist in recruiting volunteer 
services from parents, community resi- 
dents,  and  community  organizations, 
and assist in the mobilization of  com- 
munity resources to meet identified 
needs; and 

(v)    Establish  and  maintain   proce- 
dures for working with the grantee or 
delegate agency to resolve community 
complaints about the program. 

(e)   Parent Committee. The  Parent 
Committee must carry out at least the 
following minimum responsibilities: 
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(1)  Advise staff in developing and im- 
plementing local program policies, ac- 
tivities, and services; 

(2)  Plan, conduct, and participate in 
informal  as  well as  formal  programs 
and activities for parents and staff; and 

(3)  Within the guidelines established 
by  the governing body, Policy Council, 
or  Policy  Committee, participate  in 
the recruitment and screening of  Early 
Head Start  and Head Start  employees. 

(f)   Policy  Council,  Policy  Committee, 
and   Parent   Committee   reimbursement. 
Grantee and delegate agencies must en- 
able low-income members to  partici- 
pate  fully  in  their  group responsibil- 
ities  by providing, if necessary, reim- 
bursements for reasonable expenses in- 
curred by the members. 

45 CFR Ch. XIII (10–1–09 Edition) 
 

(g) Governing body responsibilities. (1) 
Grantee and delegate agencies must 
have written policies that  define the 
roles and responsibilities of  the gov- 
erning body members and that  inform 
them  of   the  management  procedures 
and functions necessary to implement 
a high quality program. 

(2)    Grantee  and  delegate  agencies 
must ensure that  appropriate internal 
controls are established and imple- 
mented to safeguard Federal funds in 
accordance with 45 CFR 1301.13. 

(h)    Internal dispute resolution. Each 
grantee and delegate agency and Policy 
Council or Policy Committee jointly 
must  establish  written  procedures for 
resolving internal disputes, including 
impasse procedures, between the gov- 
erning body and policy group. 

APPENDIX A—GOVERNANCE AND MANAGEMENT RESPONSIBILITIES 
[A=General responsibility; B=Operating responsibility; C=Must approve or disapprove; D=Determined locally] 

 

 
Function 

Grantee Agency Delegate Agency Grantee or Delegate Man- 
agement Staff  

Governing 
Body 

Policy Coun-
cil 

Governing 
Body Policy Cmte. HS* Program 

Director 
Agency Di- 

rector 

I. Planning 
 

(a)  1304.50(d)(1)(iii)  Procedures 
for program planning in accord- 
ance with this Part and the re- 
quirements of 45 CFR 1305.3. 

(b) 1304.50(d)(1)(iv) The pro- 
gram’s   philosophy   and   long- 
and short-range program goals 
and  objectives  (see  45  CFR 
1304.51(a) and 45 CFR 1305.3 
for additional requirements re- 
garding program planning). 

(c) 1304.50(d)(1)(v) The selection 
of delegate agencies and their 
service areas (this regulation is 
binding on Policy Councils ex- 
clusively) (see 45 CFR 1301.33 
and 45 CFR 1305.3(a) for addi- 
tional requirements about dele- 
gate agency and service area 
selection, respectively). 

(d) 1304.50(d)(1)(vii) Criteria for 
defining recruitment, selection, 
and enrollment priorities, in ac- 
cordance with the requirements 
of 45 CFR Part 1305. 

(e) 1304.50(d)(1)(i) All funding 
applications  and  amendments 
to funding applications for Early 
Head Start and Head Start, in- 
cluding administrative services, 
prior to the submission of such 
applications to the grantee (in 
the case of Policy Committees) 
or to HHS (in the case of Policy 
Councils). 

A & C C 
 
 
A & C C 
 
 
 
 
A & C C 
 
 
 
 
 
 

A C 
 
 
 
A & C C 

C 
 
 

C 
 
 
 
 

— 
 
 
 
 
 
 

A 
 
 
 
A & C 

C B 
 
 
C B 
 
 
 
 
—  B 

(Grantee only) 
 
 
 
 
 
C B 
 
 
 
C B 

D 
 
 

D 
 
 
 
 

D 
(Grantee 

only) 
 
 
 
 

D 
 
 
 

D 
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APPENDIX A—GOVERNANCE AND MANAGEMENT RESPONSIBILITIES—Continued 
[A=General responsibility; B=Operating responsibility; C=Must approve or disapprove; D=Determined locally] 

 

 
Function 

Grantee Agency Delegate Agency Grantee or Delegate Man- 
agement Staff  

Governing 
Body 

Policy Coun-
cil 

Governing 
Body Policy Cmte. HS* Program 

Director 
Agency Di- 

rector 

(f) 1304.50(f) Policy Council, Pol- 
icy Committee, and Parent 
Committee reimbursement. 
Grantee and delegate agencies 
must enable low-income mem- 
bers to participate fully in their 
group responsibilities by pro- 
viding, if necessary, reimburse- 
ments for reasonable expenses 
incurred by the members. 

(g) 1304.50(d)(1)(viii) The annual 
self-assessment of the grantee 
or  delegate  agency’s  progress 
in carrying out the pro- 
grammatic  and  fiscal  intent  of 
its grant application, including 
planning or other actions that 
may  result  from  the  review  of 
the annual audit and findings 
from the Federal monitoring re- 
view (see 45 CFR 1304.51(i)(1) 
for  additional  requirements 
about the annual self-assess- 
ment). 

A 
 
 
 
 
 
 

A 

C 
 
 
 
 
 
 

C 

A 
 
 
 
 
 
 

A 

C 
 
 
 
 
 
 

C 

B 
 
 
 
 
 
 

B 

D 
 
 
 
 
 
 

D 

 
II. General Procedures 

 
(a) 1304.50(d)(1)(vi) The com- 

position of the Policy Council or 
the Policy Committee and the 
procedures by which policy 
group members are chosen. 

(b) 1304.50(g)(1) Grantee and 
delegate agencies must have 
written policies that define the 
roles and responsibilities of the 
governing body members and 
that inform them of the man- 
agement procedures and func- 
tions necessary to implement a 
high quality program. 

(c) 1304.50(d)(1)(ii) Procedures 
describing how the governing 
body and the appropriate policy 
group will implement shared 
decision-making. 

(d) 1304.50(h) Internal dispute 
resolution. Each grantee and 
delegate agency and Policy 
Council or Policy Committee 
jointly must establish written 
procedures for resolving inter- 
nal disputes, including impasse 
procedures, between the gov- 
erning body and policy group. 

(e) 1304.50(d)(2)(v) Establish and 
maintain procedures for hearing 
and working with the grantee or 
delegate agency to resolve 
community  complaints  about 
the program. 

A & C C 
 
 
 
A & C — 
 
 
 
 
 
 
A & C C 
 
 
 
A & C C 
 
 
 
 
 
 

B B 

A & C C B D 
 
 
 
A & C — — D 
 
 
 
 
 
 
A & C C D D 
 
 
 
A & C C D D 
 
 
 
 
 
 

B B D D 
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APPENDIX A—GOVERNANCE AND MANAGEMENT RESPONSIBILITIES—Continued 
[A=General responsibility; B=Operating responsibility; C=Must approve or disapprove; D=Determined locally] 

 

 
Function 

Grantee Agency Delegate Agency Grantee or Delegate Man- 
agement Staff  

Governing 
Body 

Policy Coun-
cil 

Governing 
Body Policy Cmte. HS* Program 

Director 
Agency Di- 

rector 

(f) 1304.50(g)(2) Grantee and del- 
egate   agencies   must   ensure 
that appropriate internal con- 
trols are established and imple- 
mented to safeguard Federal 
funds  in  accordance  with  45 
CFR 1301.13. 

(g) The annual independent audit 
that must be conducted in ac- 
cordance with 45 CFR 1301.12. 

A 
 
 
 
 

A 

— 
 
 
 
 

— 

A 
 
 
 
 

A 

— 
 
 
 
 

— 

D 
 
 
 
 

D 

D 
 
 
 
 

D 

 
III. Human Resources Management 

 

 
(a) 1304.50(d)(1)(ix) Program per- 

sonnel policies and subsequent 
changes to those policies, in 
accordance     with     45     CFR 
1301.31, including standards of 
conduct for program staff, con- 
sultants, and volunteers. 

(b) 1304.50(d)(1)(x) Decisions to 
hire  or  terminate  the  Early 
Head Start or Head Start direc- 
tor of the grantee agency. 

(c) 1304.50(d)(1)(xi) Decisions to 
hire  or  terminate  any  person 
who   works   primarily   for   the 
Early Head Start or Head Start 
program of the grantee agency. 

(d) 1304.50(d)(1)(x) Decisions to 
hire  or  terminate  the  Early 
Head Start or Head Start direc- 
tor of the delegate agency. 

(e) 1304.50(d)(1)(xi) Decisions to 
hire  or  terminate  any  person 
who   works   primarily   for   the 
Early Head Start or Head Start 
program of the delegate agen- 
cy. 

 
A & C 

 
 
 
 

A & C 
 
 

A 
 
 
 

— 
 
 

— 

C 
 
 
 
 

C 
 
 

C 
 
 
 

— 
 
 

— 

A & C 
 
 
 
 

— 
 
 

— 
 
 
 

A & C 
 
 

A 

C 
 
 
 
 

— 
 
 

— 
 
 
 

C 
 
 

C 

D 
 
 
 
 

— 
 
 

B (Grantee 
only) 

 
 

— 
 
 

B 
(Delegate 

only) 

 
D 

 
 
 
 

D 
 
 

D 
 
 
 

D 
 
 

D 

KEY AND DEFINITIONS AS USED IN CHART 
* When a grantee or delegate agency operates an Early Head Start program only and not an Early Head Start and a Head 

Start program, these responsibilities apply to the Early Head Start Director. 
A. General Responsibility. The group with legal and fiscal responsibility that guides and oversees the carrying out of the func- 

tions described through the individual or group given operating responsibility. 
B. Operating Responsibility. The individual or group that is directly responsible for carrying out or performing the functions 

consistent with the general guidance and oversight from the group holding general responsibility. 
C. Must Approve or Disapprove. The group that must be involved in the decision-making process prior to the point of seeking 

approval. If it does not approve, a proposal cannot be adopted, or the proposed action taken, until agreement is reached be- 
tween the disagreeing groups. 

D. Determined locally. Management staff functions as determined by the local governing body and in accordance with all Head 
Start regulations. 

 
(The information  and collection requirements are approved by the Office of  Management and 
Budget (OMB) under  OMB  Control Number 0970–0148 for paragraphs (f),  (g), and (h).) 

[61 FR 57210, Nov. 5, 1996, as amended at 63 FR 2314, Jan. 15, 1998] 
 

 
§ 1304.51  Management systems  and 

procedures. 
(a) Program planning. (1)  Grantee and 

delegate agencies must develop and im- 
plement a systematic,  ongoing process 
of  program planning that  includes con- 

sultation with the program’s governing 
body, policy groups, and program staff, 
and with other community organiza- 
tions that  serve Early Head Start  and 
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Introduction 
 
This project was developed to assist the Agricultural and Labor Program, Inc. (ALPI) in better 
understanding the service needs and demographic characteristics of low-income children and families in 
the ALPI service area which includes Polk, Highlands, St. Lucie, Indian River, Okeechobee, Martin, 
Volusia, Hillsborough (Plant City, Wimauma), Palm Beach (Belle Glade, South Bay), Hendry, Glades, 
Collier, Orange, Seminole, and Hardee Counties.  To this end, two surveys were completed – one with 
ALPI service recipients and one with community organizations that serve this population. 
 
The service recipient survey was designed to assess the need for and use of various social services for 
children and adults in the ALPI service area.  The survey instrument included a variety of questions 
about the need for, use of, and level of satisfaction with, services for children and services for adults; 
child care services; social services; and, demographic characteristics of respondents.  The specific 
categories of questions are as follows: 
 

 Services for Adults (Need, Use, Satisfaction); 

 Social Services (Use, Satisfaction); 

 Child Care Services (Need, Use); 

 Services for Children under Age Five (Need, Use, Satisfaction); 

 Health Care for Children; 

 Disabilities of Children in Household; 

 Demographics: 
o Transportation 
o Housing 
o Household Structure 
o Household Income 
o Race/Ethnicity 
o Employment Status 
o Education 
o Number of Adults and Children in Household 
o Zip Code. 

 
The community organization survey instrument included a variety of questions about organizations and 
agencies in the area, including services provided and perceived barriers to low-income families receiving 
assistance in the community.  The specific question categories are as follows: 
 

 Basic contact information for the organization/agency 

 Types of services the organization/agency provides 

 Perceived barriers to low-income families receiving assistance in the community 

 Perceived changes in service availability for low-income families in the community 

 Perceived changes in service needs in the community 

 Perceived need for child care services in the community 
o Current child care providers 
o Barriers to securing child care services 

 Additional comments on needs of low-income families in the community 
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The results of these surveys provide ALPI with a substantial amount of information about the service 
needs and demographic characteristics of low-income families in the ALPI service, as well as area service 
providers in the ALPI service area. 

 
Format of the Report 
 
This report is divided into several sections that correspond to the key questions that were asked in the 
surveys.  Results are first presented for the client survey, then for the community organization survey. 
 
The report attempts to enhance the understanding of the survey results by first providing an executive 
summary.  This summary permits a brief review of the results.  More detailed information can be 
obtained from a close reading of the tables and figures in the sections that follow.  Each section presents 
the results of the survey as well as detailed analysis of these results. 

 
Survey Procedure and Methodology 

Client Survey 
The survey of low-income families in the ALPI service area was conducted jointly by the Florida Survey 
Research Center (FSRC) and ALPI.  The universe of the study is low-income families with children in the 
Florida counties who are served by ALPI, which includes Polk, Highlands, St. Lucie, Indian River, 
Okeechobee, Martin, Volusia, Hillsborough (Plant City, Wimauma), Palm Beach (Belle Glade, South Bay), 
Hendry, Glades, Collier, Orange, Seminole, and Hardee Counties.  While there are several different 
approaches to conducting survey research, such as mail, telephone, and in-person interviews, mail 
surveys do have advantages in some cases.  Since low-income families are less likely to have regular 
telephone service, and are more likely to be transitory, distribution/mail surveys can be an effective 
means of reaching these groups. 
 
The FSRC developed the survey instrument, and constructed the survey packets that were distributed to 
potential respondents by ALPI.  The instrument was designed as a four-page booklet, a design proven to 
promote higher response rates.  The survey packets contained a cover letter on FSRC letterhead 
explaining the purpose of the survey and the survey process, a survey booklet, and a postage-paid 
return envelope.  To best reach all groups of interest, packets were prepared in English, Spanish, and 
Creole. 
 
The FSRC provided ALPI with survey packets which they distributed in the ALPI service area.  The 297 
completed surveys were logged-in, data reduced, and analyzed using the SAS statistical analysis 
package. 
 
In order to ensure that the survey data most accurately represent the true population of ALPI clients, 
responses were weighted to reflect actual population demographics.  The true population’s educational 
attainment was calculated and the sample responses were mathematically adjusted to properly reflect 
this characteristic.  This computation adjusts sample responses to more closely mirror the true 
population of interest. 
 

Community Organization Survey 
The survey of service providers in the ALPI service area was conducted jointly by the Florida Survey 
Research Center (FSRC) and ALPI.  The universe of the study is organizations and agencies in the Florida 
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counties served by ALPI, including Polk, Highlands, St. Lucie, Indian River, Okeechobee, Martin, Volusia, 
Hillsborough (Plant City, Wimauma), Palm Beach (Belle Glade, South Bay), Hendry, Glades, Collier, 
Orange, Seminole, and Hardee Counties.   
 
ALPI developed the survey instrument and the FSRC constructed the survey packets that were mailed to 
organizations.  The instrument was designed as a two-page survey, printed front and back.  The survey 
packets contained a cover letter on FSRC letterhead explaining the purpose of the survey and the survey 
process, a survey sheet, and a postage-paid return envelope. 
 
The FSRC provided ALPI with 300 survey packets which they mailed to organizations and agencies 
throughout the ALPI service area.  The 39 completed surveys were logged-in, data reduced, and 
analyzed using the SAS statistical analysis package. 
 

Executive Summary 

Adult Services 
About four in five (80.8%) respondents reported household need for “Emergency Assistance for Rent, 
Utilities, Housing, Food, etc.” and nearly three in four (74.3%) respondents said they had used 
“Emergency Assistance for Rent, Utilities, Housing, and Food.”   
 
About two in five (40.9%) respondents said they need “Adult Health Insurance” while about one in four 
(27.9%) said that they have used this service.  Similarly, about two in five (38.4%) respondents indicated 
that they need “Employment / Job Placement Services” with about one in four (25.1%) having used such 
programs.  Although about two in five (38.3%) respondents reported a need for “Home-Ownership 
Programs” only about one in six (17.3%) respondents had used such programs.  More than one in three 
(36.1%) respondents reported a need for “Job Training” while about one in four (27.5%) said they had 
used it.  
 
Nearly one in three (31.4%) respondents reported a need for “Financial/Credit Counseling” while only 
about one in eight (13.9%) had actually used these programs.  While a similar number of respondents 
(30.7%) indicated a need for “Public Transportation,” more than one in three (35.9%) respondents said 
they have used it.   
 
Nearly three in ten (29.5%) respondents reported a need for “High school degree / GED Programs,” with 
about one in five (21.1%) saying they had used this service.  Similarly, nearly three in ten (29.1%) 
respondents indicated a need for “Legal Services” with about one in five (18.3%) saying they have used 
these services.  About one in four (25.8%) respondents reported a need for “Continuing/Post High 
School Education” while about one in five (18.5%) said they had used such programs. 
 
About one in five (18.3%) respondents indicated a need for “Literacy/Reading Programs” with more than 
one in eight (13.5%) having used such programs.  One in six (16.7%) respondents reported a need for 
“Parenting Training” and about one in seven (15.0%) said they had used these services. 
The largest unmet need for adult services is “Home-Ownership Programs.”  About one in five (21.0%) 
respondents had unmet needs for “Home-Ownership Programs.”  About one in six (17.5%) respondents 
had an unmet need for “Financial/Credit Counseling.”  About one in eight (13.3%) respondents showed 
an unmet need for “Employment/Job Placement Services,” and a similar number (13.0%) had unmet 
needs for “Adult Health Insurance.”  About one in ten (10.8%) respondents had unmet needs for “Legal 
Services.”   
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Fewer than one in ten respondents had unmet needs for “Job Training” (8.6%); “High school 
degree/GED Programs” (8.4%); “Continuing/ Post High School Education” (7.3%); “Emergency Assistance 
for Rent, Utilities, Housing, Food, etc.” (6.5%); “Literacy/Reading Programs” (4.8%); or, “Parenting 
Training” (1.7%). 
 
The respondents were generally satisfied with the adult services that they received.  More than nine in 
ten respondents were either “Very Satisfied” or “Somewhat Satisfied” with each of the adult services 
they utilized.  “Parenting Training” (92.6%) and “Home Ownership Programs” (89.0%) had the highest 
reported levels of satisfaction with services received.  “Legal Services” (6.5%) and “Employment/Job 
Placement Services” (6.2%) had the highest percentages of users who reported they were “Not 
Satisfied” with services received. 

Social Services 
About seven in ten (71.2%) respondents used services provided “Access Florida” and a similar number 
(70.9%) used services provided by the “Department of Children and Families.  Nearly two in three 
(65.1%) respondents used services provided by the “Agricultural and Labor Program (ALPI)” and nearly 
as many (64.4%) used services provided by the “Health Department/Walk-in Clinics.”   
 
About two in five respondents used the services of the “Salvation Army” (39.3%) or “Workforce 
Development” (39.2%).   More than one in four respondents said they used services provided by either 
“Catholic Charities” (28.4%) or the “Community Services Department” (25.5%).  Nearly one in four 
(23.6%) respondents used the services of the “United Way.” 
 
Again, the respondents are generally satisfied with the services they received from a variety of agencies 
that provide social services.  More than four in five respondents are either “Very Satisfied” or 
“Somewhat Satisfied” with services they received from each of the organizations noted.   
 
The highest level of satisfaction is with the “Agricultural and Labor Program (ALPI)” – more than four in 
five (86.6%) respondents who received services from ALPI were “Very Satisfied” with those services.  
Similarly, more than four in five (86.5%) respondents who used the services of “United Way” were “Very 
Satisfied” with the services they received, and nearly as many (79.0%) respondents who received 
services at “Catholic Charities” were “Very Satisfied.” 
 
More than two in three respondents who received services from the “Community Services Department” 
(71.2%) or the “Salvation Army” (68.2%) were “Very Satisfied,” and about the same percentage were 
“Very Satisfied” with services they received from the “Department of Children and Families” (65.4%), 
“Access Florida” (65.4%) , or the “Health Department/Walk-in Clinics” (64.7%). 
 
The highest level of dissatisfaction was with services provided by “Workforce Development”; one in ten 
(10.3%) respondents who used services provided by “Workforce Development” reported that they were 
“Not at All Satisfied” with the services they received. 

Children’s Services 
More than half (54.4%) of the respondents who have children under the age of five reported that they 
need child care “In the morning, before 7:30 AM” but just one in five (20.0%) said they currently use this 
type of care.  About two in five (40.8%) respondents with children under the age of five said they need 
child care “In the afternoon, after 5:30 PM,” while fewer than one in ten (7.4%) currently use it.  A 
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similar number of respondents with young children, about two in five (38.9%), reported a need for child 
care “12 Months of the Year,” while about one in seven (13.6%) currently use this service. 
 
About three in ten respondents with young children indicated a need for child care on either “Holidays” 
(28.1%) or “Weekends” (27.1%), though few use these services.  About one in six (17.2%) respondents 
with children under age five reported a need for “Over-night” child care and almost none currently use 
this type of service. 
 
The largest unmet needs for child care services are for child care “In the morning, before 7:30 AM” and 
“In the afternoon, after 5:30 PM.”  About one in three respondents with children under the age of five 
has unmet needs for child care before 7:30 AM and after 5:30 PM.   About one in four respondents with 
young children have an unmet need for child care “12 Months of the year” (25.3%); on holidays (24.0%); 
or, on weekends (23.1%).  About one in six (17.0%) of these respondents have an unmet need for over-
night child care. 
 
About two in three (66.9%) respondents with children under age five reported needing “Dental Services” 
for their children with about half (48.5%) saying they had used such services.  About two in three 
(65.6%) respondents with young children indicated a need for “Pre-Kindergarten Programs” for their 
children under age five and a similar number (63.2%) had used such services.  About three in five 
(62.2%) respondents with children under age five reported needing “Child Care” for their children with 
almost as many (55.5%) saying they had used such services. 
 
About three in five (57.7%) respondents with children under age five indicated a need for the services of 
the “Women, Infant, and Children (WIC) Program” for their children and about two in three (65.8%) said 
they had ever used these services.   
 
About three in seven respondents with children under the age of five reported needing the following 
services for their children: “Nutritional Services” (45.8%); “Vision Services” (45.2%); “Speech Therapy” 
(44.6%); or, “Mental Health Services” (40.7%). 
 
Most of the respondents who needed services for their children under the age of five actually received 
those services.  The biggest unmet need for services is for “Dental Services,” where nearly one in five 
(18.4%) respondents who reported needing those services for their children had not used them.  About 
one in ten (10.7%) respondents who indicated a need for “Vision Services” had an unmet need; similar 
percentages showed unmet needs for “Nutritional Services” (7.9%), “Mental Health” services (7.0%), 
and “Child Care” services (6.7%). 
 
There is a very high level of satisfaction with services for children under the age of five.  More than four 
in five respondents who used these services for their children were either “Very Satisfied” or 
“Somewhat Satisfied” with them.  The highest levels of satisfaction were for “Vision Services” (95.5%) 
and “Pre-Kindergarten Programs” (92.7%) – more than nine in ten respondents who used these 
programs were “Very Satisfied.”  Respondents were least satisfied with “Nutritional Services” they used 
for their children – nearly one in ten (7.1%) respondents who used these services was “Not at All 
Satisfied” with them.  
 
About nine in ten (90.9%) respondents currently have health care insurance for their children.  Fewer 
than one in ten (8.0%) respondents do not currently have health care insurance for their children.  Three 
in four (74.6%) respondents whose children currently have health insurance indicated that they had 



 7 ALPI Community Assessment Survey 2014 

 

health insurance for their children from Medicaid/Medipass.   Three in ten (29.3%) of these respondents 
use “Children’s Medical Services” as a source of health insurance for their children.  About one in five 
(18.5%) respondents with insurance for their children obtained health insurance from the “Healthy Kids” 
program.  About one in eight (13.1%) of these respondents had “Private Insurance” for their children.   
 
About one in four (24.2%) respondents with children under age five report having children in their 
households who have ever been diagnosed with either a physical or mental disability.  The most 
frequently cited disabilities that respondents’ children had been diagnosed with were various types of 
speech-related disabilities (n=6) and ADHD / ADD (n=4) and.  Two of the respondents noted children in 
their households with “Asthma,” and two note behavioral disorders. 
 
The most frequently cited services that respondents’ children had been received were speech therapy 
(n=6) and various services from Children’s Medical Services (CMS) (n=3).  Two of the respondents noted 
children in their households received physical therapy and two received occupational therapy. 

Demographics 
More than three in five (63.0%) respondents said they most often rely on their “Own car” for 
transportation, while about one in four (26.4%) said they rely on “Friends or Family members.”  Fewer 
than one in ten (5.3%) respondents indicated they most often rely on “Public Transportation.”  In 
addition, one respondent said he or she relies on the “Medicaid Van,” one said he or she relies on a 
“bicycle,” and one said he or she relies on “walking.” 
 
Two in five (39.8%) respondents said they live in an apartment or house that they rent without 
subsidies.  More than one in four (28.3%) respondents said they live in a house that they own.  Nearly 
one in four (23.3%) respondents indicated living in an apartment or house that they rent with subsidies 
(such as Section 8 vouchers).  Fewer than one in ten respondents said they live in manufactured 
housing/mobile homes (5.2%) or a condominium/townhouse (1.9%). 
 
About half (50.7%) of the respondents live in a “Single mother household.”  One in five (19.9%) 
respondents said they live in a “Mother and father household.”  One in ten (10.4%) respondents said 
they live in a household with a grandparent or other family member as head of household.  Fewer than 
one in ten respondents reported living in either a “Single father household” (2.9%) or “Foster-parent” 
household (1.3%).   
 
One in four (25.4%) respondents reported a total household income before taxes below $5,000.  About 
one in six (17.5%) respondents reported a household income between $5,000 and $10,000, and about 
one in ten (8.5%) cited a household income between $10,001 and $15,000.  About one in five (21.5%) 
respondents indicated a household income between $15,001 and $20,000.  Fewer than one in ten 
respondents reported a household income: between $20,001 and $25,000 (6.7%); between $25,001 and 
$30,000 (4.6%); between $30,001 and $35,000 (2.8%); or, more than $35,000 (3.9%). 
 
About seven in ten (72.2%) respondents said they are “African American/Black.”  About one in seven 
(14.9%) respondents said they are “White/Caucasian,” and about one in ten (9.0%) respondents 
indicated they are “Latino/Hispanic.”  Fewer than one in ten respondents indicated they are “Asian” 
(1.4%) or “Biracial/Multiracial” (0.7%). 
 
About three in ten (30.7%) respondents said they are “Not employed.”  More than one in four (26.1%) 
respondents indicated that they are “Disabled” and about one in five (22.1%) said they are “Employed 
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full-time.”  One in ten (10.1%) respondents said they are “Retired.”  Fewer than one in ten (7.8%) 
respondents indicated that they are “Employed part-time.”   
 
More than half (55.1%) of the respondents indicated they have a high school diploma or GED certificate, 
and about one in four (24.5%) said they had some high school education but had not graduated from 
high school.  About one in ten (11.1%) respondents had an 8th grade education or less.  About three 
percent of the respondents said they had some college and about seven percent said they have a college 
degree. 
 
About one in four (24.3%) respondents said they live alone.  One in five (20.4%) respondents indicated 
they live in households that have two people.  About one in eight (13.1%) respondents live in 
households that have three people and a similar number (12.9%) lives in four-person households.  About 
one in ten (10.9%) respondents live in five-person households.  About one in five (18.5%) respondents 
live in households with six or more people. 
 
Nearly three in five (58.7%) respondents indicated that no children, age five or younger, live in their 
household.  About one in six (16.9%) respondents said that one child, age five or younger, lives in their 
household.  About one in ten (11.9%) respondents indicated that two children, age five or younger, live 
in their households.  Fewer than one in ten respondents said three (7.2%), four (3.4%), or five or more 
(2.0%) children, age five or younger live in their households. 
 
Respondents with children age five and younger (n=116) provided ages for a total of 175 children.  Of 
these children, about one in four (23.4%) were one year old and about one in five (21.1%) were two 
years old.  About one in six (16.0%) of these children were three years old.  About one in five of these 
children were either four years old (20.6%) or five years old (18.9%). 
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Results: Client Survey 

Adult Services 
The survey first asked respondents a series of questions about 12 services for adults.  The services 
included in this section are as follows: 
 

 Emergency assistance for rent, utilities, food, housing, etc.; 

 Public transportation; 

 Job training; 

 Parenting training; 

 Home-ownership programs; 

 Literacy/Reading programs; 

 High school degree/GED programs; 

 Continuing/Post high school education programs; 

 Adult health-care insurance; 

 Employment/placement services; 

 Legal services; 

 Financial/Credit counseling. 
 

Use of Adult Services 
The survey asked respondents if any adults in their households need the service or program, if they have 
actually used the service or program, and, if they have used the service, their level of satisfaction with 
the service.  Table 1 presents the percentage of adult respondents who need and/or use each service. 
 

Table 1: Need and Use of Adult Services 
 

Service Need Use 

Emergency Assistance for Rent, Utilities, Housing, Food, etc. 80.8% 74.3% 

Adult Health Insurance 40.9% 27.9% 

Employment/Job Placement Services 38.4% 25.1% 

Home-ownership Programs 38.3% 17.3% 

Job Training 36.1% 27.5% 

Financial/Credit Counseling 31.4% 13.9% 

Public Transportation 30.7% 35.9% 

High school degree/GED Programs 29.5% 21.1% 

Legal Services 29.1% 18.3% 

Continuing/Post High School Education 25.8% 18.5% 

Literacy/Reading Programs 18.3% 13.5% 

Parenting Training 16.7% 15.0% 

 
About four in five (80.8%) respondents reported household need for “Emergency Assistance for Rent, 
Utilities, Housing, Food, etc.” and nearly three in four (74.3%) respondents said they had used 
“Emergency Assistance for Rent, Utilities, Housing, and Food.”   
 
About two in five (40.9%) respondents said they need “Adult Health Insurance” while about one in four 
(27.9%) said that they have used this service.  Similarly, about two in five (38.4%) respondents indicated 
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that they need “Employment / Job Placement Services” with about one in four (25.1%) having used such 
programs.  Although about two in five (38.3%) respondents reported a need for “Home-Ownership 
Programs” only about one in six (17.3%) respondents had used such programs.  More than one in three 
(36.1%) respondents reported a need for “Job Training” while about one in four (27.5%) said they had 
used it.  
 
Nearly one in three (31.4%) respondents reported a need for “Financial/Credit Counseling” while only 
about one in eight (13.9%) had actually used these programs.  While a similar number of respondents 
(30.7%) indicated a need for “Public Transportation,” more than one in three (35.9%) respondents said 
they have used it.   
 
Nearly three in ten (29.5%) respondents reported a need for “High school degree / GED Programs,” with 
about one in five (21.1%) saying they had used this service.  Similarly, nearly three in ten (29.1%) 
respondents indicated a need for “Legal Services” with about one in five (18.3%) saying they have used 
these services.  About one in four (25.8%) respondents reported a need for “Continuing/Post High 
School Education” while about one in five (18.5%) said they had used such programs. 
 
About one in five (18.3%) respondents indicated a need for “Literacy/Reading Programs” with more than 
one in eight (13.5%) having used such programs.  One in six (16.7%) respondents reported a need for 
“Parenting Training” and about one in seven (15.0%) said they had used these services. 
 

Unmet Need for Adult Services 
The next analysis in this series on adult services is designed to provide a rough estimate of the unmet 
need for services.  The unmet need for adult services is calculated by subtracting the percentage of 
respondents who have used a service from the percentage who indicate that they need a service.  We 
caution that this is only a rough estimate of unmet need, but it does provide an indication of the 
categories of services in which additional services could be provided.  The results of the analysis of 
unmet need are presented in Table 2.   
 

Table 2: Estimated Unmet Need for Adult Services 
 

Service Unmet Need 

Home-ownership Programs 21.0% 

Financial/Credit Counseling 17.5% 

Employment/Job Placement Services 13.3% 

Adult Health Insurance 13.0% 

Legal Services 10.8% 

Job Training 8.6% 

High school degree/GED Programs 8.4% 

Continuing/Post High School Education 7.3% 

Emergency Assistance for Rent, Utilities, Housing, Food, etc. 6.5% 

Literacy/Reading Programs 4.8% 

Parenting Training 1.7% 

Public Transportation N/A 

 
The largest unmet need for adult services is “Home-Ownership Programs.”  About one in five (21.0%) 
respondents had unmet needs for “Home-Ownership Programs.”  About one in six (17.5%) respondents 
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had an unmet need for “Financial/Credit Counseling.”  About one in eight (13.3%) respondents showed 
an unmet need for “Employment/Job Placement Services,” and a similar number (13.0%) had unmet 
needs for “Adult Health Insurance.”  About one in ten (10.8%) respondents had unmet needs for “Legal 
Services.”   
 
Fewer than one in ten respondents had unmet needs for “Job Training” (8.6%); “High school 
degree/GED Programs” (8.4%); “Continuing/ Post High School Education” (7.3%); “Emergency Assistance 
for Rent, Utilities, Housing, Food, etc.” (6.5%); “Literacy/Reading Programs” (4.8%); or, “Parenting 
Training” (1.7%). 
 

Level of Satisfaction with Adult Services 
The last part of this series on adult services asked respondents who have actually used the services to 
indicate their level of satisfaction with the services.  The possible responses to this question are “Very 
Satisfied,” “Somewhat Satisfied,” and “Not Satisfied.”  The responses to this question are presented in 
Table 3. 
 

Table 3: Level of Satisfaction with Adult Services 
 

Service 
Very 

Satisfied 
Somewhat 
Satisfied 

Not 
Satisfied 

Parenting Training 92.6% 7.4% 0.0% 

Home-Ownership Programs 89.0% 10.1% 0.8% 

High School Degree/GED Programs 83.3% 12.6% 4.1% 

Financial/Credit Counseling 80.4% 19.6% 0.0% 

Emergency Assistance for Rent, Utilities, Food, etc. 79.8% 17.9% 2.3% 

Adult Health Insurance 79.3% 15.7% 5.0% 

Literacy/Reading Programs 78.4% 21.6% 0.0% 

Continuing/Post High School Education 78.0% 22.0% 0.0% 

Employment/Job Placement Services 73.7% 20.1% 6.2% 

Legal Services 70.6% 22.9% 6.5% 

Job Training 68.0% 31.4% 0.5% 

Public Transportation 67.8% 29.5% 2.7% 

 
The respondents were generally satisfied with the adult services that they received.  More than nine in 
ten respondents were either “Very Satisfied” or “Somewhat Satisfied” with each of the adult services 
they utilized.   
 
“Parenting Training” (92.6%) and “Home Ownership Programs” (89.0%) had the highest reported levels 
of satisfaction with services received. 
 
“Legal Services” (6.5%) and “Employment/Job Placement Services” (6.2%) had the highest percentages 
of users who reported they were “Not Satisfied” with services received. 
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Social Services 
The survey next asked respondents about a variety of agencies that make social services available to 
those in need.  For each agency, the respondent was asked to indicate if he/she uses the services 
provided by the agency and, if used, the level of satisfaction with the services provided by the agency.  
The agencies included in this question are as follows: 
 

 Agricultural and Labor Program (ALPI); 

 Salvation Army; 

 United Way; 

 Catholic Charities; 

 Department of Children and Families; 

 Health Department/Walk-in Clinics; 

 Workforce Development; 

 Community Services Department; 

 Access Florida; 

 Other. 

Use of Social Services 
Table 4 presents the percentage of respondents who indicate that they have used the services provided 
by the various organizations listed in the survey. 
  

Table 4: Use of Social Services 
 

Services Use 

Access Florida 71.2% 

Department of Children and Families 70.9% 

Agricultural and Labor Program (ALPI) 65.1% 

Health Department/Walk-in Clinics 64.4% 

Salvation Army 39.3% 

Workforce Development 39.2% 

Catholic Charities 28.4% 

Community Services Department 25.5% 

United Way 23.6% 

Other (described below) 21.4% 

 
About seven in ten (71.2%) respondents used services provided by “Access Florida” and a similar 
number (70.9%) used services provided by the “Department of Children and Families.”  Nearly two in 
three (65.1%) respondents used services provided by the “Agricultural and Labor Program (ALPI)” and 
nearly as many (64.4%) used services provided by the “Health Department/Walk-in Clinics.”   
 
About two in five respondents used the services of the “Salvation Army” (39.3%) or “Workforce 
Development” (39.2%).   More than one in four respondents said they used services provided by either 
“Catholic Charities” (28.4%) or the “Community Services Department” (25.5%).  Nearly one in four 
(23.6%) respondents used the services of the “United Way.” 
 
In addition, about one-fifth (21.4%) of the respondents indicated “Other” social services they use.  The 
two respondents who described these services noted: “POK Work” and “EBT.” 
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Satisfaction with Services Provided by Organizations 
Next, respondents who have used the services provided by these organizations were asked to indicate 
their satisfaction with these services.  The possible responses to this question are “Very Satisfied,” 
“Somewhat Satisfied,” or “Not at All Satisfied” with the services provided by the organization.  The 
responses to the satisfaction question are provided in Table 5. 
 

Table 5: Level of Satisfaction with Social Services 
 

Services 
Very  

Satisfied 
Somewhat 
Satisfied 

Not 
Satisfied 

Agricultural and Labor Program (ALPI) 86.6% 10.7% 2.7% 

United Way 86.5% 8.7% 4.8% 

Catholic Charities 79.0% 16.7% 4.3% 

Community Services Department 71.2% 28.3% 0.6% 

Salvation Army 68.2% 24.6% 7.2% 

Department of Children and Families 65.4% 27.8% 6.8% 

Access Florida 65.4% 29.8% 4.9% 

Health Department/Walk-in Clinics 64.7% 33.3% 2.1% 

Workforce Development 56.8% 32.9% 10.3% 

 
Again, the respondents are generally satisfied with the services they received from a variety of agencies 
that provide social services.  More than four in five respondents are either “Very Satisfied” or 
“Somewhat Satisfied” with services they received from each of the organizations noted.   
 
The highest level of satisfaction is with the “Agricultural and Labor Program (ALPI)” – more than four in 
five (86.6%) respondents who received services from ALPI were “Very Satisfied” with those services.  
Similarly, more than four in five (86.5%) respondents who used the services of “United Way” were “Very 
Satisfied” with the services they received, and nearly as many (79.0%) respondents who received 
services at “Catholic Charities” were “Very Satisfied.” 
 
More than two in three respondents who received services from the “Community Services Department” 
(71.2%) or the “Salvation Army” (68.2%) were “Very Satisfied,” and about the same percentage were 
“Very Satisfied” with services they received from the “Department of Children and Families” (65.4%), 
“Access Florida” (65.4%) , or the “Health Department/Walk-in Clinics” (64.7%). 
 
The highest level of dissatisfaction was with services provided by “Workforce Development”; one in ten 
(10.3%) respondents who used services provided by “Workforce Development” reported that they were 
“Not at All Satisfied” with the services they received. 
 
  



 14 ALPI Community Assessment Survey 2014 

 

Children’s Services 
The next series of questions in the survey asked respondents a number of questions about children 
under the age of five who reside in their households and the various services that these children might 
need.  The following sections provide detailed information about these children and their need for and 
use of various services. 

Child Care Services 
The survey asked respondents about their need for child care services.  The child care services included 
in this question are as follows: 
 

 In the morning, before 7:30 a.m.; 

 In the afternoon, after 5:30 p.m.; 

 Over-night child care; 

 Weekend child care; 

 Holiday child care; 

 12 months of the year care. 
 
This question first asked respondents if the child care service is needed and then if they currently use 
this type of child care.  Table 6 presents the results of the percentage of respondents who need and/or 
use various child care services.  (Note: Level of satisfaction with child care services was not asked.) 
 

Table 6: Need and Use of Child Care Services 
 

Services Need Use 

In the morning, before 7:30 AM 54.4% 20.0% 

In the afternoon, after 5:30 PM 40.8% 7.4% 

12 months of the year 38.9% 13.6% 

Holidays 28.1% 4.1% 

Weekends 27.1% 4.0% 

Over-night 17.2% 0.2% 

 
More than half (54.4%) of the respondents who have children under the age of five reported that they 
need child care “In the morning, before 7:30 AM” but just one in five (20.0%) said they currently use this 
type of care.  About two in five (40.8%) respondents with children under the age of five said they need 
child care “In the afternoon, after 5:30 PM,” while fewer than one in ten (7.4%) currently use it.  A 
similar number of respondents with young children, about two in five (38.9%), reported a need for child 
care “12 Months of the Year,” while about one in seven (13.6%) currently use this service. 
 
About three in ten respondents with young children indicated a need for child care on either “Holidays” 
(28.1%) or “Weekends” (27.1%), though few use these services.  About one in six (17.2%) respondents 
with children under age five reported a need for “Over-night” child care and almost none currently use 
this type of service. 
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Unmet Need for Child Care Services 
The last analysis of this series on child care services is designed to provide an estimate of the unmet 
need for services.  The unmet need for child care services is calculated by subtracting the percentage of 
respondents who currently use a service from the percentage who indicate that they need the service.  
It is important to note that this is only an approximate estimate of unmet need, but does provide some 
indication of the child care services that might be used if made available.  The results of the analysis of 
unmet need are presented in Table 7. 
 

Table 7: Unmet Need for Child Care Services 
 

Services Unmet Need 

In the morning, before 7:30 AM 34.4% 

In the afternoon, after 5:30 PM 33.4% 

12 Months of the year  25.3% 

Holidays 24.0% 

Weekends 23.1% 

Over-night  17.0% 

 
The largest unmet needs for child care services are for child care “In the morning, before 7:30 AM” and 
“In the afternoon, after 5:30 PM.”  About one in three respondents with children under the age of five 
has unmet needs for child care before 7:30 AM and after 5:30 PM.    
 
About one in four respondents with young children have an unmet need for child care “12 Months of 
the year” (25.3%); on holidays (24.0%); or, on weekends (23.1%).  About one in six (17.0%) of these 
respondents have an unmet need for over-night child care. 
 
 

Use of Services for Children under Age Five 
The survey next asked respondents a series of questions about services for children under the age of 
five.  The specific services that the survey asked about are as follows: 
 

 Pre-Kindergarten Programs; 

 Dental Services; 

 Mental Health Services; 

 Vision Services; 

 Nutritional Services; 

 Speech Therapy; 

 Women, Infants and Children (WIC) Program; 

 Child care. 
 
The survey first asked respondents if they need each of the services, then, if they have ever used the 
service, and, if they have used the service, the level of satisfaction with the service.  Table 8 presents the 
responses regarding the need and use of services for children under age five.   
 
 
 

Table 8: Need and Use of Children’s Services 
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Services Need Ever Used 

Dental Services 66.9% 48.5% 

Pre-Kindergarten Programs 65.6% 63.2% 

Child Care 62.2% 55.5% 

Women, Infant and Children (WIC) Program 57.7% 65.8% 

Nutritional Services 45.8% 37.9% 

Vision Services 45.2% 34.5% 

Speech Therapy 44.6% 44.6% 

Mental Health Services 40.7% 33.7% 

 
About two in three (66.9%) respondents with children under age five reported needing “Dental Services” 
for their children with about half (48.5%) saying they had used such services.  About two in three 
(65.6%) respondents with young children indicated a need for “Pre-Kindergarten Programs” for their 
children under age five and a similar number (63.2%) had used such services.  About three in five 
(62.2%) respondents with children under age five reported needing “Child Care” for their children with 
almost as many (55.5%) saying they had used such services. 
 
About three in five (57.7%) respondents with children under age five indicated a need for the services of 
the “Women, Infant, and Children (WIC) Program” for their children and about two in three (65.8%) said 
they had ever used these services.   
 
About three in seven respondents with children under the age of five reported needing the following 
services for their children: “Nutritional Services” (45.8%); “Vision Services” (45.2%); “Speech Therapy” 
(44.6%); or, “Mental Health Services” (40.7%). 
 

Unmet Needs for Services for Children under Age Five 
To provide an estimate of the unmet need for services, we calculate an “unmet need score” by 
subtracting the number of respondents that have used a service from the number that indicate a need 
for the service.  This score is only approximate and must be used carefully, but it does provide some 
relative measure of services that, if made available, might be used.  The unmet need scores for services 
for children under the age of five are presented in Table 9.   
 

Table 9: Unmet Need for Children’s Services 
 
Services Unmet Need 

Dental Services 18.4% 

Vision Services 10.7% 

Nutritional Services 7.9% 

Mental Health Services 7.0% 

Child Care 6.7% 

Pre-Kindergarten Programs 2.4% 

Speech Therapy N/A 

Women, Infant and Children (WIC) Program N/A 
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Most of the respondents who needed services for their children under the age of five actually received 
those services.  The biggest unmet need for services is for “Dental Services,” where nearly one in five 
(18.4%) respondents who reported needing those services for their children had not used them.  About 
one in ten (10.7%) respondents who indicated a need for “Vision Services” had an unmet need; similar 
percentages showed unmet needs for “Nutritional Services” (7.9%), “Mental Health” services (7.0%), 
and “Child Care” services (6.7%). 
 

Satisfaction with Services for Children under Age Five 
Table 10 presents the results on level of satisfaction with services for children under the age of five.  The 
results in this table are calculated only for those respondents who indicate that they have used the 
service.   
 

Table 10: Level of Satisfaction with Children’s Services 
 

Services 
Very  

Satisfied 
Somewhat 
Satisfied 

Not  
Satisfied 

Vision Services 95.5% 4.5% 0.0% 

Pre-Kindergarten Programs 92.7% 4.8% 2.6% 

Mental Health Services 87.3% 8.8% 3.9% 

Child Care 85.3% 14.3% 0.4% 

Dental Services 83.2% 16.4% 0.4% 

Nutritional Services 80.1% 12.7% 7.1% 

Speech Therapy 79.3% 16.2% 4.5% 

Women, Infant and Children (WIC) Program 78.2% 17.4% 4.4% 

 
There is a very high level of satisfaction with services for children under the age of five.  More than four 
in five respondents who used these services for their children were either “Very Satisfied” or 
“Somewhat Satisfied” with them.   
 
The highest levels of satisfaction were for “Vision Services” (95.5%) and “Pre-Kindergarten Programs” 
(92.7%) – more than nine in ten respondents who used these programs were “Very Satisfied.” 
 
Respondents were least satisfied with “Nutritional Services” they used for their children – nearly one in 
ten (7.1%) respondents who used these services was “Not at All Satisfied” with them.  
 
  



 18 ALPI Community Assessment Survey 2014 

 

Health Care Insurance for Children 
The survey next asked respondents if they currently have health insurance for their children.  The 
percentage of respondents indicating that they have health insurance for their children is presented in 
Figure 1.   
 
 

 
 
About nine in ten (90.9%) respondents currently have health care insurance for their children.  Fewer 
than one in ten (8.0%) respondents do not currently have health care insurance for their children.   
 

Types of Health Insurance 
The survey next asked those respondents who reported that they have health insurance for their 
children to indicate the type(s) of health insurance that they have.  The types of health insurance 
provided as responses are as follows: 
 

 Children’s Medical Services; 

 Private Insurance; 

 Healthy Kids; 

 Medicaid/Medipass; 

 Other. 
 
As respondents were allowed to choose more than one type of insurance, the total percentage could 
add up to more than 100 percent.  The responses to this question are summarized in Figure 2. 
 

90.9% 

8.0% 
1.1% 

0.0%

20.0%

40.0%

60.0%

80.0%

100.0%

Yes No Not sure

Figure 1: "Do you currently have health 
insurance for your child or children?" 
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Three in four (74.6%) respondents whose children currently have health insurance indicated that they 
had health insurance for their children from Medicaid/Medipass.   Three in ten (29.3%) of these 
respondents use “Children’s Medical Services” as a source of health insurance for their children.  About 
one in five (18.5%) respondents with insurance for their children obtained health insurance from the 
“Healthy Kids” program.  About one in eight (13.1%) of these respondents had “Private Insurance” for 
their children.   
 
In addition, about six percent of these respondents indicated “Other” type of insurance they have for 
their children: two utilize “Staywell”; one cited “Obamacare”; and, one cited “Smartgroup.” 
 
 

Diagnosis of Disability for Children in Household 
The next question in this series asked respondents to indicate if any of the children in their households 
have ever been diagnosed with either a physical or mental disability.  The responses to this question are 
presented in Figure 3. 
 

74.6% 

29.3% 

18.5% 

13.1% 

6.2% 

2.8% 

Medicaid/Medipass

Children's Medical Services

Healthy Kids

Private Insurance

Other

Not sure

Figure 2: Types of Health Care for Children 



 20 ALPI Community Assessment Survey 2014 

 

 
 
About one in four (24.2%) respondents with children under age five report having children in their 
households who have ever been diagnosed with either a physical or mental disability.   
 

Types of Disabilities 
Respondents who indicated that a child in their household had been diagnosed with either a physical or 
mental disability were asked to list the specific type of disability.  A list of the types of disabilities noted 
by the respondents is provided below.  Respondents could note more than one disability. 
 

Types of Disabilities Noted 
 

Response Frequency 

Speech / Speech Delay 6 

ADHD / ADD 4 

Blindness/Congenital Cataracts 3 

Asthma 2 

Behavior Disorder / Behavioral Problems 2 

Developmentally Delayed 1 

Bipolar 1 

Depression 1 

Borderline Personality Disorder 1 

Hearing 1 

DS 1 

Hydronephrosis 1 

Bladder 1 

Lungs 1 

*Note:  Frequencies for open-ended responses are not weighted. 

24.2% 

73.0% 

2.8% 

0.0%

20.0%

40.0%

60.0%

80.0%

Yes No Not sure

Figure 3: "Have any of your children ever 
been diagnosed as having a physical or 

mental disability?" 
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The most frequently cited disabilities that respondents’ children had been diagnosed with were various 
types of speech-related disabilities (n=6), ADHD / ADD (n=4), and blindness/eye disorders (n=3).  Two of 
the respondents noted children in their households with “Asthma,” and two note behavioral disorders. 
 

Services Related to Disabilities 
Respondents who indicated that a child in their household had been diagnosed with either a physical or 
mental disability were asked to list the specific types of services they have received related to these 
physical or mental disabilities.  A list of the types of services noted by the respondents is provided 
below.  Respondents could note more than one service. 
 

Types of Services Noted 
 

Response Frequency 

Speech Therapy 6 

Children’s Medical Services (CMS) 3 

Physical Therapy 2 

Occupational Therapy 2 

Sweet Center in WH / Kids Neurology in Lakeland 1 

Hearing aid 1 

Behavioral Therapy 1 

Glasses 1 

Surgery 1 

Medication 1 

Psychiatrist 1 

Family Preservations 1 

*Note:  Frequencies for open-ended responses are not weighted. 
 
The most frequently cited services that respondents’ children had received were speech therapy (n=6) 
and various services from Children’s Medical Services (CMS) (n=3).  Two of the respondents noted 
children in their households received physical therapy and two received occupational therapy. 
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Demographics 
 
The last series of questions in the survey asked respondents to provide information on the background 
of their households.  The questions in this section sought to obtain information on the types of 
transportation the respondents rely on most often, the types of housing they live in, the structure of 
their households, their households’ total income before taxes, their employment status, their levels of 
education, and related information.  A summary of this household background information is presented 
in the following section. 

Transportation Services 
The first question in this section asked respondents to indicate the type of transportation that they rely 
on most often.  The possible options for this question are as follows: 
 

 Own car; 

 Friends or family members; 

 Taxi; 

 Public transportation; 

 Other. 
 
The responses to this question are presented in Figure 4. 
 

 
 
More than three in five (63.0%) respondents said they most often rely on their “Own car” for 
transportation, while about one in four (26.4%) said they rely on “Friends or Family members.”  Fewer 
than one in ten (5.3%) respondents indicated they most often rely on “Public Transportation.”  In 
addition, one respondent said he or she relies on the “Medicaid Van,” one said he or she relies on a 
“bicycle,” and one said he or she relies on “walking.” 
 
 

63.0% 

26.4% 

5.3% 

4.8% 

0.5% 

Own car

Friends / Family members

Public Transportation

Other

Taxi

Figure 4: What type of transportation do you 
rely on most often? 
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Type of Housing 
The next question in the section on household characteristics asked each respondent to indicate the 
type of housing in which he or she resides.  The possible responses to this question are as follows: 
 

 House (own); 

 Condominium/Townhouse; 

 Rent Apartment/House (not subsidized); 

 Manufactured Housing (Mobile Home); 

 Rent Apartment/House (Section 8, subsidized); 

 Other. 
 
The responses to this question are presented in Figure 5. 
 

 
 
Two in five (39.8%) respondents said they live in an apartment or house that they rent without 
subsidies.  More than one in four (28.3%) respondents said they live in a house that they own.  Nearly 
one in four (23.3%) respondents indicated living in an apartment or house that they rent with subsidies 
(such as Section 8 vouchers).  Fewer than one in ten respondents said they live in manufactured 
housing/mobile homes (5.2%) or a condominium/townhouse (1.9%). 
 
In addition, one respondent reported being homeless and one reported living with a relative. 
 
  

39.8% 

28.3% 

23.3% 

5.2% 

1.9% 

1.5% 

Rent (Not subsidized)

House (own)

Rent (Subsidized)

Mobile home

Condominium/Townhouse

Other

Figure 5: Type of Housing 
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Household Structure 
The next question in this section asked the survey respondents to identify the types of households in 
which they live.  The possible responses to this question included the following: 
 

 Single mother household; 

 Single father household; 

 Mother and father household; 

 Foster-parent household; 

 Grandparent/other family household; 

 Other type of household. 
 

The results of this question are presented in Figure 6. 
 

 
 
About half (50.7%) of the respondents live in a “Single mother household.”  One in five (19.9%) 
respondents said they live in a “Mother and father household.”  One in ten (10.4%) respondents said 
they live in a household with a grandparent or other family member as head of household.  Fewer than 
one in ten respondents reported living in either a “Single father household” (2.9%) or “Foster-parent” 
household (1.3%).  In addition, about 15 percent of the respondents noted “Other” types of households.  
These responses appear below. 
 

“Other” Types of Households 

Response Frequency 

Single person household 23 

Couple, no children (married or cohabitating) 3 

Married but separated 3 

Mother and partner 1 

*Note:  Frequencies for “other” responses are not weighted. 
 

50.7% 

19.9% 

14.9% 

10.4% 

2.9% 

1.3% 

Single Mother

Mother & Father

Other

Grandparent/Other Family

Single Father

Foster-Parent

Figure 6: Type of Household Structure 
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Household Income 
The survey also asked respondents to indicate their households’ total income before taxes for the 
previous year.  The possible responses to this question are income categories with the first category 
being “Below $5,000.”  The other response categories range from $5,000 to $35,000, in increments of 
$5,000.  The final, and highest, category is “Above $35,000.”  The results of this question are provided in 
Figure 7.   
 

 
 
One in four (25.4%) respondents reported a total household income before taxes below $5,000.  About 
one in six (17.5%) respondents reported a household income between $5,000 and $10,000, and about 
one in ten (8.5%) cited a household income between $10,001 and $15,000.  About one in five (21.5%) 
respondents indicated a household income between $15,001 and $20,000. 
 
Fewer than one in ten respondents reported a household income: between $20,001 and $25,000 (6.7%); 
between $25,001 and $30,000 (4.6%); between $30,001 and $35,000 (2.8%); or, more than $35,000 
(3.9%). 
 
  

25.4% 

17.5% 

8.5% 

21.5% 

6.7% 

4.6% 

2.8% 

3.9% 

9.2% 

Below $5,000

$5,000 to $10,000

$10,001 to $15,000

$15,001 to $20,000

$20,001 to $25,000

$25,001 to $30,000

$30,001 to $35,000

More than $35,000

Not sure

Figure 7: Household Income 
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Respondent Race/Ethnicity 
The survey also asked each respondent to indicate his or her race or ethnicity.  The responses to this 
question are presented in Figure 8. 
 

 
 
About seven in ten (72.2%) respondents said they are “African American/Black.”  About one in seven 
(14.9%) respondents said they are “White/Caucasian,” and about one in ten (9.0%) respondents 
indicated they are “Latino/Hispanic.”  Fewer than one in ten respondents indicated they are “Asian” 
(1.4%) or “Biracial/Multiracial” (0.7%). 
 
In addition, five respondents listed an “Other” racial/ethnic group: “Haitian” (n=2); “West Indian” (n=1); 
“Jamaican” (n=1); and, “American Indian/African” (n=1). 
 
  

72.2% 

14.9% 

9.0% 

1.9% 

1.4% 

0.7% 

African American/Black

White/Caucasian

Latino/Hispanic

Other

Asian

Biracial/Multiracial

Figure 8: Respondent Race/Ethnicity 
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Employment Status 
The next question in the survey asked each respondent to indicate his or her employment status.  The 
possible responses to this question are as follows: 
 

 Employed full-time; 

 Disabled; 

 Not employed; 

 Employed part-time; 

 Retired; 

 Other. 
 
The results of this question are presented in Figure 9. 
 

 
 
About three in ten (30.7%) respondents said they are “Not employed.”  More than one in four (26.1%) 
respondents indicated that they are “Disabled” and about one in five (22.1%) said they are “Employed 
full-time.”  One in ten (10.1%) respondents said they are “Retired.”  Fewer than one in ten (7.8%) 
respondents indicated that they are “Employed part-time.”   
 
In addition, three respondents indicated “Other situations”:  “Self-Employed,” “Social Security,” “Donor 
of Plasma.” 
 
  

30.7% 

26.1% 

22.1% 

10.1% 

7.8% 

3.3% 

Not employed

Disabled

Employed Full-time

Retired

Employed Part-time
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Figure 9: Respondent Employment Status 
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Education Level 
The next question in the survey asked each respondent to indicate the highest level of education of the 
adult head(s) of the household.  The possible responses to this question are as follows: 
 

 8th grade or less; 

 Some High School; 

 High School Graduate; 

 Some College; 

 College Degree. 
 
The results of this question are presented in Figure 10. 
 

 
 
More than half (55.1%) of the respondents indicated they have a high school diploma or GED certificate, 
and about one in four (24.5%) said they had some high school education but had not graduated from 
high school.  About one in ten (11.1%) respondents had an 8th grade education or less.  About three 
percent of the respondents said they had some college and about seven percent said they have a college 
degree. 
 
  

11.1% 

24.5% 

55.1% 

2.7% 

6.7% 

8th grade or less

Some high school

High school diploma/GED

Some college

College degree

Figure 10: Respondent Education Level 
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Number of People in Household 
This question asked the respondents to indicate the total number of people in their households.   
The results for this question are shown in Table 11. 
 

Table 11: Total Number of People in Household 
 

Number of People in Household % Respondents 

1 24.3% 

2 20.4% 

3 13.1% 

4 12.9% 

5 10.9% 

6 6.1% 

7 4.6% 

8 3.8% 

9 2.5% 

13 1.3% 

14 0.1% 

15 0.1% 

 
About one in four (24.3%) respondents said they live alone.  One in five (20.4%) respondents indicated 
they live in households that have two people.  About one in eight (13.1%) respondents live in 
households that have three people and a similar number (12.9%) lives in four-person households.  About 
one in ten (10.9%) respondents live in five-person households.  About one in five (18.5%) respondents 
live in households with six or more people. 
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Number of Children, Age 5 or Younger, in Household 
The first part of this question asked respondents to indicate the number of children in their households 
that are age five or younger.  The number of children in the respondent-households is presented in 
Figure 11. 
 

 
 
Nearly three in five (58.7%) respondents indicated that no children, age five or younger, live in their 
household.  About one in six (16.9%) respondents said that one child, age five or younger, lives in their 
household.  About one in ten (11.9%) respondents indicated that two children, age five or younger, live 
in their households.  Fewer than one in ten respondents said three (7.2%), four (3.4%), or five or more 
(2.0%) children, age five or younger live in their households. 
 

Children by Age  
The second component of this question asked respondents with children, age five or younger, in their 
households to indicate the ages of each child. The distribution of children by age is presented in Table 
12. 
 

Table 12: Children by Age 
 

Age of Children in Household Total Number % (n=175) 

1 41 23.4% 

2 37 21.1% 

3 28 16.0% 

4 36 20.6% 

5 33 18.9% 

 
Respondents with children age five and younger (n=116) provided ages for a total of 175 children.  Of 
these children, about one in four (23.4%) were one year old and about one in five (21.1%) were two 

58.7% 

16.9% 

11.9% 

7.2% 

3.4% 

2.0% 

None

1

2

3

4

5 or more

Figure 11: Children, Age 5 or Younger, in 
Household 
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years old.  About one in six (16.0%) of these children were three years old.  About one in five of these 
children were either four years old (20.6%) or five years old (18.9%). 
 

Zip Code 
The final question in the survey asked respondents to provide their zip codes.  Respondent zip codes 
appear in Table 13. 
 

Table 13: Respondent Zip Code 
 

Zip Code % Respondents 

34950 21.6% 

34947 13.3% 

33881 9.6% 

34946 4.5% 

33853 4.1% 

34982 3.6% 

33880 2.5% 

33852 2.2% 

33870 2.1% 

33823 2.0% 

33830 2.0% 

34957 1.8% 

33430 1.6% 

33843 1.5% 

33471 1.4% 

33825 1.3% 

34981 1.3% 

33440 1.2% 

33801 1.2% 

34952 1.2% 

33805 1.1% 

33898 1.1% 

33813 0.9% 

34983 0.9% 

33809 0.8% 

33844 0.8% 

34759 0.8% 

34953 0.8% 

34997 0.8% 

32958 0.7% 

33455 0.7% 

33475 0.7% 

33868 0.7% 

34962 0.7% 

34985 0.7% 
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Zip Code % Respondents 

35953 0.7% 

39453 0.7% 

34954 0.6% 

33859 0.5% 

33860 0.5% 

33885 0.5% 

33944 0.5% 

33975 0.5% 

34948 0.5% 

34956 0.4% 

32771 0.3% 

33803 0.2% 

33810 0.2% 

33884 0.2% 

34994 0.2% 

32757 0.1% 

32773 0.1% 

32962 0.1% 

32967 0.1% 

33411 0.1% 

33435 0.1% 

33493 0.1% 

33510 0.1% 

33812 0.1% 

33837 0.1% 

33840 0.1% 

33850 0.1% 

33875 0.1% 

34145 0.1% 

34758 0.1% 

34913 0.1% 

34945 0.1% 

34951 0.1% 

34986 0.1% 

38947 0.1% 
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Results: Community Organizations 

Organization/Agency Characteristics 
 
After noting their basic contact information (see Appendix A), organizations were first asked which of a 
list of characteristics describe their agency/organization.  The results, sorted by frequency, are 
presented in Table 14.  (Please note that respondents could provide more than one answer.) 
 

Table 14: Organization/Agency Characteristics 
 

Characteristics Frequency % (N=39) 

Charitable Organization 18 46.2% 

Community Organization/Advocacy 17 43.6% 

Education 16 41.0% 

Emergency Assistance 16 41.0% 

Child Development Services 15 38.5% 

Employment and Training 14 35.9% 

Housing 13 33.3% 

Family Services (e.g. counseling) 12 30.8% 

Government Services 12 30.8% 

Information and Referral 10 25.6% 

Health Care Services 10 25.6% 

Crisis Intervention 5 12.8% 

Other (see details below) 4 10.3% 

Multi-Purpose Community Center 2 5.1% 

Mental Health Services 2 5.1% 

Church 1 2.6% 

Substance Abuse Assistance 1 2.6% 

Legal Services 0 0.0% 

 
Nearly half (46.2%) of the respondents described their organizations/agencies as a “Charitable 
Organization,” and a similar number (43.6%) chose the descriptor “Community Organization/Advocacy.” 
About two in five respondents chose “Education” (41.0%), “Emergency Assistance” (41.0%), or “Child 
Development Services” (38.5%) to describe their organizations/agencies.  About one in three 
respondents noted “Employment and Training” (35.9%), “Housing” (33.3%), “Family Services” (30.8%), 
or “Government Services” (30.8%) as organization descriptors. 
 
About one in four respondents described their agencies as “Information and Referral” (25.6%) or 
“Health Care Services” (25.6%), and one in eight chose “Crisis Intervention” (12.8%). 
 
In addition, three of the respondents included “Other” ways they would describe their organizations/ 
agencies.  These responses appear below: 
 

 Funder 

 Public Utility 

 Nutrition Assistance Program 
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Services Provided 
 
Organizations were next asked which of a list of services their agency/organization provides or supports.  
The results, sorted by frequency, are presented in Table 15.  (Please note that respondents could 
provide more than one answer.) 
 

Table 15: Services Provided by Organization/Agency 
 

Characteristics Frequency % (N=39) 

Energy Assistance 19 48.7% 

Case Management 18 46.2% 

Emergency Food 17 43.6% 

Child Care 16 41.0% 

Housing Assistance 16 41.0% 

Outreach 16 41.0% 

Employment Training/Counseling 15 38.5% 

Adult Education (e.g. ESL, GED, etc.) 12 30.8% 

After School Care 12 30.8% 

Family Counseling/Support 12 30.8% 

Parenting 12 30.8% 

Financial Assistance 11 28.2% 

Other 11 28.2% 

Advocacy 10 25.6% 

Children with Disabilities 9 23.1% 

Emergency Shelter 9 23.1% 

Health Care 9 23.1% 

Health Education 9 23.1% 

Teen Services 9 23.1% 

Transportation 8 20.5% 

Emergency Clothing 7 18.0% 

Nutrition (WIC) 7 18.0% 

Literacy 6 15.4% 

Prenatal Care 6 15.4% 

Summer School 6 15.4% 

Special Services 5 12.8% 

Language Assistance 4 10.3% 

TANF 4 10.3% 

Immigration/Naturalization 3 7.7% 

Legal Assistance 2 5.1% 

Foster Care 1 2.6% 

 
Nearly half of the respondents said their organizations provide “Energy Assistance” (48.7%) or “Case 
Management” (46.2%) services.  About two in five respondents said their agencies provide “Emergency 
Food” (43.6%), “Child Care” (41.0%), “Housing Assistance” (41.0%), “Outreach” (41.0%), or “Employment 
Training/Counseling” (38.5%) services. 
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Nearly one in three respondents indicated that their organizations provide “Adult Education (e.g. ESL, 
GED, etc.)” (30.8%), “After School Care” (30.8%), “Family Counseling/Support” (30.8%), or “Parenting” 
(30.8%) services.   About one in four respondents said their agencies provide services related to 
“Financial Assistance” (28.2%), “Advocacy” (25.6%), “Children with Disabilities” (23.1%), “Emergency 
Shelter” (23.1%), “Health Care” (23.1%), “Health Education” (23.1%), or “Teen Services” (23.1%).   
 
About one in five respondents said their organizations provide services related to “Transportation” 
(20.5%), “Emergency Clothing” (18.0%), or “Nutrition (WIC)” (18.0%). 
 
In addition to the services listed in the table, eight “Other” responses related to services were noted by 
respondents.  These responses appear below: 
 

 Community Corrections, Veterans Outreach, School Crossing Guard 

 Volunteer Mentors 

 Workforce Services, Small Business Assistance, Weatherization, Community Development, Social 
Services 

 Meals on Wheels, RSVP, Supervised Visitation, Weatherization Assistance Program, Congregate 
Meals 

 Funding to qualified non-profits in the area of education, income and health 

 Work with the North East Recreational Center 

 Weatherization Programs, Medical Examiner’s Office, CDBG 

 Health Department Pediatric Dental Services  
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Barriers to Low-Income Families Receiving Assistance 
 
The next question in the survey asked respondents to indicate the five greatest barriers to low-income 
families receiving assistance in their community.  The results, sorted by frequency, are presented in 
Table 16.  (Please note that respondents could provide up to five responses each.) 
 

Table 16: Barriers to Low-Income Families Receiving Assistance 
 

Barriers Frequency % (N=38) 

Lack of transportation 28 73.7% 

Lack  of awareness of services 23 60.5% 

Length of waiting lists 23 60.5% 

Eligibility requirements 21 55.3% 

Lack of child care 18 47.4% 

Language barriers 12 31.6% 

Conflicting rules/requirements among providers 7 18.4% 

Lack of accessibility to services for the disabled 7 18.4% 

Location of assistance agencies 6 15.8% 

Days of the week agencies are open 6 15.8% 

Hours agencies are open 5 13.2% 

Comfort level with staff/agencies 5 13.2% 

Service fees 4 10.5% 

Months services are available 3 7.9% 

Housing for temporary workers 2 5.3% 

 
Nearly three in four (73.7%) respondents indicated that “Lack of transportation” is one of the five 
greatest barriers to low-income families in the community receiving assistance.  About three in five 
respondents said that “Lack of awareness of services” (60.5%) or “Length of wait lists” (60.5%) is one of 
the five greatest barriers to receiving assistance.  More than half (55.3%) of the responding agencies said 
that “Eligibility requirements” are one of the five greatest barriers to low-income families receiving 
assistance, and a similar percentage (47.4%) reported that “Lack of child care” is one of the five greatest 
barriers.   
 
About one in three (31.6%) respondents noted “Language barriers” as one of the primary barriers to 
low-income families receiving assistance.  About one in five responding agencies indicated that 
“Conflicting rules/requirements among providers” (18.4%) or “Lack of accessibility to services for the 
disabled” (18.4%) is among the five greatest barriers to low-income families receiving assistance. 
 
In addition to the barriers listed in the table, five “Other” responses were noted by respondents: 

 Availability of childcare & other services during non-traditional hours; lack of coordinated/bundled 

services 

 Lack of insurance or medicine 

 Lack of employment opportunities, mental health issues and services, case management 

 Housing assistance 

 Funds availability  
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Perception of Changes in Service Availability 
 
The next question asked organizations: “Do you think service availability for low-income families in our 
community has increased, stayed the same, or decreased over the last year?”  The results are presented 
in Figure 12. 
 

 
 
About one in three (31.6%) respondents indicated that service availability for low-income families in the 
community has “increased” over the last year, while a similar percentage (34.2%) said service availability 
has “stayed the same.”  About one in five (21.1%) respondents indicated that service availability for low-
income families in the community has “decreased” over the last year.  About one in eight (13.2%) of 
those responding said they “don’t know” how service availability has changed over the past year. 
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Perception of Changes in Low-Income Families 
 
The next question asked organizations: “Do you think the number of low-income families in our 
community has increased, stayed the same, or decreased over the last year?”  The results are presented 
in Figure 13. 
 

 
 

More than two in three (69.2%) respondents indicated that the number of low-income families in the 
community has “increased” over the last year.  About one in eight (12.8%) respondents said the number 
of low-income families has “stayed the same” and just one respondent (2.6%) said the number of low-
income families in the community has “decreased” over the last year.   
 
Respondents were next asked to indicate why they think the change they indicated has occurred.  The 

open-ended responses are grouped and presented below.  The full list of open-ended responses appears 

in Appendix B. 

Response Frequency 

Unemployment / Job loss / Job availability 14 

The economy 7 

More families moving into area 3 

High cost of living 2 

Lack of education / Qualifications 2 

Transportation 1 

Foreclosures / Home loss 1 
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Child Care Services 
 
The survey next asked a series of questions about child care for low-income families. 
 

Need for Services 
The first question in this section asked those organizations that serve low-income families whether 
those families are able to obtain the child care services they need.  The results from the 29 organizations 
that serve low-income families are presented in Figure 14. 
 

 
 
About half (48.3%) of responding organizations that serve low-income families indicated that those 
families are able to obtain the child care services they need.  More than one in four (27.6%) of these 
respondents indicated that low-income families are not able to obtain the child care services they need, 
and nearly as many (24.1%) said they “don’t know” whether the families they serve are able to obtain 
child care services they need. 
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Child Care Service Providers 
The respondents that indicated that at least some of the low-income families they serve are able to 
obtain child care services were next asked: “Who most often provides child care services for low-income 
families you serve?”  The results are presented in Figure 15.  
 

 
 
Most of the respondents (n=5) that indicated that at least some of the low-income families they serve 
are able to obtain child care services did not know who provides this childcare.  Four of these 
respondents said that those families most often receive child care from “Family members,” and four 
low-income families they serve receive child care from “Day care.”  In addition, one of these 
respondents indicated “Other” child care providers for the families they serve.  This response appears 
below: 
 

 ALPI  
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Figure 15: Child Care Providers n=14 
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Reasons for Lack of Child Care Services 
 
The respondents that indicated that the low-income families they serve are not able to obtain child care 
services were next asked to indicate the reasons why their clients are unable to secure child care 
services.  The results are presented in Figure 16.  Please note that respondents could provide more than 
one answer. 
 

 
 
Six of the respondents that indicated that the low-income families they serve are not able to obtain child 
care services said that their clients are unable to secure child care services because the “Families cannot 
afford child care.”  Four of these respondents noted that “Available child care doesn’t meet [the 
families’] work hours.”  One of these respondents offered “Other” reasons why their clients are unable 
to secure child care services.  This reason is detailed below. 
 

 Wait list for subsidized care 
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Available child care doesn't meet work hours

Families cannot afford child care

Figure 16: Barriers to Receiving Child Care 
n=8 
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Additional Comments 
 
Finally, responding organizations were asked to provide any other comments or suggestions for helping 
ALPI meet the needs of low-income families in the community.  These responses appear below. 
 

 “Child care is necessary! For people who work. Many of our clients do not work.” 

 “WIC has office in Ft Pierce at Health Department on 714 Ave C 34950 Hours are M 9:30-
6:30pm/ T-F 8am-5pm” 

 “Keep doing a great job; Future fatherhood program is outstanding.” 

 “Child care services are provided part time for EHS, but parents are not financially able to pay 
for before or after care, without financial assistance from the Early Learning Coalition.” 

 “Housing is so expensive in Naples, we have families in temporary or no housing, the city is so 
rich yet people can't find cheap housing.” 

 “Need more facilities on vouchers for local providers” 

 “It needs to be more affordable” 

 “Listen to some families, even if they work, most of it goes to daycare and they don't see 
themselves getting ahead.” 
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Appendix A: Contact Information for Responding Organizations 
 

United Way of St. Lucie County 
4800 S. US 1 

Ft. Pierce, FL 34982 
M-F 8:00AM-5:00 PM 

 

Mana Ministries of Lake Placid 
46 Kent Ave. 

Lake Placid, FL 33852 
M-F 9:30AM-1:00PM 

ALPI Queen Townsend Head Start Center 2 
2202 Avenue Q 
Fort Pierce, FL  

 
ALPI, Inc. 

PO BOX 3126 
Winter Haven, FL 33885 

Council on Aging 
700 Generation Point 
Kissimmee, FL 34744 

7:00AM-5:00PM 

 

Society of St. Vincent de Paul, 
St. Christopher Conference, Inc. 

12001-D SE Federal Highway 
Hobe Sound, FL 33455 
M-F 9:00AM-12:00PM 

Pinellas Opportunity Council, Inc. 
501 Ave North, Suite 517 
St. Petersburg, FL 33701 

M-F 8:30AM-5:30PM 

 
Concerned Citizens of Winter Haven 

3375 South Ave 
Banton, FL 33830 

Florida Housing Financial Corporation 
227 N. Bronough St., Suite 5000 

Tallahassee, FL 32301 
8:00AM-5:00PM 

 

Brevard County Housing & Human Services Dept. 
2725 Judge Fran Jamieson Way B-203 

Viera, FL 32940 
M-F 8:00AM-5:00PM 

East Coast Migrant Head Start Program 
107 6th Street SE 

Fort Meade, FL 33841 
M-F 8:00AM-5:00PM 

 

Agriculture and Labor Program 
PO BOX 3126 

Winter Haven, FL 33885 
8:00AM-5:00PM 

ALPI/LIHEAP/Macedonia Church 
1003 3rd Avenue N 
Naples, FL 34102 

Varies, W-TH 10:00 

 

The Agricultural & Labor Program, Inc. 
300 Lynchburg Road 
Lake Alfred, FL 33850 

M-F 

DCF/Child Care Regulations 
337 North US Highway 1 

Ft. Pierce, FL 34950 
8:00AM-5:00PM 

 

Children’s Services Council of St. Lucie County 
546 NW University Blvd., Suite 102 

Port St. Lucie, FL 34986 
M-F 8:00AM-5:00PM 
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Florida Villa Community Development Corporation 
111 Avenue R NE 

Winter Haven, FL 33881 
M-F 9:00AM-5:00PM 

 
Agriculture and Labor Program 

Winter Haven, FL 33885 
 

Big Brothers Big Sisters of the Sun Coast, Inc. 
279 US 27 North 

Sebring, FL 33870 
8:00AM-4:30PM 

 

Citrus County Housing Services 
2804 W. Marc Knighton Ct. 

Lecanto, FL 34461 
M-F 8:00AM-5:00PM 

Florida Department of Health in St. Lucie County 
5150 NW Milner Street 
Port St. Lucie, FL 34983 

M-F 8:00AM-5:00PM 

 

Florida Dept. of Health St. Lucie, WIC Program 
531 NW Lake Whitney Place, Suite 101 

Port St. Lucie, FL 34986 
M 10:00AM-7:00PM, T&TH 8:00AM-5:00PM,  

W 8:30AM-6:30PM, F 8:00AM-2:00PM 

Manatee Community Action Agency, Inc. 
302 Manatee Ave. East, Suite 322 

Bradenton, FL 32408 
M-F 8:00AM-5:00PM 

 

ALPI, Inc. 
300 Lynchburg Road 
Lake Alfred, FL 33850 
M-F 8:00AM-5:00PM 

ALPI, Inc.  

ALPI 
300 Lynchburg Road 
Lake Alfred, FL 33850 
M-F 8:00AM-5:00PM 

ALPI 
300 Lynchburg Road 
Lake Alfred, FL 33850 
M-F 8:00AM-5:00PM 

 

ALPI 
300 Lynchburg Road 
Lake Alfred, FL 33850 
M-F 8:00AM-5:00PM 

Florida Department of Economic Opportunity 
107 E. Madison Street MSC-400 

Tallahassee, FL 32399 
M-F 8:00AM-5:00PM 

 

Duke Energy 
3300 Exchange Place, NP2A 

Lake Mary, FL 32746 
8:00AM-5:00PM 

Indian River State College 
3209 Virginia Ave 

Ft. Pierce, FL 34981 
 

Hendry Glades Mental Health Clinic 
601 W Alverdez Ave 
Clewiston, FL 33440 
M-F 8:00AM-4:00PM 
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Mid-Florida Community Services, Inc. 
820 Kennedy Blvd. 

Brooksville, FL 34601 
M-F 8:00AM-5:00PM 

 

Economic Opportunities of Indian River County, Inc. 
1798 NW 9th Avenue 

Okeechobee, FL 34972 
8:00AM-4:00PM 

Economic Opportunities Council of IRC 
2455 St. Lucie Ave. 

Vero Beach, FL 32960 
M-F 9:00AM-5:00PM 

 

Agriculture and Labor Program 
PO BOX 3126 

Winter Haven, FL 33885 
8:00AM-5:00PM 

 

*Note: Three respondents did not provide background on their organizations. 
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Appendix B: Verbatim Open-ended Responses from Question 5A 
 

Lack of available jobs; high cost of rent and utilities; lack of education 

More people moving here 

High unemployment 

The number of families that come to us for assistance has grown because of foreclosure and job 
loss. 

Availability of entry, non-professional and professional job still lacking 

Cost of Living increase, unemployment rates in certain communities. 

Lack of jobs 

Economy 

More families moved into the area 

Lack of jobs, low income 

The economy took a dive, although there has been a change, it is not enough 

Lack of work in Citrus, no jobs available/transportation to & from 

Lack of jobs 

Economy of St Lucie County not fully recovered 

Lack of jobs & qualifications of citizens 

Economy 

Economic crisis, lack of employment opportunities 

Unemployment 

Same level of service demand 

Increase in eligible families for services 

Employment has decreased in our community 

Not enough community 

Lack of jobs paying decent wages 

Data over past 3 years shows increase 

All the economic indicators for Hendry County are still bad 

Slight economic recovery slowed demand 
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GOAL 1:  Create Additional Educational Experiences and Opportunities for Staff 
 

Objective - Develop a better educated and more highly skilled workforce. 
Benchmark – Every employee will participant in and maintain a professional development plan as provided for in ALPI’s Policies 

and Procedures. 

Objective - Provide more professional development opportunities. 
Benchmark - Professional development opportunities will be provided annually for a minimum of 50% of the total staff. 

Objective - Provide professional development activities for staff. 
Benchmark – At least one professional development activity will be provided for all staff annually. 

 Objective - Make available additional educational opportunities. 
Benchmark – All staff will have the opportunity to apply for assistance to enhance or improve his/her education. 

 

GOAL 2:  Devise a Plan Of Upward Mobility Within The Agency 

Objective - Provide individual opportunities for creativity. 
 Benchmark - Intra-department project participation will be available in conjunction with at least one Agency-wide activity per 
year. 

Objective - Allow opportunities for advancement within the Agency. 
Benchmark -  Advancement opportunities for employees with demonstrated competency will occur as provided for in ALPI’s 

Policies and Procedures. 

Objective - Create an incentive package connected with higher credentials. 
Benchmark -  Policies and procedures will be revised, as needed, to reward employees who complete a planned program of 

professional development related to their job assignments. 

  
 
  



GOAL 3:  Partner With Other Entities For More Efficient Service Delivery  
 

Objective - Explore membership in community service organizations and aggressively seek fundraising opportunities with banks, 
vendors, etc. 

Benchmark - Each member of the Senior Management Team will maintain active membership in at least one community service 
organization, attend meetings regularly, and use available opportunities to market ALPI’s programs and seek support for same. 

Benchmark – All other employees will be encouraged to participate in community services or activities. 

Objective – Partner on collaborative projects with other entities. 
 Benchmark – ALPI will identify, whenever possible, organizations with which to partner to advance a project that increases 
and/or improves ALPI’s available services. 

Objective - Increase the funding base. 
Benchmark – ALPI’s budget will increase by 10% in five (5) years, if funding becomes available. 

Objective - Take advantage of a favorable political climate – work with those more inclined to support human service 
organizations. 

Benchmark – ALPI will be marketed with a minimum of two (2) events each year designed to promote its programs and seek 
additional support. 

 Objective - Secure funding from diverse and/or non-traditional sources. 
 Benchmark – ALPI will seek funding from non-public entities for a total of 5 new sources by 2018. 

 Objective - Apply for grants in a timely manner when money is available. 
 Benchmark – ALPI will apply for a minimum of one (1) new grant annually.  

      
 
Goal 4:  Target New Areas of Expansion 

 
 Objective - Expand programmatic thrusts. 
 Benchmark – New programs will be offered based on interest/need as identified in the Community Needs Assessment when 

funding is available. 

Objective - Expand the service base, increase funding, and seek funding from foundations. 
Benchmark – ALPI will offer new program(s) throughout the state where none exist, based on fund availability. 



Objective - Consult with human service agencies in crisis in Florida when the opportunity presents itself. 
Benchmark - When possible, ALPI will review and propose programs in areas where none are available  due to abandonment by 

an agency or discontinuation of services by organizations. 

Objective - Increase the client base. 
Benchmark – Services to families increase commensurate with the availability of funds.  When necessary, a “waiting list” of clients 

seeking assistance will be maintained by ALPI. 

Objective - Continue to upgrade new technology. 
Benchmark – ALPI will revise and update, when appropriate, its technology plan, as needed. 

 
 
Goal 5:  Enhance Program Development for and Service Delivery to Children and their Families 
 

Objective - Create opportunities for academic success for children. 
 Benchmark – Student performance will be evaluated a minimum of twice per year to develop individual training plans for each 
student, as appropriate. 

 Objective – Offer or expand a Voluntary Pre-K program for the summer months. 
 Benchmark – Voluntary Pre-K programs during the summer months, will be offered when funds become available. 

 Objective – Create more assistance for parents. 
 Benchmark – At least one new program for parents will be made available annually based on funding availability. 

 Objective – Include leadership development for parents as early as the child’s enrollment into preschool. 
 Benchmark – The fatherhood program or a similar program, if offered, will provide a minimum of one (1) new opportunity annually. 

 Objective – Focus on academic and skill development training for children and clients. 
 Benchmark – Each client , child or parent seeking assistance will receive an informal evaluation to determine suitability for 
enrollment into a job-training program for an increase in enrollments of, a minimum of, 10% into job training/placement programs. 

 Objective – Assist clients in becoming upwardly mobile, especially in the job market. 
 Benchmark – ALPI will partner with other organizations to provide employability skills training to clients for an increase 
participation through 2018. 

 Objective - Create new training and/or educational programs based on market trends and the needs of the community. 
 Benchmark – Based on the results of the Community Needs Assessment, a total of two new programs will be developed by 2018.     



FINANCE/FUNDRAISING

• IRS Determination Letter
• Certificate of Tax Exemption
• Certificate of Status
• Solicitation of Contribution Registration
• Donations and Sponsorships (see 2017 Annual Meeting Program Book

Pages 18)
• Advisory Council Fundraising Activities (sample)
• Employee Contributions
• Audited Financials
• IRS Form 990
• Funding Sources
• Operating Budget
• Banking Institutions































































































PROPOSED SHARED GOVERNANCE TASK AND TIMELINES

• Board of Directors 
• Head Start/Early Head Start Policy Council
• Advisory Councils































CALENDAR/SPECIAL EVENTS

• Agency Holiday Schedule
• Shared Governance Meetings/Events

















OTHER INFORMATION

• Sunshine Law Q&A (Public Record Request Policy)
• Board & Administrator Newsletter
• Training & Professional Development Opportunities
• Local, State, Regional & National Memberships
• Proclamations and Official Greetings (see 2017 Annual Meeting

Program Book pages 1-5)
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