COMMUNITY ACTION PARTNERSHIP of KERN
BOARD OF DIRECTORS
BUDGET & FINANCE COMMITTEE MEETING
5005 Business Park North, Bakersfield, CA
January 18, 2017
12:00 p.m.

AGENDA

Call to Order

Roll Call

Warren Peterson Yolanda Ochoa Ana Vigil

Approval of Agenda

Public Forum: (The public may address the committee on items not on the agenda.

Speakers are limited to 3 minutes. If more than one person wishes to address the same
topic, the total group time for the topic will be 10 minutes. Please state your name before
making your presentation.)

New Business

a.

Application Status Report and Funding Requests -Ralph Martinez, Director of Community
Development — Action Item (p. 1-5)

¢ Funding Request to Walmart Community Grants for CAPK VITA

¢ Funding Request to Junior League of Bakersfield for EKFRC

Draft Succession Plan for Executive Director — Ralph Martinez, Director of Community
Development — Info Item (p. 6-19)

o Draft Executive Director Succession Plan Policy

e Guideline for the Appointment of an Acting Executive Director

e Emergency Backup Succession Plan Detail

Head Start and Early Head Start Budget to Actual Reports — Donna Holland, Fiscal

Administrator — Info Iltem

o Kern Head Start and Early Head Start Budget to Actual for the Period Ended
December 31, 2016 (p. 20-24)

e San Joaquin Early Head Start Budget to Actual for the Period Ended December 31,
2016 (p. 25-28)

o Partnerships Early Head Start Child Care Partnerships Budget to Actual for the period
September 1, 2016 through December 31, 2016 (p. 29-30)

2015-16 Early Head Start Partnership Federal Financial Report (Final) — Christine Anami,
Director of Finance — Info Iltem (p. 31-32)
e SF 425 Federal Financial Report
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e. 2017 Community Services Block Grant (CSBG Contract #17F-2015) Budget — Christine
Anami, Director of Finance — Action Item (p. 33-37)
e Seven year budget comparison
e 2017 CSBG budget by program compared to 2016
e CSBG contract budget summary — State form
¢ CSBG budget support — Other agency operating fund — State form

6. Finance Director Report

a. Discretionary Fund Update — Info Item (p. 38)
b. Financial Statements, December 2016 — Action Item (p. 39-139)

7. Committee Member Comments

8. Next Scheduled Meeting

Budget & Finance Committee Meeting
Wednesday, February 15, 2017

12:00 p.m.

5005 Business Park North
Bakersfield, California 93309

9. Adjournment

This is to certify that this Agenda notice was posted in the lobby of the CAPK Administrative Office at 5005 Business Park
North, Bakersfield, and online at www.capk.org by 12:00pm on January 13, 2017. Swathi Venkatesh, Community Development
Specialist



COMMUNITY ACTION PARTNERSHIP OF KERN
FUNDING REQUESTS AND APPLICATION STATUS REPORT
PENDING - December 2016

Date of App. . Amount
Date Approved Submission Funding Source Program/Proposal Requested
2/17/2016 (B&F) 2/25/2016 AstraZeneca FHCC & SYC/Grow Fit Program $ 175,198
5/25/2016 (Board) |5/31/2016 U.S Dept of Treasury/ IRS VITA/Kern VITA Partnership - Year 2* $ 223,315
6/22/2016 (B&F) 6/28/2016 Best Buy Foundation FHCC/Winners Program $ 9,800
7/13/2016 (Exec)** |8/10/2016 Wells Fargo Community Development/ Financial Literacy & Microloan Program | $ 30,000
8/17/2016 (B&F) 8/12/2016 U.S Dept of Housing & Urban Development 2-1-1 Kern/ Kern County Homeless Coordinated Entry System $ 178,000
8/17/2016 (B&F) 8/23/2016 U.S Dept. of Labor/ Fresno Regional Workforce Program TBD/ America's Promise Job Driven Grant Program $ 50,000
Development Board (MOU)
9/21/2016 (B&F) 9/1/2016 U.S Dept. of Agriculture/ California Department of Food Bank/ Commodity Supplemental Food Program $ 444,000
Social Services
9/21/2016 (B&F) 10/14/2016 Kern County Network for Children EKFRC/ Differential Response Services $ 209,094
9/21/2016 (B&F) 10/13/2016 Dignity Health FHCC & SYC/ Grow Fit Families Program $ 75,000
10/26/2016 (Board) [9/23/2016 TJX Foundation Food Bank/ General Support $ 5,000
10/26/2016 (Board) [10/4/2016 United Way of Kern County - 2017 Hunger & Food Bank/ General Support $ 50,000
Homelessness
10/26/2016 (Board) (10/28/2016 City of Bakersfield/ Community Development Block |Food Bank/ Proprerty & Security Improvements $ 61,500
Grant
10/26/2016 (Board) [11/22/2016 County of Kern/ Community Development Block Food Bank/ Proprerty & Security Improvements $ 61,500
Grant
12/14/2016 (Exec) [11/30/2016 Tri Counties Bank VITA/ 2016 Tax Season $ 2,500
12/14/2016 (Exec) [12/13/2016 Rabobank VITA/ 2016 Tax Season $ 4,500

*Received notification of IRS funding for Year 1 of request; Year 2 notification pending.
**Board did not approve use of funds for Microloan Program. Currently exploring alternatives with Wells Fargo.




COMMUNITY ACTION PARTNERSHIP OF KERN
FUNDING REQUESTS AND APPLICATION STATUS REPORT
AWARDED - December 2016

Date Approved Nolzt)i?:(?act)ifon Funding Source Program/Proposal ReAqn;Z::;d :\;’na?ggé Funding Period
1/13/2016 (PRE)  |3/24/2016 California Department of Public Health [FHCC & SYC/Sexual Health Information [ $ 115,000 | $ 80,000 7/1/2016 - 6/30/2017
& Education (I&E) Program
1/13/2016 (PRE)  |5/23/2016 United Way of Kern County Food Bank/Food $ 85,000 | $ 84,507 [1/16/2015 - 12/31/2016
(Emergency Food & Shelter)
5/11/2016 (PRE) [6/20/2016 Kern Family Health Care East Kern Family Resource Center/ $ 2,000 | $ 2,000 7/1/2016 - 6/30/2017
Emergency Supplies Closet
2/10/2016 (PRE) [6/23/2016 Kaiser Permanente Kern County FHCC/Grow Fit Program $ 13,181 | § 10,000 7/1/2016 - 6/30/2017
6/22/2016 (B&F) 7/1/2016 PG&E FHCC/Computer Lab Upgrade $ 3,000 | $ 3,000 7/1/2016 - 6/30/2017
5/25/2016 (Board) (7/11/2016 Target SYC/Art Smart Program $ 2,500 | $ 2,500 | 10/1/2016 - 9/30/2017
6/22/2016 (B&F) 7/13/2016 The Starbucks Foundation FHCC & SYC/PREP Works $ 49,606 | $ 40,000 1/1/2017 - 6/30/2017
3/30/2016 (Board) (8/11/2016 Chevron 2016 Social Investment FHCC & SYC/STEM Program $ 21,500 | $ 21,500 7/1/2016 - 6/31/2017
Program
5/25/2016 (Board) [9/15/2016 U.S Dept of Treasury/ IRS VITA/Kern VITA Partnership - Year 1 $ 222723 |9% 84,815 8/1/2016 - 7/31/2017
8/17/2016 (B&F) 9/6/2016 Bank of America Food Bank/ BackPack Buddies - Lamont | $ 25,000 | $ 9,000 | 1/1/2017 - 12/31/2017
8/17/2016 (B&F) 9/6/2016 United Way of Stanislaus County 2-1-1 Kern/ Call Answering Services $ 45,000 | $ 40,500 | 10/1/2016 - 6/30/2017
10/26/2016 (Board) [10/14/2016 Walmart/ Community Grants Program |Food Bank/ General Support $ 2,500 [ $ 1,000 | 1/1/2017 - 12/31/2017
8/10/2016 11/10/2016 County of Kern (Community FHCC/Workforce Development Services | $ 354,840 | $ 138,906 |10/1/2016 - 12/31/2018
Corrections Partnership) for Ex-offenders
10/26/2016 (Board) (11/14/2016 Southern California Gas Company Food Bank/ Delano Fall Food Drive $ 2,000 | $ 2,000 | 1/1/2017 - 12/31/2017
10/26/2016 (Board)|12/9/2016 Bank of the West VITA/ 2016 Tax Season $ 2,500 | $ 2,500 9/1/2016 - 6/30/2017
8/17/2016 (B&F) 12/5/2016 Southern California Gas Company [Food Bank/ Solar Energy $ 25,000 | $ 5,000 | 1/1/2017 - 12/31/2017
Improvement Project
10/26/2016 (Board)|12/20/2016 Kern Family Health Care FHCC & SYC/ First Aid, Emergency $ 1,500 | $ 1,500 | 1/1/2017 - 12/31/2017
Preparedness & Hygiene Kits
11/30/2016 (Board)|12/22/2016 Feeding America/ Disney Food Bank/ Produce Program $ 15,000 | $ 15,000 1/1/2017 - 6/30/2017
TOTAL $ 543,728




COMMUNITY ACTION PARTNERSHIP OF KERN
FUNDING REQUESTS AND APPLICATION STATUS REPORT
DECLINED - December 2016

Date of . Amount
Date Approved Notification Funding Source Program/Proposal e

10/21/2015 (B&F) 1/8/2016 Wonderful Foundation SYC/PREP Works $ 49,000

10/28/15 (Board) 2/1/12016 California Coastal Commission FHCC & SYC/Marine Studies Program $ 15,888

2/10/2016 (PRE) 3/31/2016 Walmart State Giving Program Food Bank/Pickup Truck $ 30,000

1/13/2016 (PRE) 5/23/2016 Junior League of Bakersfield East Kern Family Resource Center/ Emergency $ 5,000
Supplies Closet

5/25/2016 (Board) 5/26/2016 First 5 Kern 211 Kern/Developmental Screening and Care $ 332,859
Coordination

6/22/2016 (B&F) 7/1/12016 United Way of Fresno and Madera Counties [2-1-1 Kern/After-hours & Weekend Call Answering | $ 39,756

7/16/2016 (Exec) 8/31/2016 Walmart State Giving Program Food Bank/Equipment $ 34,350

12/9/2015 (Exec) 9/22/2016 USDA/National Institute of Food and Food Bank/Kern Nutrition on Wheels Program $ 329,500

Agriculture (NIFA)

6/29/2016 (Board) 12/6/2016 Cy Pres CRT Settlement Fund East Kern Family Resource Center/Computers, | $ 65,539
Internet Service, Printer

8/17/2016 (B&F) 12/9/2016 Wonderful Foundation Food Bank/ BackPack Buddies - Wasco $ 24,661

9/21/2016 (B&F) 12/9/2016 Wonderful Foundation VITA/ Wasco $ 18,600

11/30/2016 (Board) |12/22/2016 Feeding America/ Morgan Stanley Food Bank/ Produce Program $ 25,000










COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM

To: Budget & Finance Committee

From: Ralph Martinez, Director of Community Development

Date: January 18, 2017

Subject: Agenda Item 5b: Draft Succession Plan for Executive Director

In early 2016, the Department of Health and Human Services, Office of the Administration for
Children and Families issued OCS IM-138 with a requirement that CSBG eligible entities
comply with minimum organizational standards. CAPK staff prepared the Succession Plan as
a result of Organizational Standard 4.5. The Succession Plan includes:

e Draft Succession Plan Policy for CAPK
Provides policy for replacement of the Executive Director.

e Attachment 1- Emergency Backup Plan Succession Guidelines
Provides specific actions for unexpected vacancies in executive level positions.

e Attachment 2- Emergency Backup Plan Details
Provides a communication plan and names the primary and secondary backup to
assume Acting Executive Director duties.

CAPK needs to identify a primary and secondary backup to the Executive Director during
absences. Staff anticipates the succession plan being presented for discussion to the CAPK
Board on January 25, 2017.

Recommendation:

Staff recommends the Executive Committee provide comments and proposed changes to the
draft succession plan.

Attachments: Draft Executive Director Succession Plan Policy
Guideline for the Appointment of an Acting Executive Director
Emergency Backup Succession Plan Detail



Community Action Partnership of Kern
Executive Director Succession Plan Policy

Introduction

A change in executive leadership is inevitable for all organizations. It is a time of both risk and
opportunity. It is a period in an organization’s history when the board chair must increase his/her
level of engagement. It is also a time when some may seek assurance of the organization’s viability and
long-term sustainability.

A succession policy for the Executive Director (ED) position is a routine risk management and
sustainability planning tool. The policy ensures organizational sustainability by providing a proactive
and orderly plan for executive leadership transitions.

To that end, the Board of Community Action Partnership of Kern (CAPK Board) is adopting this
succession policy for purposes of:

e Focusing board attention on leadership team development through annual communications
between the ED and board about the depth of staffing and succession plans for management
team positions;

e Establishing principles, role clarity, and procedures to support positive leadership transitions
that foster good transitions with departing and arriving leaders; and

e Build organizational capacity when a planned or unplanned executive leadership change
occurs.

The board chair shall be responsible for implementing this policy and its related procedures, and for
annually reviewing and updating the policy as needed. In the event of a planned or unplanned
leadership transition, the board shall immediately appoint a transition committee which shall plan and
manage the transition, including the search for a new ED.

Guiding Principles

e CAPK is open to and will consider both internal and external candidates when filling the ED
position. A national search will be conducted, as deemed appropriate by the transition
committee.

e In organizations such as CAPK, the ED’s position is often shaped by the incumbent’s talents
and areas of specialized interest. That ED’s departure might necessitate other organizational
changes including the creation of new positions and/or realignment of current positions.

e The preeminent goal of a transition to a new ED is maintaining continuity of CAPK’s mission-
related work. A transition also presents an opportunity for the organization to continue to
grow and develop.

Lines of Authority

1. The selection of the ED is the responsibility of the board.
2. The current ED has the responsibility to continuously identify, encourage, and help to develop



senior managers within the organization who are qualified to meet future leadership needs,
whether that be on a temporary or permanent basis.

3. The current ED has the responsibility to plan for the ordetly transition of all senior managers.

Emergency Backup Plan With Guidelines (attachment 1)

1. Related to the position of ED: To be prepared at all times for a leadership transition, the
organization shall maintain an up-to-date Emergency Backup Plan with guidelines for the
planned or unplanned short-term and long-term absence of the ED. This plan is approved by
the board and should be reviewed annually. The plan can also serve as the transition plan when
there is a vacancy in the ED position.

2. Related to management team positions: To be prepared at all times for a senior management
transition, the ED shall maintain an up-to-date Emergency Backup Plan with guidelines for
the planned or unplanned short-term and long-term absence of members of the management
team. Those plans shall be provided to the board chair and made available to the board.
(attachment 2, cross-training plan for Division Directors)

Board Action in the Event of Vacancy in the ED Position

1. Otganizational Assessment: The board or transition committee shall take time to assess the
leadership needs of the organization before the search for a new ED is conducted. The
assessment shall include a review and update (if needed) of the organization’s strategic plan.
The assessment will be designed to help assure the selection of a qualified and capable leader
who fits well with the organization’s mission, vision, values, culture, goals, and objectives, and
who has the necessary skills to lead the organization.

2. Option of appointing an acting or interim ED: To assure the organization’s operations are
not interrupted while the board assesses the leadership needs and recruits a new ED, the board
may appoint an acting ED from among senior executive staff or hire an interim ED from
outside the organization.

3. Duties of the acting/interim ED: Among such duties will be to ensure that the organization
continues to operate without disruption, and that all organizational commitments previously
made are appropriately executed, including but not limited to: speaking engagements, grant and
contract obligations, reports, licenses, certifications, membership renewals, and other
obligations to funders and other stakeholders.

4. Simultaneous transitions for the ED and senior management positions: After appointing an
acting or interim ED from within, the board may make other temporary senior management
appointments from among other senior management staff, external hires, or a combination of
those options that best assures continuity in leadership and program success through the
transition period and afterwards.



Preparation Time Frame for Replacement of the ED

1.

The optimal period for the ED to announce his/her departure from that role — or proposed
commencement of a new role in the organization — is at least six to twelve months before the
date of departure.

The organization’s board understands that the time required for successfully completing a
planned leadership transition is approximately eight to twelve months.

Role of the Outgoing ED in Planned Transitions

The departing ED, unless otherwise directed by the transition committee, will be involved in some
transition activities such as: fundraising, communicating with funders and other stakeholders, and
briefing the incoming ED. The departing ED's role during the transition and after the new ED starts
shall be developed in consultation with the board chair and/or transition committee and
communicated to the board.

Initial Implementation of the Transition Plan

Within fifteen (15) days of the announcement of a planned departure, the board chair shall
appoint a transition committee. This committee shall be comprised of at least three members
of the board. Other external stakeholders and/or staff may be recruited to advise or assist the
committee at the discretion of the board chair and transition committee.

The transition committee will develop a transition plan that addresses: the appropriate
preparation prior to launching the search, the conduct of the search and selection process, and
the post hire follow-through to ensure the successful onboarding of the new ED.

The transition committee shall be responsible for implementing the transition plan and further
developing the plan as needed. At its first meeting, the transition committee shall determine
its role, including responsibilities related to conducting the search process. (The transition
committee may recommend that the board chair appoint a separate search committee, while
the transition committee manages the overall transition process for the organization.) The
committee shall also discuss and decide on how the senior management staff will be
substantively involved in the transition planning process and consulted in the selection process.

The transition committee shall also determine the need for consulting assistance (i.e., transition
management consultant and/or executive search firm) based on the circumstances.

As needed, the board chair shall authorize an organizational assessment and schedule a board
retreat to review and refresh the organization’s strategic plan.

CAPK Commitment Regarding Diverse Candidates and Staff Leader Development

1.

In order to provide career advancement for staff, the organization shall encourage the
professional development of current employees.



2. In order to support the board’s due diligence and ensure that the best possible candidate is
hired, the organization shall implement a search and selection process that is open to internal
and external candidates.

3. In order to develop a finalist pool that is reflective of the community, the organization shall
work proactively to develop a diverse pool of candidates for the ED position.

Adopted by the Board of Directors on the day of , 2017.

[Name] [Title]

10



Community Action Partnership of Kern
Guideline for the Appointment of an Acting Executive Director in the Event
of an Unplanned Absence of the Incumbent

Rationale

The Executive Director (ED) position in a nonprofit organization is a central element in the
organization’s success. Therefore, ensuring that the functions of the ED are well-understood and
shared among the executive team and senior staff is important to ensure organizational stability and
leadership continuity in the event of unplanned and unexpected change. This kind of risk management
is equally helpful in facilitating a smooth leadership transition even when it is predictable and planned.

The purpose of this plan is to ensure the continuous coverage of duties critical to the ongoing
successful operations of Community action Partnership of Kern (CAPK). The board of directors is
adopting policies and procedures for the temporary appointment of an acting ED in the event of an
unplanned and extended absence of the ED. The board chair, or board vice-chair in the absence of
the board chair, may determine the appropriate time to initiate the implementation of this plan.

While the board of directors acknowledges that such an absence is highly improbable and certainly
undesirable, they believe that due diligence in exercising executive-level management functions
requires that it have an emergency backup succession plan in place. It is expected that this plan will
ensure continuity in the administration of the organization's day-to-day programs and operations,
management of external relationships and supervision of staff and finances.

Priority functions of the Executive Director position

Of the duties listed in the position description, the key functions of the ED have a corresponding
temporary staffing strategy for an acting ED in the attached Emergency Backup Succession Plan Detail
(See Attachment 2).

The positions assigned in the Temporary Staffing Strategy are based on CAPK’s organizational
structure as of December 2016. In the event this plan is implemented and those assigned are no longer
available or positions are vacant, the board chair may select other senior staff to support each of the
key ED functions. It is the responsibility of the ED to ensure that positions have appropriate cross-
training to successfully implement the temporary staffing strategy.

Business as Usual

This emergency backup succession plan and the staffing structure at CAPK are intended to minimize
disruption in quality service and maintain business as usual to the extent possible. In the absence of
the ED, unless otherwise determined by the board of directors, business as usual includes maintenance
of the following:

e Leadership and vision
e Tiscal oversight

11



e Oversight and guidance on programs and reporting
e Maintain communication with key relationships
e Liaison with the board of directors

Emergency Backup Succession Plan Implementation

The board of directors authorizes the board chair to implement the terms of this emergency backup
succession plan in the event of a planned or unplanned temporary, short-term absence of the ED. The
board vice chair is authorized to implement this plan in the event that the board chair is unavailable
or cannot be reached. Phone calls and conference calls are an acceptable substitute for any meetings
designated in this plan.

As soon as feasible, following notification of an unplanned temporary or short-term absence, the
board chair may convene an executive committee meeting to affirm the procedures prescribed in this
plan, or to modify them if needed.

While this timeline may vary based on circumstances, the suggested steps for implementation are:

e The management team informs the board chair immediately of unplanned absence.
e The board chair appoints an acting ED.
e The board chair informs the board of the acting ED appointment.

e The board chair (and potentially other officers) consults with the acting ED on the circumstances
of the absence, organizational situation, and related factors.

e After the board chair and acting ED consult, stakeholders will be notified following the
communications plan outlined below.

Definitions

o A temporary absence is one in which it is expected that the ED will return to his/her position once
the events precipitating the absence are resolved.

o An wunplanned absence is one that arises unexpectedly, in contrast to a planned leave, such as a
vacation or a sabbatical.

o A short-term absence is a designated as three months or less.
o A long-term absence is designated as more than three months.

o A permanent absence is one in which it is firmly determined that the incumbent ED will not be
returning to the position.

Emergency Backup plan in event of a short-term, unplanned absence

Appointment of an Acting ED

1. The board of directors authorizes the board chair to implement the terms of this emergency
backup succession plan in the event of the unplanned absence of the ED.

2. In the event of an unplanned absence of the ED, a member of the management team shall
immediately inform the board chair of the absence.
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3. Assoon as is feasible, the board chair may convene a meeting of the management team to affirm
the procedures prescribed in this plan or to make modifications the board chair and team deem
appropriate.

First backup for the ED position

The board chair may designate a CAPK Division Directot, to the position of acting ED. His/her
position description will specify that s/he may serve as acting ED in the absence of the ED unless
otherwise decided by the board chair. S/he will have an emergency backup succession plan with
designated appointees if s/he becomes acting ED or if s/he is otherwise unable to serve his/her own
functions as Director.

Second backup for the ED position

The board chair may also consider splitting duties among designated appointees based on the primary
functions to be carried out. (See Attachment 2, Emergency Backup Detail, for complete listing.)

A Division Director, may serve as second backup for the position of acting ED based on the discretion
of the board chair. S/he may setve should the initially selected Division Director, be unable or
unwilling to serve as acting ED or as otherwise decided by the board chair. S/he will have an
emergency backup plan with designated appointees.

Cross-training plan for appointees

The ED, in collaboration with the board chair, will develop a plan for training the potential appointees
in the priority functions of the ED which are listed in section 2 above. The cross-training plan is
attached to this document. (See Attachment 2, for detailed Cross-training Plan.)

The ED will have the responsibility of handling the logistics of the plan’s implementation.

Authority and restrictions of the appointee

The person appointed as acting ED will have the authority outlined below, except as may be further
defined by the board chair.

e Staffing — is authorized to hire and terminate management staff after consultation with the board.

e Financial — [will or will not] have check signing authority. Is authorized to expand resources, in
consultation with the board treasurer and chair.

e Public Policy — is to take public policy positions on behalf of the organization with board chair
approval.

e Media — is authorized to speak on behalf of the organization or designate a spokesperson.

e Contracts — is authorized to enter into and execute contracts after consultation with the board
chair and/or board treasurer.

e Programs — is authorized to develop new programs and assume new programmatic responsibilities
on behalf of the organization in consultation with the management team and board as necessary.

e Collaboration/Partnerships — is authorized to enter into partnerships or develop collaborations
with external parties in consultation with the management team and board as necessary.

13



Compensation

The board chair, in consultation with the executive committee or Board, shall consider a salary
adjustment for the acting ED. Any salary adjustment will be applied retroactive to the date Acting
ED duties began.

Oversight and support for the Acting ED

As with the ED, the board chair and board of directors will have the responsibility for monitoring the
work of the acting ED. The acting ED will provide regular updates, and will meet with the board chair
as often as the acting ED and board chair may determine necessary. The board chair will also be alert
to the special support needs of the acting ED serving in this temporary leadership role, and act to
address them.

Communications plan

Within eight (24) hours after an acting ED is appointed, the board chair and the acting ED will meet
to implement an external communications plan to announce the organization’s temporary leadership
structure, including the kind of information that will be shared, and with whom (e.g. major donors,
state associations, partnering agencies, etc.).

Within 24 hours after an acting ED is appointed, the board chair and acting ED will implement the
communications plan to announce the organization’s temporary leadership structure to the
management team and the board of directors.

Notifications will take place in sequence on the following timetable:

e Within 24 hours, the board chair will notify the board of directors, the [strategic alliance partners
and really close-in stakeholders|, and the management team by phone, conference call, or meeting.

e Within 24 hours, the acting ED will notify the staff by email or meeting.

e Within five business days, the acting ED will notify the donors and key stakeholders by phone or
email.

Updated Key Contact information will be maintained in the organization’s database for easy access
on an ongoing basis by a staff member designated by the ED. (For a full overview of the
communications plan see Attachment 2.)

Emergency Backup Plan in event of a long-term temporary, unplanned
absence

The procedures and conditions to be followed will be the same as for a short-term absence with one
addition: The board chair will give immediate consideration, in consultation with the executive
management team, to temporarily back-filling the position left vacant by the acting ED. This is in
recognition of the fact that, for a term of more than three months, it may not be reasonable to expect
the acting ED to carry the duties of both positions. The position description of a temporary
appointment would focus on covering the priority areas in which the acting ED needs assistance. (See
attachment 2, Cross-training plan)
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Emergency Backup Plan in event of a PERMANENT unplanned absence

The procedures and conditions will be the same as for a long-term temporary absence with one
addition: The board chair may appoint a transition and search committee in accordance with the terms
of CAPK’s Succession Policy and follow the procedures set forth in the Policy.

Approvals, updates and maintenance of record

Emergency Backup Plan Approval

This emergency backup plan will be approved by the full board of directors and reviewed annually
at a formal board meeting to make any needed changes in the designated backup appointees. The
board chair may review and amend the plan at other times if a standing appointee or backup is no
longer available to serve in an acting ED capacity. The board chair may reevaluate the plan when new
designees are appointed.

Signatories

The board chair, the ED, and the designated backup appointees will sign this plan.
Maintenance of Record
The board chair, the ED, and the designated backup appointees will maintain copies of this plan.

Approved by:

CAPK’s Board of Directors on

Acknowledged by:

I acknowledge that I have reviewed this plan.

Board Chair Date
Executive Director Date
First Backup Date
Second Backup Date

15



Community Action Partnership of Kern
Executive Director Succession Plan

Emergency Backup Plan Detail

Name: Jeremy Tobias, Executive Director

First Backup: Primary Division Director {Title}

Second Backup(s): Secondary Division Director {Title}

Communications Plan

Who’s being contacted? Who’s contacting | How will they be | By when will
them? contacted? they be
contacted?
Primary Division Director, [Title] Executive Secretary ~ [Phone & Email Within 24 Hours

Secondary Division Director, /Title]

Executive Secretary

Phone & Email

\Within 24 Hours

Executive Succession Planning Guide
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Short-Term Staffing of Key Functions

Key functions Short term staffing strategies
(Under 3 months) [Name|, [Title]

Interim Executive Director [Name]

Interim Primary Division Director [Name]

Interim Primary Division Manager [Name]

For Longer Term Staffing: For longer term staffing, the staffing strategy will remain the same.

Cross-training Plan

Cross-training Area Staff to be cross-trained this area Plan/timeline for
Trainee Trainer training
Name, Title Name, Title Type/Duration
Executive Management Duties Primary Division  [Executive Director 4 Hours Each Year
Director
Division Director Duties Primary Division  [Primary Division 4 Hours Each Year
Manager Director

Executive Succession Planning Guide



Critical Relationships

Critical relationship that Who’s accountable for Contact information
must be maintained maintaining? (Contact information location)
State and Federal Executive Director CSD Director, USHHS OCS &
Communications OHS
NCAF Communications Executive Director David Bradley or Executive
Director

CALCAPA Board Voting,
Committee & Communications |[Member

Executive Director if a CALCAPA Board Executive Director of CALCAPA

and CALCAPA Board Chair

Annual Key Events/Milestones Calendar

Month

Key Events/Milestones
(Only those that directly involve CEO)

Key Associated
Activities /Responsibilities (CEO’s
accountability or involvement)

January

VITA Awareness Day
CSBG Reporting

February

2-1-1 Awareness Day
Washington D.C. Trip- CAP Event
Quarterly Newsletter

March

Stuff the Bus Food Drive- GET BUS
Begin Agency Fiscal Year

April

CALCAPA State Conference

May

CAPK Humanitarian Awards Banquet
Quarterly Newsletter

June

Shafter Youth Summer Program with
Community Leaders

Executive Succession Planning Guide
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Month Key Events/Milestones Key Associated
(Only those that directly involve CEO) Activities /Responsibilities (CEO’s
accountability or involvement)
July Executive Committee
Kern County Fiscal Year Begins
Aungust Back to School Activities with Head Start
National CAP Convention
Breast Feeding Awareness Month
September Kern County Fair Feed the Need Food
Drive
October Energy Awareness Month
November Holiday Food Drive — KGET TV
December Executive Committee Meeting

Head Start Holiday Themed Activities
CAPK Annual Report

Executive Succession Planning Guide
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COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM
To: Budget & Finance Committee
From: Donna Holland, Fiscal Administrator

Subject: Agenda Item 5c: Kern Head Start and Early Head Start Budget to Actual
Report for the Period Ended December 31, 2016

Date: January 18, 2017

The following are highlights of the Head Start/Early Head Start Budget to Actual Report
for the period March 1, 2016 through December 31, 2016.

Budget Revision

Approval of CAPK’s request to revise the budget is pending. The budget revision will
incorporate the 10% De Minimis Indirect Cost Rate. This report was prepared using the
revised budget amounts in anticipation of approval.

Personnel & Fringe Benefits
Significant savings are trending in Early Head Start; staff are reviewing cost allocation
methodologies for classroom personnel.

Travel
Some travel costs associated with training were charged to base funds. Staff have
identified savings in other areas to cover these costs.

Equipment
Funds in this category were budgeted for the purchase of four program vehicles. Staff

are in the process of completing this purchase.

Supplies
Purchases of office and classroom supplies are ongoing. Possible savings in this

category may be used elsewhere in the program.

Contractual
Legal fees during the SEIU contract negotiation process were somewhat more than
estimated. Staff have identified savings in other areas to cover these costs.

Other
Head S tart expenditures in this category are higher than the percentage of the year
elapsed; this is primarily the result of preparing the Wesley site to become a licensed
child development center. Staff have identified savings in other areas to cover these
costs.
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Early Head Start expenditures in this category are lower than the percentage of the year
elapsed. Possible savings in this category may be used elsewhere in the program.

Training & Technical Assistance (T&TA)
Head Start T&TA funds are expended. Additional funds are budgeted in the base grant
for planned training expenses in excess of T&TA funding.

Early Head Start T&TA funds will be fully expended by the end of the program year.

Non-Federal Share
With % of the budget period elapsed, total Non-Federal S hare (the sum of California
Department of Education funding and in-kind) is at 96% of budget.

e California Department of Education
Actual and estimated non-federal revenues through December 2016 are at 93% of
budget.

¢ In-Kind
Year-to-date in-kind is at 99% of budget.

The five centers with the highest percentage of goal met were Fairfax, Planz, Sunrise
Villa, Roosevelt and San Diego. A total of 39 out of 44 centers and groups met or
exceeded 83% of goal.
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Community Action Partnership of Kern
Head Start and Early Head Start - Kern
Budget to Actual Report
Budget Period: March 1, 2016 - February 28, 2017
Report Period: March 1, 2016 - December 31, 2016
Month 10 of 12 (83%)

Prepared 01/10/2017 HEAD START EARLY HEAD START
BASE FUNDS BUDGET ACTUAL REMAINING | % SPENT REM,:/TNING BUDGET ACTUAL REMAINING | % SPENT REMZIUNING
PERSONNEL 10,129,112 | 8,494,938 | 1,634,174 84% 16% 1,869,515 926,770 942,745 50% 50%
FRINGE BENEFITS 3,039,598 | 2,856,525 183,073 94% 6% 560,855 268,648 292,207 48% 52%
TRAVEL 0 9,833 (9,833) 0 406 (406)
EQUIPMENT 0 0 0 120,000 0 120,000 0% 100%
SUPPLIES 1,036,919 579,356 457,563 56% 44% 464,862 190,979 273,883 41% 59%
CONTRACTUAL 64,750 88,250 (23,500) 136% -36% 12,250 13,346 (1,096) 109% -9%
CONSTRUCTION 0 0 0 0 0 0
OTHER 3,131,903 | 2,870,875 261,028 92% 8% 535,892 370,725 165,167 69% 31%
TOTAL BASE FUNDING 17,402,282 14,899,777 2,502,505 86% 14% 3,563,374 1,770,874 1,792,500 50% 50%
TRAINING & TECHNICAL ASSISTANCE HEAD START EARLY HEAD START
PERSONNEL 0 0 0 0 (59) 59
FRINGE BENEFITS 0 0 0 0 715 (715)
TRAVEL 19,322 25,348 (6,026) 131% -31% 34,690 13,996 20,694 40% 60%
SUPPLIES 22,797 17,758 5,039 78% 22% 16,152 3,050 13,102 19% 81%
CONTRACTUAL 18,485 7,706 10,779 42% 58% 11,689 12,204 (515) 104% -4%
OTHER 84,746 93,254 (8,508) 110% -10% 34,473 22,397 12,076 65% 35%
TOTAL TRAINING & TECHNICAL ASSISTANCE 145,350 144,066 1,284 99% 1% 97,004 52,303 44,701 54% 46%
INDIRECT 1,878,054 | 1317627 560,427 | 70%] 30% 386,620 165,917 220,703 | 43%] 57%
GRAND TOTAL HS/EHS FEDERAL FUNDS 19,425,686 16,361,470 3,064,216 84% 16% 4,046,998 1,989,094 2,057,904 49% 51%
HEAD START and EARLY HEAD START NON-FEDERAL SHARE
%
SOURCE BUDGET ACTUAL REMAINING | % SPENT REMAINING

CALIF DEPT OF ED 2,805,361 | 2,611,584 193,777 93% 7% Centralized Administrative Cost 6.2%

IN-KIND 3,062,811 3,026,487 36,324 99% 1% Program Administrative Cost 2.5%

TOTAL NON-FEDERAL 5,868,172 5,638,071 230,101 96% 4% Total Administrative Cost 8.7%

Community Action Partnership of Kern Agency-Wide Credit Card Report *

* Expenditure details are included in the CAPK Financial Report
Budget reflects Notice of Award #09CH9142-03-0X (Federal approval of budget revision is pending)
Actual expenditures include posted expenditures and estimated adjustments through 12/31/2016.

CURRENT 1TO 30 31 TO 60 61 TO 90 OVER 90
Bank of America
Lowe's
Save Mart
Smart & Final 105
Chevron & Texaco Business Card 5,685
Home Depot 8,884

14,674 0 0 0 0

CREDITS TOTAL STATEMENT DATE
0| Not available for report
0 Not available for report
0| Not available for report
105 12/31/2016
5,685 1/5/2017
8,884 1/5/2017
0 14,674
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Community Action Partnership of Kern

Head Start and Early Head Start

Non-Federal Share and In-Kind

Budget Period: March 1, 2016 through February 28, 2017

Report for period ending December 31, 2016 (Month 10 of 12)
Percent of year elapsed: 83%

FUNDED % OF

ENROLL YTD IN-KIND | GOAL

LOCATION MENT March April May June July Aug Sep Oct Nov Dec Totals GOAL MET

Fairfax 40 24,746 25,251 18,439 0 0 9,735| 22,272 20,029| 18,541 134] 139,147 51,839| 268%
Sunrise Villa 34 13,146] 12,263 6,775 0 0 5,689 9,342 9,630| 15,970 0 72,815 44,063| 165%
San Diego Street 48 12,075] 10,439| 11,730 7,067 7,027 6,596 7,251 12,869 8,661 8,006 91,721 62,207| 147%
Roosevelt 34 9,039 8,311 6,674 0 0 4,841 9,597| 13,231 11,672 424 63,790 44,063| 145%
Planz 34 12,315] 10,461| 12,154 0 0 6,295 5,907 7,602 5,974 311 61,019 44,063| 138%
Stella Hills 34 7,753 7,910 3,580 0 0 0 7,756 9,041 13,858| 10,621 60,518 44,063| 137%
McFarland 20 7,117 5,767 2,921 0 0 1,743 4,768 6,828 5,681 164 34,988 25,919| 135%
Vineland 20 5,180 5,542 4,335 0 0 2,175 4,195 7,085 201 4,440 33,152 25,919| 128%
Casa Loma 34 10,304] 11,410 8,328 0 0 3,953 7,510 8,590 6,260 0 56,354 44,063| 128%
Martha J. Morgan 83 22,338] 20,744| 13,606 0 0 9,484 22,879| 25,761| 20,260 1,209 136,281 107,566 127%
Virginia 34 8,315 7,701 4,854 0 0 5,080 11,006 9,713 8,356 104 55,130 44,063| 125%
Williams 34 8,967 8,195 5,460 0 0 2,512 6,808 7,703 8,079 6,112 53,836 44,063| 122%
Franklin 24 6,049 6,281 6,607 4,113 3,364 2,518 2,368 2,392 3,203 327 37,222 31,103| 120%
Alicante 34 7,661 11,592 9,673 0 0 2,224 7,140 7,219 5,251 0 50,760 44,063 115%
Delano 90 20,376] 21,196] 20,989 6,696 9,199 8,519| 14,248| 11,458| 11,007 5,560 129,250 116,638| 111%
Noble 34 9,834 9,519 4,957 0 0 2,902 8,034 7,501 5,526 0 48,273 44,063 110%
Sterling 103 17,160] 16,714| 15,890 12,546 12,764 13,651 16,008 17,370| 14,802 7,864 144,769 133,485| 108%
Cleo Foran 34 8,912 7,514 5,035 0 0 3,313 7,478 8,872 6,548 0 47,673 44,063| 108%
Faith Avenue 34 8,435 8,879 5,748 0 0 3,592 9,539 2,117 8,579 312 47,201 44,063 107%
Stine Road 123 19,627] 19,450 20,299 12,331 12,812 17,223| 17,759 20,566| 15,880 13,165] 169,113 159,405| 106%
Primeros Pasos 76 17,227| 15,148] 12,143 4,696 6,094 7,500 12,233] 13,325 11,940 3,012 103,318 98,494| 105%
Alberta Dillard 68 10,211] 11,434 6,909 0 0 4,848| 17,746 21,506| 18,853 349 91,856 88,126| 104%
Home Base 249 28,093] 29,509| 20,270 9,697 16,080 12,959| 13,027| 20,326 8,911 4,568| 163,440 161,349| 101%
Lamont 34 8,086 7,732 3,598 0 0 4,313 9,137 1,207| 10,424 0 44,496 44,063| 101%
Seibert 34 8,157 5,478 2,844 0 0 3,435 6,884 9,607 7,396 0 43,801 44,063| 99%
Shafter 34 7,714 8,400 4,578 0 0 4,081 4,201 5,902 5,287 3,041 43,205 44,063| 98%
Taft 54 11,902 13,717 8,130 0 0 6,109] 10,604| 10,515 7,622 0 68,598 69,983| 98%
East California 70 18,493| 17,503| 10,688 0 0 3,650 9,739| 15,504| 13,269 0 88,846 90,718| 98%
California City 34 7,771 5,648 3,856 0 0 4,081 7,633 7,748 6,282 0 43,020 44,063| 98%
Fairview 34 6,551 2,381] 10,537 0 0 2,518 6,175 7,273 5,959 186 41,579 44,063| 94%
Oildale 34 7,387 5,882 4,163 0 0 4,231 6,946 6,578 6,068 0 41,254 44,063| 94%
Oasis 60 15,379 15,470 8,735 0 0 5,706 9,300 8,767 7,115 794 71,265 77,758| 92%
Rafer Johnson 34 6,998 7,935 4,364 0 0 2,058 5,591 7,061 5,303 198 39,507 44,063| 90%
Buttonwillow 20 4,372 4,107 1,356 0 0 1,268 4,436 4,058 3,459 166 23,223 25,919 90%
Pete H. Parra 148 18,586| 18,823| 16,876] 12,447 10,834 17,390 24,281 22,010 18,016 10,779] 170,044 191,804| 89%
Shafter HS/EHS 36 4,412 3,559 4,529 4,670 3,689 3,486 4,603 4,962 5,796 104 39,810 46,655| 85%
Willow 72 15,5650 13,772 7,577 0 0 4,987 9,498| 11,612 12,152 3,660 78,809 93,310 84%
Lost Hills 20 5,126 4,434 4,058 0 0 945 2,602 2,214 2,279 0 21,657 25,919 84%
Pacific 62 8,933 8,122 9,357 5,612 6,792 7,204 8,023 6,300 4,327 1,914 66,584 80,350| 83%
Tehachapi 34 4,004 3,431 2,343 0 0 3,995 7,533 7,530 6,830 0 35,666 44,063| 81%
Heritage Park 34 5,518 3,282 3,089 0 0 2,248 5,839 5,990 4,352 0 30,319 44,063| 69%




Community Action Partnership of Kern

Head Start and Early Head Start

Non-Federal Share and In-Kind

Budget Period: March 1, 2016 through February 28, 2017

Report for period ending December 31, 2016 (Month 10 of 12)
Percent of year elapsed: 83%

FUNDED % OF
ENROLL YTD IN-KIND | GOAL
LOCATION MENT March April May June July Aug Sep Oct Nov Dec Totals GOAL MET
Pioneer 34 4,152 5,201 3,267 0 0 695 2,895 4,107 7,981 0 28,298 44,063| 64%
Rosamond 75 5,240 3,210 1,585 0 0 3,091 6,948 8,414 8,348 0 36,835 97,198| 38%
Mojave 34 1,705 1,322 626 0 0 888 1,576 2,722 2,795 0 11,633 44,063 26%
Wesley 60 0 77,7581 0%
Voorhies 0 6,800 4,740 3,424 0 0 14,964
Wasco 0 4,131 3,928 1,346 0 0 9,405
Administrative Services 0 0 0 0 0 0 0 0 0 0 0 0] NA
Program Services 5,049 4,464 4,138 3,997 3,984 3,935 3,943 3,943 3,943 3,943 41,339 93,094| 44%
Policy Council and RPC 109 107 20 23 14 33 117 159 124 0 705 51,236 1%
SUBTOTAL IN-KIND 2,369 487,003 463,876 352,458 83,894 92,654 227,699 403,375 434,918 389,141 91,468 3,026,487 3,053,141 99%
State General Child Care* 119,619| 118,092 117,337| 112,660 80,901 97,966| 91,197| 100,401| 81,273| 93,393| 1,012,839 1,031,472 98%
State Preschool* 153,811| 147,815] 148,975| 113,839 124,822| 135,161| 151,671| 171,674| 147,695| 155,506 1,450,970 1,680,926 86%
State Migrant Child Care* 15,718| 13,870 14,146] 11,867 13,484| 16,366] 15,885 17,203| 14,287| 14,950 147,776 92,963| 159%
SUBTOTAL CA DEPT of ED 289,148 279,778 280,458 238,366 219,207 249,493 258,753 289,278 243,256 263,848 2,611,584 2,805,361 93%
GRAND TOTAL 776,151 743,654 632,916 322,260 311,861 477,192 662,128 724,196 632,397 355,316 5,638,071 5,858,502 96%

*May include estimates



COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM
To: Budget & Finance Committee
From: Donna Holland, Fiscal Administrator

Subject: Agenda ltem 5c¢: San Joaquin Early Head Start Budget to Actual Report
for the Period Ended December, 31, 2016

Date: January 18, 2017

The following are highlights of the San Joaquin Early Head Start Budget to Actual Report for
the period February 1, 2016 through December 31, 2016.

Budget Revision

Approval of CAPK’s request to revise the budget is pending from Office of Head Start. The
budget revision will incorporate t he 10% De Minimis Indirect Cost Rate. This report was
prepared using the revised budget amounts in anticipation of approval.

Personnel & Fringe Benefits
Savings are expected to be realized in these categories at year-end.

Travel

Expenditures for the purpose of supporting San Joaquin staff are higher than anticipated at this
pointin the program year. Staff are monitoring this line item and hav e identified savings in
other areas to cover these costs.

Supplies
Expenditures for supplies include reasonable and necessary ex penditures using a nticipated

savings from personnel and fringe benefits categories.

Contractual
Savings are expected to be realized in this category at year-end.

Other
Staff expect to fully expend funds budgeted in this category.

Carryover
CAPK’s request to carryover funds from the prior budget period was approved. The carryover

funds are being used to install outdoor shade structures, improve playgrounds, make health
and safety i mprovements t o c enters, update c lassroom furnishings and materials, and t o
purchase one program vehicle. Staff expect to fully obligate these funds prior to the end of the
budget period.
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Training & Technical Assistance
Staff expect to fully expend these funds.

Non-Federal Share
With 92% of the budget period elapsed, t he total Non-Federal S hare is at 21% of budget.
CAPK has requested a waiver of Non-Federal Share from Office of Head Start.

The San Joaquin Early Head Start program has been challenged in meeting its Non-Federal
Share budget, as only four of its 9 centers are currently licensed and in operation. However,
San J oaquin’s management s taff continue to increase e fforts to ensure that field staff and
parents of enrolled children are aware of the importance of in-kind, and of the o pportunities
parents have to provide volunteer services to the program.
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Prepared 01/12/2017

Budget to Actual Report

Month 11 of 12 (92%)

Community Action Partnership of Kern
Early Head Start - San Joaquin County

Budget Period: February 1, 2016 - January 31, 2017
Report Period: February 1, 2016 - December 31, 2016

BASE FUNDS BUDGET ACTUAL | REMAINING | % SPENT REM,:AI)NING
PERSONNEL 2935476 | 2,507,627 427,849 85% 15%
FRINGE BENEFITS 741,255 586,379 154,876 79% 21%
TRAVEL 14,940 25,423 (10,483) 170% -70%
EQUIPMENT 0 0 0

SUPPLIES 191,905 387,842 (195,937) 202% -102%
CONTRACTUAL 22,500 10,018 12,482 45% 55%
CONSTRUCTION 0 0 0

OTHER 604,477 524,813 79,664 87% 13%
TOTAL 4510553 4,042,102 468,451 90% 10%
CARRYOVER FUNDS

EQUIPMENT 112,500 0 112,500 0% 100%
SUPPLIES 90,000 191,459 (101,459) 213% -113%
OTHER 358,398 94,917 263,481 26% 74%
TOTAL 560,898 286,376 274,522 51% 49%
TRAINING & TECHNICAL ASSISTANCE FUNDS

TRAVEL 17,981 9,076 8,905 50% 50%
SUPPLIES 14,389 2,891 11,498 20% 80%
CONTRACTUAL 9,500 13,364 (3,864) 141% -41%
OTHER 40,027 23,595 16,432 59% 41%
TOTAL 81,897 48,926 32,971 60% 40%
INDIRECT 485,791 424,395 61,396 | 87%| 13%
GRAND TOTAL EHS FEDERAL FUNDS 5,639,139 4,801,799 837,340 85% 15%
NON-FEDERAL SHARE BUDGET ACTUAL | REMAINING | % SPENT REM,:AI)NING
IN-KIND 1,415,810 303,055 | 1,112,755 21% 79%
TOTAL NON-FEDERAL FUNDS 1,415,810 303,055 1,112,755 21% 79%

Budget reflects Notice of Award #09CH010071-02-0X (Federal approval of budget revision is pending).
Actual expenditures include posted expenditures and estimated adjustments through 12/31/2016.
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Community Action Partnership of Kern

San Joaquin Early Head Start

Non-Federal Share and In-Kind

Budget Period: February 1, 2016 through January 31, 2017

Report for period ending December 31, 2016 (Month 11 of 12)
Percent of year elapsed: 92%

FUNDED % OF
ENROLL YTD IN-KIND | GOAL
LOCATION MENT Feb March April May June July Aug Sep Oct Nov Dec Totals GOAL MET
Home Base - Stockton 72 3,081 4,706 5,936 5,324 5,898 4,385 4,944 7,126 10,595 8,501 0 60,496 191,895 32%
Home Base - Lodi 48 4,188 5,069 1,862 2,068 1,509 2,597 2,763 4,823 5,389 6,049 15 36,331 127,930 28%
Chrisman 22 798 1,302 1,042 960 2,988 3,856 3,333 3,683 4,949 8,525 123 31,559 117,269 27%
California Street 24 1,882 2,605 2,842 3,041 2,280 1,850 2,964 3,674 5,641 6,938 0 33,715 127,930 26%
Home Base - Manteca 24 658 881 2,037 1,504 1,386 918 1,446 1,817 1,349 3,393 11 15,400 63,965| 24%
St. Mary's 16 1,682 1,786 1,982 2,205 1,986 1,991 1,874 2,450 2,070 2,186 164 20,376 85,287 24%
4th Street 32 2,944 3,026 2,791 3,902 3,343 1,298 2,372 2,176 4,068 2,532 105 28,556 170,573 17%
Home Base - Tracy 24 502 616 1,021 930 1,072 1,706 863 1,491 363 0 0 8,565 63,965 13%
Walnut 20 1,179 1,124 617 1,272 1,883 1,809 1,881 1,413 966 969 0 13,114 106,608 12%
Lodi UCC 23 280 452 1,074 1,198 682 1,161 1,115 1,722 2,357 2,789 68 12,899 122,600 11%
Gianone 16 2,013 2,238 1,609 1,573 328 237 0 297 0 0 0 8,297 85,287 10%
Tracy Toddlers 8 2,039 1,785 1,139 1,523 6,486 42,643
Dorothy Mahin 16 872 725 863 2,460 85,287
Kennedy 0 367 0 0 0 0 0 0 0 235 488 0 1,090 0
Administrative Services 0 0 0 0 0 0 0 0 0 0 0 0 0
Program Services 0 30 2,324 1,332 5,016 10,142 1,463 92 346 1,721 0 22,467 21,858 103%
Policy Council 224 96 246 126 186 0 179 30 159 0 0 1,246 2,713 46%
SUBTOTAL IN-KIND 345 22,708 26,442 27,384 26,958 28,557 31,950 25,198 30,794 38,486 44,091 486 303,055 1,415,810 21%
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COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM
To: Budget & Finance Committee
From: Donna Holland, Fiscal Administrator

Subject: Agenda Item 5c: Early Head Start Child Care Partnerships
Budget to Actual Report for the Period Ended December 31, 2016

Date: January 18, 2017

The following are highlights of the Early Head Start Child Care Partnerships Budget to Actual
Report for the period September 1, 2016 through December 31, 2016.

Base Funds
Personnel and Fringe Benefits costs are slightly high through the first 4 months of the budget
period.

Total costs overall are on target at this point in the budget period.

Carryover Funds

CAPK has submitted a request to carry over unexpended prior-year funds in the amount of
$315,000; (base funds) and $4 8,200 (training & technical assistance funds). Federal approval
is pending.

Training & Technical Assistance (T&TA)
Total costs overall are on target at this point in the budget period.

Non-Federal Share
With 33% of the year elapsed, total Non-Federal Share is at 40%.
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Community Action Partnership of Kern
Early Head Start - Child Care Partnerships
Budget to Actual Report

Budget Period: September 1, 2016 - August 31, 2017
Report Period: September 1, 2016 - December 31, 2016
Month 4 of 12 (33%)

Prepared 01/12/2017

BASE FUNDS BUDGET ACTUAL | REMAINING | % SPENT REM:G’NING
PERSONNEL 122,245 48,128 74,117 39% 61%
FRINGE BENEFITS 28,705 12,053 16,652 42% 58%
TRAVEL 0 0 0
EQUIPMENT 0 0 0
SUPPLIES 1,650 324 1,326 20% 80%
CONTRACTUAL 459,322 142,972 316,350 31% 69%
CONSTRUCTION 0 0 0
OTHER 9,990 2,668 7,322 27% 73%
TOTAL BASE FUNDING 621,912 206,145 415,767 33% 67%
0,
CARRYOVER FUNDS (pending Federal approval) BUDGET ACTUAL [ REMAINING |~ % SPENT REMA?NING
PERSONNEL 0 0 0
FRINGE BENEFITS 0 0 0
TRAVEL 0 0 0
EQUIPMENT 0 0 0
SUPPLIES 0 0 0
CONTRACTUAL 0 0 0
CONSTRUCTION 0 0 0
OTHER 0 0 0
TOTAL START-UP FUNDING 0 0 0
0,
TRAINING & TECHNICAL ASSISTANCE FUNDS BUDGET | ACTUAL | REMAINING | % SPENT REMA/(I)NING
TRAVEL 5,294 2,410 2,884 46% 54%
SUPPLIES 3,506 0 3,506 0% 100%
OTHER 8,000 3,472 4,528 43% 57%
TOTAL TRAINING & TECHNICAL ASSISTANCE 16,800 5,882 10,918 35% 65%
INDIRECT 62,184 21,201 40,983 | 34%| 66%
GRAND TOTAL FEDERAL FUNDS 700,896 233,228 467,668 33% 67%
NON-FEDERAL SHARE BUDGET ACTUAL | REMAINING | % SPENT REM/:/:’NING
IN-KIND 175,224 70,377 104,847 40% 60%
TOTAL NON-FEDERAL FUNDS 175,224 70,377 104,847 40% 60%
Centralized Administrative Cost 7.0%
Program Administrative Cost 1.6%
Total Administrative Cost 8.6%

Budget reflects Notice of Award #09HP0036-02-00.

Actual expenditures include posted expenditures and estimated adjustments through 12/31/2016.
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COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM
To: Budget & Finance Committee
From: Christine Anami, Director of Finance
Date: January 18, 2017

Subject: Agenda Item 5d: 2015/16 EHS Partnership Federal Financial Report (Final)

Head Start regulations require that the Standard Form 425 — Federal Financial Report be
filed at three different intervals. For the Early Head Start Partnership program year March
1, 2015 to August 31, 2016, the due dates are as follows:

10/30/15 First Semi-annual
04/30/16 Second Semi-annual
10/30/16 Annual

01/30/17 Final

Attached is the final Federal Financial Report that was uploaded to the Grant Solution s
system on January 4, 2017. Grantees are no longer required to submit the report to thar
regional offices and instead areto use the Grant Solutionssystem. The change in federal
reporting submission requirements went into effect January 5, 2016.

Attachment: SF-425 Federal Financial Report — EHS Partnership
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COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM
To: Budget & Finance Committee
From: Christine Anami, Director of Finance
Date: January 18, 2017

Subject:  Agenda Item 5e: 2017 Community Services Block Grant (CSBG Contract
#17F-2015) Budget

At the Board of Directors’ meeting on November 30, 2016, the resolution to accept the Community
Services Block Grant (CSBG) contract for 2017 was approved. At that time, the budget had not
been finalized to support the estimated allocation amount of $1,482,354, which is equal to the
2016 CSBG contract. The 2017 allocation is based on the continuing resolution for the first
quarter of Federal Fiscal Year 2017. The 2017 CSBG contract will be amended if additional funds
are appropriated.

For 2017, it is estimated that 41% of the contract will be used for centralized administrative costs
and 59% of the contract will be used for programs, such as Food Bank, VITA, Migrant Alternative
Payment and the youth centers that have anticipated funding gaps. For 2016, it was 35%
centralized administrative costs and 65% program costs.

The following schedules are attached:

e Seven Year Budget Comparison. From 2011 to 2017, the CSBG contract amount has
increased 20.5% or $251,919.

o 2017 CSBG Budget by Program Compared to 2016

e CSBG Contract Budget Summary — State Form

e CSBG Budget Support — Other Agency Operating Funds — State Form

The 2017 CSBG contract packet, including the budget forms was mailed to the State in the third
week of December 2016. If needed, budget modifications are allowed to be submitted to the
State during the contract term up until November 15, 2017.

Recommendation

Staff recommends that the Budget & Finance Committee approves the budget for the 2017 CSBG
contract (17F-2015).

Attachments: Seven year comparison of CSBG budget
2017 CSBG budget by program compared to 2016
CSBG Contract Budget Summary — State Form
CSBG Budget Support — Other Agency Operating Funds — State Form
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COMMUNITY ACTION PARTNERSHIP OF KERN
COMMUNITY SERVICES BLOCK GRANT (CSBG)
SEVEN YEAR BUDGET COMPARISON

2011 2012 2013 2014 2015 2016 2017

Administrative Costs 75.4% 65.1% 48.4% 53.4% 41.8% 34.9% 41.1%

Program Costs 24.6% 34.9% 51.6% 46.6% 58.2% 65.1% 58.9%

100.0% 100.0% 100.0% 100.0% 100.0% 100.0% 100.0%

Funding Amount $1,230,435| $1,196,355| $1,366,988| $1,384,531| $1,396,948| $1,482,354| S$1,482,354

Increase (Decrease) ($34,080)[ $170,633 $17,543 $12,417 $85,406 S0
% Increase from

2011 to 2017 20.5%

Note A: CSBG is a calendar year grant.

Note B: The State anticipates California's 2017 CSBG to remain consistent with the 2016 CSBG funding level.

Note C: In 2017, CSBG will be used 6.2% more for administrative costs than program costs because of the

10% indirect cost rate.
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COMMUNITY ACTION PARTNERSHIP OF KERN
2017 CSBG BUDGET BY PROGRAM COMPARED TO 2016

Program 2016 % 2017 %

Food Bank 479,719 32.4% 473,530 31.9%
VITA 226,072 15.3% 166,785 11.3%
Friendship House 210,867 14.2% 195,858 13.2%
Migrant Alternative Payment 179,277 12.1% 368,845 24.9%
Community Development 141,112 9.5% 153,215 10.3%
Shafter Youth Center 114,041 7.7% 122,121 8.2%
WIC 66,525 4.5%

211 44,207 3.0%

E Kern Family Resource Center 20,534 1.4% 2,000 0.1%
Total CSBG Funding 1,482,354 100.0% 1,482,354 100.0%

Note A: VITA will be less dependent on CSBG because of the IRS grant that was awarded for $84,815.

Note B: Migrant Alternative Payment will need gap funding because of the 15% limit on administrative
costs which includes the 10% indirect.

Note C: WIC and 211 are projected to be able to cover all program costs and the 10% indirect.

Note D: No new programs were added for 2017 that will need CSBG funding.

Note A

Note B

Note C
Note C
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COMMUNITY ACTION PARTNERSHIP OF KERN
DISCRETIONARY AND FUND RAISING FUNDS
FOR THE MONTH ENDED DECEMBER 31, 2016

03/01/16- 12/01/16-
11/30/16 12/31/16 TOTAL
BEGINNING BALANCE (NOTE 1) 402,432.61 402,432.61
CASH RECEIPTS

2016 Awards Banquet Donations 58,265.00 a 58,265.00
2017 Awards Banquet Donations 0.00 175.00 175.00
Donations 11,478.61 2,276.40 b 13,755.01
Give Big Kern Donations (net) 1,532.45 1,532.45
Misc. Revenue 13,539.96 (5,710.95) ¢ 7,829.01
Less: Friendship House Quad (15,000.00) (15,000.00)
Gain on Sale of Vehicles 7,837.43 7,837.43
Interest Income/Union Administrative Fee 844.94 102.30 947.24
TOTAL CASH RECEIPTS 78,498.39 (3,157.25) 75,341.14

CASH DISBURSEMENTS
Line of Credit Interest Expense 545.02 121.49 d 666.51
Line of Credit Unused Commitment Fee 1,703.40 1,703.40
2016 Awards Banquet Expenses 20,871.89 a 20,871.89
2017 Awards Banquet Expenses 0.00 10.60 10.60
Licensing Late Fees - Head Start 3,165.00 7,065.00 e 10,230.00
Disallowed Costs - WIC 2,250.00 2,250.00
Labor Settlement 500.00 500.00
Property Taxes - Vacant Land 1,964.35 1,964.35
Outreach 0.00 1,075.00 f 1,075.00
Fundraising 1,431.00 159.00 1,590.00
Miscellaneous Expenses 435.89 395.34 831.23
Indirect Costs 2,612.32 988.00 3,600.32
TOTAL CASH DISBURSEMENTS 35,478.87 9,814.43 45,293.30
CASH PROVIDED (USED) 43,019.52 (12,971.68) 30,047.84
ENDING BALANCE 445,452.13 432,480.45
Discretionary Cash 222,815.34
Fund Raising Cash 209,835.85
432,651.19
Add: Prepaid 4.16
Less: AP (174.90)
432,480.45

NOTES
1. For the year ended 2/29/16, the net increase to the Discretionary/Fund Raising Funds was $65,722.45.

a. Asof12/31/16, net 2016 awards banquet gain is $43,727.94 (@ FYE 2/29/16 = 6,334.83 + 37,393.11 for 2016/17).

b. Includes $2,000 donation from Pacific Irrigation, Inc.

c. Includes (1) $6,210.95 repayment of tax overpayment refund from the State Employment Development Department
recognized in October 2016 that was for another agency and (2) $500 receipt from Union Bank.
Interest expense on operating line of credit advance for $S1 million for one day.
Settlement of late fees assessed on the 2010 annual Head Start license fee that was paid after the due date.

f. Sponsorship for Golden Empire Gleaners event.

Date Prepared: 1/10/17
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