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Community Action Partnership of Kern
Funding Request Profile

Source of Funds: Private CFDA # N/A
Project Name: Emergency Supplies Closet Division Director: Carmen Segovia

Funder Name: Friends of Mercy Foundation & Sister Phyllis  Program Manager: \Whitney Hughes

Hughes Endowment for Special Needs

, ] New Funding
Grant Program Name: East Kern Family Resource Center [] Re-Application

Funding Period: 5/1/2017 to 4/30/2017

A. Narrative description of funding request, including goals:

CAPK was invited to apply for $5,000 from Friends of Mercy Foundation’s Sister Phyllis Hughes
Endowment for Special Needs. The funds would support the Emergency Supplies Closet at East
Kern Family Resource Center (EKFRC) in Mojave. Low-income East Kern residents often face
daunting challenges because of the shortage of services in the region. The Emergency Supplies
Closet responds to an increased demand for items for infants and children, such as cribs, bedding,
diapers, baby wipes, and infant formula; and items for families, such as household cleaning
supplies, hygiene kits, feminine hygiene products, and home child proofing kits. EKFRC will also
increase its capacity to provide free photocopying services for legal documents needed to apply
for public assistance; and help clients with transportation.

B. Use of Funds:

Requested funds of $5,000 will be used to stock the Emergency Supplies Closet to assist East
Kern families and individuals in need of basic household items to improve hygiene, health and
safety; purchase bus passes and gas vouchers; and increase free photocopying services for the
local community.

C. Approvals:

é/e‘_’sa—%‘k 3/8/’7 3. CII"\J'H‘.L}‘\V\C.. .ﬂ'\/}c;h—\\; 3/6,\—1

Division Directgr Date Director of Finance Date
/JZX),M 3210 s Q;TQ;;———— 3{’/?//7

Director of Community Development Date Exéc/utive Director Date

D. Board:

[Policy Council [ IPRE Presentation [ IB&F Approval [ ]Board Approval

Date: Date: Date: Date:



Community Action Partnership of Kern
Funding Request Profile

Source of Funds: Private CFDA # N/A

Project Name: Summertime Yoga Challenge Division Director: Ralph Martinez

Funder Name: Kaiser Permanente Program Manager: Angelica Nelson

Grant Program Name: Shafter Youth Center & Lois Hannible
Friendship House Community Center
P S X] New Funding

Funding Period: 6/1/2017-7/30/2017 [ ] Re-Application

A. Narrative description of funding request, including goals:

CAPK is requesting $12,600 from Kaiser Permanente (Kern County Service Area) to support the
Summertime Yoga Challenge program at the Shafter Youth Center and Friendship House Community
Center. The Summertime Yoga Challenge introduces program participants to a new form of exercise,
designed to improve physical health and mental wellbeing. The program will provide 8 weeks of yoga to
125 participants aged 6 to 18 years enrolled in the Summer Program at CAPK’s Friendship House
Community Center (75 children) and Shafter Youth Center (50 children). Each center will offer 5 sessions
per week, lasting 30 minutes each, facilitated by a trained yoga instructor. Each child will attend multiple
sessions per week, with sessions tailored to suit the ability of each age group. At the end of the
Summertime Yoga Challenge, all participants will receive a certificate of completion and have the
opportunity to demonstrate their three favorite yoga moves (without instruction) for fitness-related prizes.
Yoga mats are reusable for future yoga instruction classes.

B. Use of Funds:

The funds of $12,600 will be used to cover the following costs at Friendship House Community Center
and Shafter Youth Center: a trained yoga instructor; support from Activity Specialists; yoga mats; healthy
snacks; and fitness-related prizes.

C. Approvals:
3. thwh'nc prn,amu 3/“-/'\7
Division Director Date Director of Finance Date
M&M : 3"}6‘/7 4.
Director of\:ommunity Detrelopment Date Executive Director Date
D. Board:
[]Policy Council [ IPRE Presentation [ |B&F Approval [1Board Approval

Date: Date: Date: Date:



COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM

To: Budget & Finance Committee

Dvals e
From: Romala Ramkissoon, Director of Community Services
Date: March 22, 2017

Subject: Agenda Item 5b: Addition of Quality Assurance (QA) Specialist to Energy

Organizational Chart — Action Item

In an effort to increase and improve the file review process of the Energy Weatherization
program, | am proposing to add a QA Specialist to the Energy Organizational Chart.

During our 2016 Monitoring Visit by the Department of Community Services and
Development (CSD), errors were identified in the files reviewed by the monitor. The errors
identified included missing signatures, boxes not checked, or missing information such as
year house was built. During the review the CSD Monitor indicated that having a staff, who
is independent of the weatherization workflow, to review the files will help to strengthen the
guality assurance of our files.

Currently, Assessment forms are reviewed by the Weatherization Coordinator once an
Assessment is completed. When measures are installed, the Crew Leader reviews the
forms to ensure that measures identified, per the assessment, were installed. Finally, the
Weatherization Coordinator will review the inspection forms once this step is completed by
the Inspector. The file then gets moved to the Billing department. Our current process
does not include a final review of the completed file to ensure that all forms have been
completed and are included in the file and all that all supporting documents are included in
the file. The QA Specialist will be responsible for performing the final reviewing the
completed file. Any issues will be addressed with the Weatherization Coordinator and they
must be resolved before the file is given to Billing for processing.

The Energy program currently has 3 open contracts: 2016 LIHEAP, 2017 LIHEAP and
2016 DOE. The starting wage rate for the QA Specialist is $15.28/hour. Our contracts will
be able to cover the additional personnel cost of including the QA Specialist to the Energy
Organizational Chart.

Recommendation:



Memorandum to Budget & Finance Committee

Re: Addition of Quality Assurance (QA) Specialist to Energy Organizational Chart
March 22, 2017

Page 2 of 2

Staff is recommending the Budget & Finance Committee approve the addition of the QA
Specialist to the Energy Organizational Chart. The following documents are attached:

1. Current Organizational Chart (Attachment A)
2. Revised Organizational Chart (Attachment B)
3. Job Description for QA Specialist (Attachment C)
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Attachment C

COMMUNITY ACTION PARTNERSHIP of KERN
Community Services Division
Energy Program
Quality Assurance Specialist

Disclaimer: Job descriptions are written as a representative list
of the ADA essential duties performed by a job class. They cannot include nor are they intended
to include all duties performed by all positions occupying a class.

Salary Range: Grade 6  FLSA Status:  Date Approved:

SUMMARY:

Responsible for reviewing completed weatherization files to ensure files meet California
Department of Community Services and Development (CSD) requirements, this includes
ensuring CSD forms are accurately completed, all supporting paperwork is included in
files and all activities are accurately documented in file; and submitting reviewed file to
Billing.

SUPERVISION RECEIVED:
Receives supervision from Billing Coordinator

SUPERVISION EXERCISED:
None

DUTIES AND RESPONSIBILITIES:

Disclaimer — This list is meant to be representative, not exhaustive. Some incumbents may not
perform all the duties listed or may perform related duties as assigned. Reasonable
accommodations may be made to enable individuals with disabilities to perform essential
functions

A. Essential Job Specific Duties:

1. Review all weatherization files to ensure they meet CSD requirements.

2. Know and understand CSD file requirements and apply this knowledge when
reviewing files for accuracy and completeness.
Must stay current on all updates/revisions to CSD requirements.
Will be required to work with weatherization staff to resolve any issues with
weatherization files.
5. Must track file errors and provide reports to Billing Coordinator.
6. Must learn program procedures and various computer software.
7. Must be able to meet productivity review goals and maintain constant workflow.
8. Maintain effective communication with program staff and funding sources.
9.
1

> w

Accepts direction and works well with other
0.Perform other duties as assigned.

B. Other Job Specific Duties:
1. Attend all meetings, trainings, and conferences as assigned.
2. Maintain safe and functional work environment.

Quiality Assurance Specialist (2-2017)
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3. Work alternative hours as required, including nights and weekends.
4. Perform any other like duties as assigned.

MINIMUM QUALIFICATIONS:
The requirements listed below are representative of the knowledge, skills, and abilities required
to satisfactorily perform the essential duties and responsibilities.

Knowledge of:

Applicable federal, state, and local laws, codes, and regulations

Organization and division policies and procedures

Modern office practices, methods, procedures and equipment including computers
Word processing, spreadsheet, general ledger database, and other related software
applications

Ability to:

Research and resolve issues

Work independently

Coordinate work requiring constant alertness and attention to detail

Work under frequent time pressures and deadlines

Plan, organize, allocate, and control confidential data and organizational resources
Communicate effectively both orally and in writing

Use good organizational methods and procedures

Establish and maintain effective working relationships, both internally and externally

EDUCATION AND EXPERIENCE:
The following requirements generally demonstrate possession of the minimum requisite
knowledge and ability necessary to perform the duties of the position.

e A.A. degree in business administration or related field
e Must have 1 year experience in monitoring and auditing
e Any combination of education and/or experience may be acceptable

OTHER REQUIREMENTS

e Possession of a valid California Driver’s License and State automobile insurance,
and acceptable driving record substantiated by a DMV printout

e Completion of a physical and substance abuse screening upon offer of
employment

e Must be fingerprinted and have such records filed with the State Department of
Social Services

WORK ENVIRONMENT:
The work environment characteristics described are representative of those an employee
encounters in performing the essential functions of this job.

e Work is primarily performed indoors.

Quiality Assurance Specialist (2-2017)
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e Noise level is quiet to moderately quiet.

e Hazards are minimal.

ESSENTIAL PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to

successfully perform the essential functions of the job. Reasonable accommodations may be made to enable

employees with disabilities to perform the essential duties.

POSITION TITLE Accountant

ACTIVITY
(HOURS PER DAY)

NEVER

HOURS

OCCASIONALLY
UP TO 4 HOURS

FREQUENTLY
4-8 HOURS

Sitting

Walking

Standing

Bending (neck)

Bending (waist)

XX [X|X]|X

Squatting

Climbing

Kneeling

Quiality Assurance Specialist (2-2017)
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Crawling

Twisting (neck)

Twisting Waist

Is repetitive use of hand required?

Simple Grasping (right hand)

Simple Grasping (left hand)

XX [X]|X]|X

Power Grasping (right hand)

Power Grasping (left hand)

Fine Manipulation (right hand)

x

Fine Manipulation (left hand)

Pushing & Pulling (right hand)

Pushing &Pulling (left hand)

Reaching (above shoulder level)

Reaching (below shoulder level)

XX [X]|X

LIFTING

CARRYING

HOU
RS

NEV | OCCASIONALLY | FREQUENTLY
ER | UP TO 4 HOURS 4-8 HOURS

NEVER

HOURS

OCCASIONALLY
UP TO 4 HOURS

FREQUENTLY
4-8 HOURS

0-10 Ibs

11-25 Ibs

26-50 Ibs

51-75lbs

76-100Ib

100lbs+

Quiality Assurance Specialist (2-2017)
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COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM
To: Budget & Firance Committee
(13307
From: Donna Holland, Fiscal Administrator

Subject: Agenda Item 5c: Kern Head Start and Early Head Start Budget to Actual
Report for the Period Ended February 28, 2017 - Info ltem
Date: March 22, 2017

The following are highlights of the Head Start/Early Head Start Budget to Actual Report
for the 12-month period March 1, 2016 through February 28, 2017, which is at the end
of its 12-month budget period. Monthly budget to actual reports will continue to be
presented to the Committee until this budget period has been closed out.

Duration Grant

CAPK was awarded funds to increase the duration of hours of planned services for its
Head Start program. This award added $723,019 in operating and start-up funds to its
federal funding. The operating portion was prorated to 3 months. The portion of start-
up funds that were not obligated by February 28, 2017 will be carried over to the next
fiscal year.

Base and Training & Technical Assistance Funds
Funds in these activities will be close to fully expended.

Non-Federal Share

With 100% of the budget period elapsed, total Non-Federal Share (the sum of California
Department of Education funding and in-kind) is at 120% of budget. This is significant
because the amount of non-federal share required increased by $180,755 with the
Duration award.

e California Department of Education
Actual and estimated non-federal revenues through February 2017 are at 115% of
budget.

e In-Kind
Year-to-date in-kind is at 124% of budget.

The five centers with the highest percentage of goal met were Fairfax, Sunrise Villa,
Planz, Roosevelt, and Vineland. Of 44 centers and groups, 41 exceeded 100% of goal.

15
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COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM
To: il;jget & Fipance Committee
Ui
From: Donna Holland, Fiscal Administrator

Subject: Agenda Item 5c: San Joaquin Early Head Start Budget to Actual
Report for the Period Ended January 31, 2017 - Info Item
Date: March 22, 2017

The following are highlights of the San Joaquin Early Head Start Budget to Actual Report for
the period February 1, 2016 through January 31, 2017, which is at the end of its 12-month
budget period. Monthly budget to actual reports will continue to be presented to the
Committee until this budget period has been closed out.

Base Funds
Staff expect to fully expend these funds.

Carryover Funds

Funds have been obligated for each of the planned facility improvement projects. Facility
projects will be completed within 90 days of the budget period end date, at which time the
funds will be fully expended.

Training & Technical Assistance Funds
These funds have been fully expended.

Non-Federal Share
CAPK'’s requested waiver of Non-Federal Share was approved by Office of Head Start. Actual
Non-Federal Share exceeds the revised budget by over $28,000.
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Prepared 03/09/2017

Community Action Partnership of Kern
Early Head Start - San Joaquin County
Budget to Actual Report
Budget Period: February 1, 2016 - January 31, 2017
Report Period: February 1, 2016 - January 31, 2017
Month 12 of 12 (100%)

BASE FUNDS BUDGET ACTUAL REMAINING | % SPENT REM/:/(I)NING
PERSONNEL 2,935,476 2,843,178 92,298 97% 3%
FRINGE BENEFITS 741,255 670,809 70,446 90% 10%
TRAVEL 14,940 25,957 (11,017) 174% -74%
EQUIPMENT 0 0 0
SUPPLIES 183,254 278,466 (95,212) 152% -52%
CONTRACTUAL 15,702 10,418 5,284 66% 34%
CONSTRUCTION 0 0 0
OTHER 616,176 666,728 (50,552) 108% -8%
TOTAL 4,506,803 4,495,556 11,247 100% 0%
CARRYOVER FUNDS
EQUIPMENT 112,500 107,384 5,116 95% 5%
SUPPLIES 90,000 101,107 (11,107) 112% -12%
OTHER 358,398 352,387 6,011 98% 2%
TOTAL 560,898 560,879 19 100% 0%
TRAINING & TECHNICAL ASSISTANCE FUNDS
TRAVEL 17,981 15,016 2,965 84% 16%
SUPPLIES 15,700 19,329 (3,629) 123% -23%
CONTRACTUAL 16,298 17,414 (1,116) 107% -71%
OTHER 31,918 30,138 1,781 94% 6%
TOTAL 81,897 81,897 0 100% 0%
INDIRECT 489,541 478,157 11,384 | 98%| 2%
GRAND TOTAL EHS FEDERAL FUNDS 5,639,139 5,616,489 22,650 100% 0%
BUDGET ACTUAL REMAINING | % SPENT %
NON-FEDERAL SHARE REMAINING
IN-KIND 360,784 389,554 (28,770) 108% -8%
TOTAL NON-FEDERAL FUNDS 360,784 389,554 (28,770) 108% -8%
Centralized Administrative Cost 8.0%
Program Administrative Cost 2.2%
Total Administrative Cost 10.2%

Budget reflects Notice of Award #09CH010071-02-04
Actual expenditures include posted expenditures and estimated adjustments through 01/31/2017
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COMMUNITY ACTION PARTNERSHIP OF KERN

MEMORANDUM
To: dget & Finance Committee
(13307
From: Donna Holland, Fiscal Administrator

Subject: Agenda Item 5c: San Joaquin Early Head Start Budget to Actual
Report for the Period Ended February 28, 2017 - Info Item
Date: March 22, 2017

The following are highlights of the San Joaquin Early Head Start Budget to Actual Report for
the period February 1, 2016 through February 28, 2017.

Base Funds
With 8% of the budget period elapsed, expenditures are on track.

Training & Technical Assistance Funds
Spending is on track for the first month of the budget period.

Non-Federal Share
With 8% of the budget period elapsed, non-Federal share received and tabulated for this report
is equal to 3% of budget.
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Prepared 03/09/2017

Community Action Partnership of Kern
Early Head Start - San Joaquin County
Budget to Actual Report

Budget Period: February 1, 2017 - January 31, 2018
Report Period: February 1, 2017 - February 28, 2017
Month 1 of 12 (8%)

BASE FUNDS BUDGET ACTUAL | REMAINING | % SPENT REM,:/(I)NING
PERSONNEL 3,065,457 193,802 2,871,655 6% 94%
FRINGE BENEFITS 762,443 62,621 699,822 8% 92%
TRAVEL 20,232 1,772 18,460 9% 91%
EQUIPMENT 0 0 0
SUPPLIES 142,025 13,259 128,766 9% 91%
CONTRACTUAL 5,000 0 5,000 0% 100%
CONSTRUCTION 0 0 0
OTHER 516,213 38,868 477,345 8% 92%
TOTAL 4,511,370 310,321 4,201,049 7% 93%
TRAINING & TECHNICAL ASSISTANCE FUNDS
TRAVEL 17,981 40 17,941 0% 100%
SUPPLIES 14,389 0 14,389 0% 100%
CONTRACTUAL 9,500 0 9,500 0% 100%
OTHER 40,027 367 39,660 1% 99%
TOTAL 81,897 407 81,490 0% 100%
INDIRECT 484,974 29,234 455,740 6%| 94%
GRAND TOTAL EHS FEDERAL FUNDS 5,078,241 339,962 4,738,279 7% 93%
BUDGET ACTUAL | REMAINING | % SPENT %
NON-FEDERAL SHARE REMAINING
IN-KIND 1,269,560 44,236 1,225,324 3% 97%
TOTAL NON-FEDERAL FUNDS 1,269,560 44,236 1,225,324 3% 97%
Centralized Administrative Cost 7.6%
Program Administrative Cost 0.3%
Total Administrative Cost 7.9%

Budget reflects projects the projected annual funding level in Fiscal Year 2017 (Notice of Award #09CH010071-03-00)
Actual expenditures include posted expenditures and estimated adjustments through 02/28/2017
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Community Action Partnership of Kern
San Joaquin Early Head Start
Non-Federal Share and In-Kind

Budget Period: February 1, 2017 through January 31, 2018
Report for period ending February 2017 (Month 1 of 12)

Percent of year elapsed: 8%
FUNDED % OF
ENROLL YTD IN-KIND | GOAL
LOCATION MENT Feb Totals GOAL MET
Home Base - Stockton 72 13,009 13,009 171,723 8%
Home Base - Lodi 48 6,488 6,488 114,482 6%
4th Street 32 7,920 7,920 152,642 5%
California Street 24 5771 5,771 114,482 5%
Home Base - Manteca 24 2,099 2,099 57,241 4%
St. Mary's 16 2,662 2,662 76,321 3%
Lodi UCC 23 3,367 3,367 109,712 3%
Home Base - Tracy 24 1,033 1,033 57,241 2%
Walnut 20 297 297 95,401 0%
Chrisman 22 0 0 104,942 0%
Dorothy Mahin 16 0 0 76,321 0%
Gianone 16 0 0 76,321 0%
Tracy Toddlers 8 0 0 38,161 0%
Kennedy 0 1,553 1,553 0
Administrative Services 0 0 0
Program Services 0 0 21,858 0%
Policy Council 37 37 2,713 1%
SUBTOTAL IN-KIND 345 44,236 44,236 1,269,560 3%
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COMMUNITY ACTION PARTNERSHIP OF KERN
DISCRETIONARY AND FUND RAISING FUNDS
FOR THE MONTH ENDED FEBRUARY 28, 2017

BEGINNING BALANCE (NOTE 1)

CASH RECEIPTS

2016 Awards Banquet Donations

2017 Awards Banquet Donations

Donations

Give Big Kern Donations (net)

Misc. Revenue

Less: Friendship House Quad

Gain on Sale of Vehicles

Interest Income/Union Administrative Fee
TOTAL CASH RECEIPTS

CASH DISBURSEMENTS

Line of Credit Interest Expense
Line of Credit Unused Commitment Fee
2016 Awards Banquet Expenses
2017 Awards Banquet Expenses
Licensing Late Fees - Head Start
Prior Period Cost - EHS Partnership
Prior Period Cost - Pension Contribution
Disallowed Costs - WIC
Labor Settlement
Property Taxes - Vacant Land
Outreach
Fundraising
Miscellaneous Expenses
Indirect Costs
TOTAL CASH DISBURSEMENTS

CASH PROVIDED (USED)

ENDING BALANCE

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

1.

Qo oo

03/01/16- 02/01/17-

01/31/17 02/28/17 TOTAL
402,432.61 402,432.61
58,265.00 a 58,265.00
1,170.00 1,000.00 2,170.00
13,855.01 560.89 14,415.90
1,532.45 1,532.45
7,829.01 7,829.01
(15,000.00) (15,000.00)
7,837.43 7,837.43
1,049.84 105.30 1,155.14
76,538.74 1,666.19 78,204.93
832.31 100.65 b 932.96
2,414.47 2,414.47
20,871.89 a 20,871.89
10.60 1,216.00 1,226.60
10,230.00 10,230.00
0.00 28.01 28.01
0.00 1,534.42 ¢ 1,534.42
2,250.00 11,850.07 d 14,100.07
500.00 500.00
1,964.35 1,964.35
1,125.00 1,125.00
1,749.00 159.00 1,908.00
1,030.64 32.30 1,062.94
2,506.11 723.59 3,229.70
45,484.37 15,644.04 61,128.41
31,054.37 (13,977.85) 17,076.52
433,486.98 419,509.13
Discretionary Cash 221,399.04
Fund Raising Cash 207,164.13
428,563.17
Add: Prepaid 4,179.42
Less: AP (13,233.46)

419,509.13

Net 2016 awards banquet gain was $43,727.94 (@ FYE 2/29/16 = 6,334.83 + 37,393.11 for 2016/17).
Interest expense on operating line of credit advance for $800,000 for one day.
For underpayment of pension contibution for five employees for the 2015/16 plan year.
(1) $10,310 disallowed costs per State Controller's audit of 2014/15 WIC for temporary help costs not
pre-approved by State WIC and (2) $1,540.07 for benefits (vacation and holiday) paid to an ineligible

WIC employee.

Date Prepared: 3/11/17
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