Memorandum
To:

CAPCO Board of Directors

From:

Eden C. Harrington-Hall, Assistant Director

Date:

December 1, 2017

Subject:

Board of Directors Meeting

This is to inform you that a CAPCO Board of Directors meeting will be held
at 12:00 p.m. December 7, 2017 at the Main office.
If you have any questions, or would like additional information about the
Board packet, please call me at CAPCO - 753-6781.

Board Packet November/December 2017

1

Board of Directors Meeting Agenda
December 7, 2017

I

Call to Order

II.

Approval of the October 26, 2017 Meeting Minutes

III.

Standing Committee Reports

! •

Executive Committee/Finance and Audit Committee
 Motion to Receive and File Financial Statements.
 Resolutions:
• 17 – 30 – is seeking your acceptance the selection of the Bonadio Group for the Agency
Wide 2017 Audit.
• 17 – 31 – is seeking your acceptance the proposed Cortland County Getting Ahead
budget for the AEI funding
• 17 – 32 – is seeking your acceptance the approval to upgrade the Blackbaud Financial
Edge Software.
• 17 – 33 – is seeking your acceptance the proposed changes to the Personnel Policies
and Procedures.
• 17 – 34 – is seeking your acceptance the FI application process.
• 17 – 35 – is seeking your acceptance the cell phone reimbursement policy.
• 17 – 36 – is seeking your acceptance the salary scale for CDPAP employees.
• Board Development Committee
 Resolution:
 17 – 37 – is seeking your acceptance the seating of Ashlie Mosher as the Head Start
Policy Council representative.

•

VI.
VII.

PP& E Committee
Executive Director Report
Program Director Reports
WIC
Family Development
Energy Services
Head Start
CDPAP
HR
Head Start Policy Council Update
Old Business

VIII.

New Business

IX.

Executive Session – If Needed

X.

Adjournment

IV.
V.

o
o
o
o
o
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Board of Directors Meeting Minutes
October 26, 2017
I

Meeting called to order at 12:02 p.m.
In attendance: Helen Spaulding, Shelley Warnow, Rama Haidara, Shawn Allen, Pat
Snyder, Elizabeth Haskins, Billie MacNabb, Jeanette Dippo, Ella Clark, Douglas Bentley.
Excused: Penny Prignon, Mary Ann Discenza

II.

Motion for approval of the September 28, 2017 Meeting Minutes made by Ella Clark;
seconded by Elizabeth Haskins. There being no additions or corrections, motion carried.

III.

Standing Committee Reports
•

! •

•

Executive Committee
Finance and Audit Committee
 Motion to Receive and File Financial Statements made by Rama Haidara; seconded by
Shelley Warnow. There being no corrections or additions, motion carried.
 Resolution:
17 – 27 – is seeking your acceptance the Healthy Families budget. Motion for acceptance
made by Ella Clark; seconded by Jeanette Dippo. There being no discussion, motion
carried.

• Board Development Committee
 Resolutions:
• 17 – 28 – is seeking your acceptance the resignation of Paul Cortez, HS/EHS Policy Council
representative to the Board. With regret, motion for acceptance made by Pat Snyder;
seconded by Rama Haidara. There being no further discussion, motion carried.
• 17 – 29 – is seeking your acceptance of the seating of Lynne Sypher as a Private Sector
Representative to the Board. Motion for acceptance with the correction to the date made
by Shelley Warnow; seconded by Billie MacNabb. There being no further discussion, or
corrections, motion carried.
•

PP& E Committee – Include minutes from the Strategic Planning meeting with Board and
Management

IV.

Executive Director Report
 Lindy added some updates
V.
Program Director Reports
• WIC
o Family Development
o Energy Services
 In the process of hiring a building/maintenance person
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o Head Start
o CDS
o HR
VI.

 There are only 6 openings which is better than expected. In the process of
converting spots from HS to EHS
 Currently there are 86 participants and 170 aides.

 Currently there are 300 employees which includes CDS.
Head Start Policy Council Update
 Hope to have the PC rep to the Board in November and Rama is serving as the
Board Rep to PC.

VII.

Old Business

VIII.

New Business
 Combined November/December Board Meeting scheduled for December 7th

IX.

Executive Session – If Needed

X.

There being no further business, motion for adjournment made by Helen Spaulding;
seconded by Rama Haidara.

Meeting adjourned at 12:25 p.m.
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Executive/Finance Committee Minutes

November 29, 2017

Members Present: Helen Spaulding, Penny Prignon, Ella Clark, Rama Haidara, Shawn Allen. Excused:
Shelley Warnow. Staff: Martha Allen, Lindy Glennon.
The committee(s) reviewed the proposals received in response to the Audit RFP. Seven bids were
received, 2 potentials did not respond. See attached for information re: all bids received. The committee
also reviewed a rating profile that could be used in discussion re: choice of auditors. The committee
discussed the bids received. It was noted that, if the Board chooses, they can go with the same audit firm
that has done the most recent CAPCO audits. It was also discussed that they do not have to choose
lowest bid, but, if not, the rationale for making the choice would be indicated. Points of discussion
among Board members included:
The Board and staff have been very satisfied with the current Auditors, Bonadio Group. The presentation
style of audit has worked. The price from Bonadio is in line, and in all but one case, lower than other bids
received. They also included pricing for five years.
Other committee members affirmed the ease of working with the Bonadio group. Appreciation
expressed for presentation style and acknowledged that the auditors have done a good job in educating
the Board about changes, areas to be focused on, upcoming challenges and changes.
Discussion included acknowledging how helpful Bonadio Group has been between audits – helping Board
understand elements of purchasing property when we were doing that. Also acknowledged the benefit
of Bonadios experience with Medicaid programs including CDPAP. This has been significant help for
CAPCO.
After much discussion a motion was made to engage the Bonadio Group as Audit firm for 2017 audit.
Motion made by Shawn Allen, 2nd Ella Clark. Motion carried.
Martha presented the November Finance Report (see attached).
AGENCY
Accounts Payable and Accounts Receivable are current with the exception of Medicaid receivables.
CDS (Consumer Directed Services)
CDPAP billing has been submitted for payment through the payroll ending October 27, 2017.
Currently we are forecasting a net surplus of $208k for CDPAP. We are working on a proposal regarding
increasing salary levels to respond to the increase in the NYS Minimum wage Jan. 1, 2018. We are also
looking to hire an assistant/support staff person for this program. Eden, Lindy and Greg are working on
the job description now.
Volunteer Driver Program – We held the first driver training orientation mid‐November. We have 3
drivers ready to go and 2 more in the process. We are looking to “go live” the week of Dec. 4 or Dec. 11.
EARLY CHILDHOOD DEVELOPMENT
We are working on the conversion of enrollment slots from Head Start to Early Head Start. Bethann, Kristi
and Martha are meeting in early December to develop the budget for the grant application.
ENERGY SERVICES DEPARTMENT
All contracts are in process, no concerns or anomalies to report. We have posted a position for
QCI/Auditor. Denise is working on a succession plan for the workflow as Max moves to part‐time. The
draft State Plan for 2018 is being reviewed. It appears it will include an increase in the Admin rate from
5% to 6% and the minimum funded agencies (including CAPCO) are in at $375,000.
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FAMILY DEVELOPMENT DEPARTMENT
The 2016/2017 CSBG contract is underspent by $45k, which will carry‐over into our 2017/2018 contract.
The 2018 CSBG refunding package for $234,101 is being reduced by $2,341 (1% reduction), bringing the
contract to $231,760. We will do an amendment once we are confirmed with this 1% reduction. We are
waiting on the 2017‐18 contract. We have submitted the contract package for the Healthy Families grant
due to begin Dec. 1, 2017.
WIC
The 2017/2018 WIC Contract was executed on October 12, 2017. The new Nutrition/Breastfeeding
Coordinator starts work on December 4th. Janice VanValkenburg is retiring Dec. 22 after 20+ years with
the WIC program.
Motion to accept and file the November finance report and financials made by Helen Spaulding, 2nd Rama
Haidara. Motion carried.
Martha reviewed information re: approval to upgrade/migrate our financial software from Blackbaud
Financial Edge 7 to Blackbaud Financial Edge NXT (see attached). This migration to a cloud based
platform will allow authorized users secure access to our PO and Financial Edge systems from any device.
Program Directors, with the ability to run reports and drill down to view detail revenue/expense details,
will have access to real‐time financial information for their programs. Motion to approve made by Ella
Clark, 2nd Helen Spaulding – motion carried.
Lindy presented the proposed budget for the Getting Ahead Cortland County proposal. (See attached).
Committee reviewed. Motion to approve, Rama Haidara – 2nd Penny Prignon. Motion carried.
Committee reviewed proposed changes to the Personnel Policies and Procedures (see attached). These
include a statement to clarify for all staff that failure to abide by Personnel Policies and Procedures can
result in disciplinary action up to and including termination. Also includes information re: the new Paid
Family Medical Leave Policy that is a NYS requirement and goes into effect 1/1/8. The changes also
clarify use of accrued leave time for inclement weather in the event the Agency does not close. Motion
to approved made by Helen Spaulding, 2nd Rama Haidara. Motion carried.
Being no further business, the meeting was adjourned at 9:05 a.m.
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FINANCE COMMITTEE REPORT
SUMMARY OF SEPTEMBER 2017 FINANCIAL STATEMENTS
PRESENTED BY Martha Allen
November 29, 2017
AGENCY
We are submitting for your review and approval to upgrade/migrate our financial software from Blackbaud Financial
Edge 7 to Blackbaud Financial Edge NXT. This migration to a cloud based platform will allow authorized users secure
access to our PO and Financial Edge systems from any device. Program Directors, with the ability to run reports and
drill down to view detail revenue/expense details, will have access to real‐time financial information for their
programs.
The 2017 Financial Audit Request for Proposal (RFP) is presented for your review and recommendation.
Accounts Payable and Accounts Receivable are current with the exception of Medicaid receivables.

CDS (Consumer Directed Services)
CDPAP billing has been submitted for payment through the payroll ending October 27, 2017.
Currently we are forecasting a net surplus of $208k for CDPAP. We are working on a proposal regarding increasing
salary levels to respond to the increase in the NYS Minimum wage Jan. 1, 2018. We are also looking to hire an
assistant/support staff person for this program. Eden, Lindy and Greg are working on the job description now.
Volunteer Driver Program – We held the first driver training orientation mid‐November. We have 3 drivers ready to
go and 2 more in the process. We are looking to “go live” the week of Dec. 4 or Dec. 11.
EARLY CHILDHOOD DEVELOPMENT
We are working on the conversion of enrollment slots from Head Start to Early Head Start. Bethann, Kristi and Martha
are meeting in early December to develop the budget for the grant application.
ENERGY SERVICES DEPARTMENT
All contracts are in process, no concerns or anomalies to report. We have posted a position for QCI/Auditor. Denise is
working on a succession plan for the workflow as Max moves to part‐time.
FAMILY DEVELOPMENT DEPARTMENT
The 2016/2017 CSBG contract is underspent by $45k, which will carry‐over into our 2017/2018 contract.
The 2018 CSBG refunding package for $234,101 is being reduced by $2,341 (1% reduction), bringing the contract to
$231,760. We will do an amendment once we are confirmed with this 1% reduction. We are waiting on the 2017‐18
contract. We have submitted the contract package for the Healthy Families grant due to begin Dec. 1, 2017.
WIC
The 2017/2018 WIC Contract was executed on October 12, 2017. The new Nutrition/Breastfeeding Coordinator starts
work on December 4th.
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CORTLAND COUNTY COMMUNITY ACTION PROGRAM, INC.
FINANCE DIRECTOR MONTHLY CHECKLIST
FOR THE MONTH SEPTEMBER 2017
Submitted by Martha Allen on November 29, 2017

ITEM/REPORT
Subsidiary ledgers in balance for the month?
Bank accounts have been reconciled through?
Accounts receivable over 90 days past due
Accounts payable over 90 days past due
NYS Sales and Use Tax Filing
Coporate Tax Returns - IRS 990 & CHAR 500 (rec'd approval of extension)
Coporate Tax Returns - IRS 5500 (Retirement) (rec'd approval of extension)
Quarterly payroll tax returns filed by complete payroll?
Form 1099's
EO 38 Filing

DUE

DATE FILED

N/A
N/A
N/A
N/A
3/21/2017
10/15/2017
10/16/2017
qtrly
1/31/2017
6/30/2017

yes
Apr-17
yes - Medicaid
none
3/16/2017
9/21/2017
10/13/2017
yes
1/30/2017
6/30/2017

Program Reports
CSBG 2017‐2018 py
20% Expenditure report
45% Expenditure report
70% Expenditure report
1st Qtr Program/Fiscal Attestation Forms
2nd Qtr Program/Fiscal Attestation Forms
3rd Qtr Program/Fiscal Attestation Forms
4th Qtr Program/Fiscal Attestation Forms
1st qtr MWBE Reports
2nd qtr MWBE Reports
3rd qtr MWBE Reports
4th qtr MWBE Reports
Unaudited Financial Statements - Contract
Unaudited Financial Statements - 16.17 Contract

1/31/2018
4/30/2018
7/31/2018
10/31/2018
1/10/2018
4/10/2018
7/11/2018
10/10/2018
11/30/2018
11/30/2017

Energy Services
WAP 17‐18 PY
Monthly Voucher to Energy Services for presentation to DHCR
1st qtr MWBE Reports (April-June)
2nd qtr MWBE Reports (July-September)
3rd qtr MWBE Reports (October-December)
4th qtr MWBE Reports (January-March)
Unaudited Financial Statements

10th of month
7/10/2017
10/10/2017
1/10/2018
4/10/2018
5/31/2018

11/6/2017
7/7/2017
10/10/2017

4/30/2017
7/30/2017
10/30/2017
1/30/2018

4/8/2017
7/17/2017
10/30/2017

Head Start & Early Head Start
Quarterly Form 425: Enter in Payment Management System (PMS)
1ST QTR (January - March)
2ND QTR (April-June)
3RD QTR (July-September)
4TH QTR (October-December)
Form 425 due: Upload to GRANT SOLUTIONS - 17-18 py
semi-annual (June-November)
annual (June-May)
final (June-May)

1/30/2018
7/30/2018
10/30/2018

WIC 16‐17py
Monthly Voucher (due 45 days after month end)
Final Voucher

Month of September 2017
11/15/2017

CDPAP
Cost Report (Year Ending 12/31/2016)
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11/14/2017
11/14/2017

CAPCO
Balance Sheet

10/31/2017

9/30/2017

8/31/2017

7/31/2017

6/30/2017

ASSETS

CURRENT ASSETS
Cash

$697,027.22

$600,210.41

$545,912.53

$559,568.99

$603,743.15

Grants Receivable

$470,812.74

$485,773.81

$338,842.82

$360,071.02

$367,709.94

ACCOUNTS RECEIVABLE

$0.00

$0.00

$0.00

$0.00

$0.00

ACCOUNTS RECEIVABLE

$0.00

$0.00

$0.00

$0.00

$0.00

ACCOUNTS RECEIVABLE

$296,282.26

$543,004.51

$453,332.98

$530,441.27

$472,884.69

$54,874.00

$54,874.00

$54,874.00

$54,874.00

$54,874.00

($196.36)

($196.36)

($196.36)

($196.36)

($196.36)

$0.00

$0.00

$0.00

$0.00

$0.00

Accounts Receivable

Less: ALLOWANCE FOR DOUBTFUL ACCOUNTS
MEDICAID VARIANCE RECEIVABLE
OTHER RECEIVABLES
OTHER RECEIVABLES

$0.00

$0.00

$0.00

$0.00

$0.00

OTHER RECEIVABLES

$16,788.65

$16,663.65

$16,500.28

$16,390.28

$16,500.28

$258,000.55

$504,597.80

$414,762.90

$491,761.19

$434,314.61

Net Accounts Receivable

Prepaid Expenses
TOTAL CURRENT ASSETS

$132,455.32

$145,454.33

$129,333.66

$40,305.12

$44,643.11

$1,558,295.83

$1,736,036.35

$1,428,851.91

$1,451,706.32

$1,450,410.81

PROPERTY AND EQUIPMENT
Vehicles, furniture and equipment
Building
NET PROPERTY AND EQUIPMENT AT COST
Less Accumulated Depreciation
TOTAL PROPERTY AND EQUIPMENT

SOFTWARE DEVOLPMENT COSTS

TOTAL ASSETS

$767,126.53

$762,855.84

$765,175.78

$760,522.37

$762,849.66

$1,176,680.16

$1,176,680.16

$1,176,680.16

$1,176,680.16

$1,176,680.16

$1,943,806.69

$1,939,536.00

$1,941,855.94

$1,937,202.53

$1,939,529.82

($1,052,076.57)

($1,052,076.57)

($1,052,076.57)

($1,052,076.57)

($1,052,076.57)

$891,730.12

$887,459.43

$889,779.37

$885,125.96

$887,453.25

$0.00

$0.00

$0.00

$0.00

$0.00

$2,450,025.95

$2,623,495.78

$2,318,631.28

$2,336,832.28

$2,337,864.06

$127,535.00

$147,986.43

$13,422.00

$22,471.35

LIABILITIES AND NET ASSETS
CURRENT LIABILITIES
Accounts Payable

$133,091.65

Payroll taxes and Accruals

$226,281.11

$222,794.89

($102,797.36)

$47,340.57

$68,850.78

Other Current Liabilities

($62,641.20)

($62,541.20)

($62,541.20)

($62,193.20)

($62,319.95)

Defered Income

$154,537.85

$156,925.35

$131,023.35

$133,859.35

$136,695.35

Total CURRENT LIABILITIES

$451,269.41

$444,714.04

$113,671.22

$132,428.72

$165,697.53

LONG-TERM DEBT

$335,422.99

$336,193.07

$336,933.20

$337,670.62

$338,432.77

$786,692.40

$780,907.11

$450,604.42

$470,099.34

$504,130.30

$1,663,333.55

$1,842,588.67

$1,868,026.86

$1,866,732.94

$1,833,733.76

$2,450,025.95

$2,623,495.78

$2,318,631.28

$2,336,832.28

$2,337,864.06

TOTAL LIABILITIES

NET ASSETS

Total LIABILITIES AND NET ASSETS
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Resolution of the Board of Directors
of
Cortland County Community
Action Program, Inc.
Resolution No.17-30

W

HEREAS, the Cortland County Community Action Program, Inc. Finance and
Executive Committees has evaluated all bid proposals to perform the 2017

agency wide Audit and are recommend that the Bonadio Group's proposal be accepted. as

W

presented, and
HEREAS, the Cortland County Community Action Program, Inc. Board of Directors has

I

reviewed the proposal and point system and accepts as presented.

T IS HEREBY RESOLVED that on December 7, 2017 the Board of Directors adopts for
acceptance the bid from the Bonadio Group to perform the2017 agency wide audit.
_________________
President

________________
Date
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2017 AUDIT REQUEST FOR PROPOSAL EVALUATION

Factors

Point
Range

Prior experience auditing CAP agencies

0-5

Prior experinece auditing similar programs funded by NYS

0-5

Prior experience auditing programs financed by the
Federal Government

0-7

Prior experience auditing similar county/local government
activities

0-3

Prior experience auditing nonprofit organizations

0-7

Prior experience designing and/or installing accounting
systems

0-5

Adequate size of the firm

0-5

Minority/small business

0-5

Audit team makeup

0-10

Overall supervision to be exercised

0-5

Prior experience of the individual audit team members

0-10

Adequate coverage (work to be performed)

0-10

Realistic time estimates of each audit step

0-5

Price

0-18
Maximum Points:
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Grossman ST.
Amour CPAs The
Mengel, Metzger,
(Green &
Bonadio
Barr & Co
Seifter)
Group

100

11

EFPR Group (Toski & Co)

Sciarabba,
Walker & Co

Davidson,
Fox & Co.

Insero & Co.

2017 Audit RFP - Evaluations
FIRMS

Prior experience auditing CAP
agencies

Mengel, Metzger, Barr & Co, LLP

3 Agencies: Pro Action of Steuben and 9 Agencies
Yates, Inc., Action for a Better
Community, Inc., Economic Opportunity
Program, Inc.

Green & Seifter CPAs, PLLC

WIC, CSBG, CDPAP

The Bonadio Group

EFR GROUP LLP (Toski & Co.)

Prior experinece
auditing similar
programs funded
by NYS

Prior
Prior
Prior
Prior
experience
experience
experience experience
auditing
auditing
auditing
designing
programs
similar
nonprofit
and/or
financed by the county/local organizations installing
Federal
government
accounting
Government
activities
systems
7 Agencies

Headstart

12 agencies

15 Agencies

10 Agencies

Overall
Prior experience of the
supervisio individual audit team
n to be
members
exercised

Adequate coverage
(work to be
performed)

Realistic time
estimates of each
audit step

Price 5 year proposal Peer Review
Letter

NFP Team - 30
professionals, Total Firm
- 100 staff including 19
Partners

Engagement Partner - Kathy
Stickler,CPA, Audit Senior Ehan Moss, Quality Control
Reviewer - Judy McIntosh,
CPA

Partner

Engagement Partner - 25 years, Prelim Planning, Fieldwork,
Audit Senior - 5 years, Quality
Draft Financials, meet with
Control Reviewer - 35 years
management, finance
committee/board

not provided

$ 20,000

34 Agencies

not provided

Partner - Linda Gabor, CPA,
CFE, Audit Manager - Jaimie
P. Galante, CPA, Senior Tax
Manager - Teresa J. Cayea

Partner

Partner - 15 years, Audit
Prelim Planning, Fieldwork,
Manager - years not given, Senio Draft Financials, meet with
Tax Manager - 20 years
management, finance
(resumes included)
committee/board

Propose September
FC/Board meeting for
presentation

$ 19,900 2018 - $20,500,
2019 - $21,100,
2020 - $21,750

92 agencies

Firm - 750 staff,
including
140+partners/principals
and 110+ managers

Engagement Partner - Gail
Kinsella, CPA, CGMA,
Advisory Partner - Bettina
Lipphardt, CPA, Audit
Manager - Lisa Hann, CPA,
Quality Assurance Partner Kristen Clark, CPA, FHFMA

Partner

Engagement Partner - 30 years,
Advisiory Partner - 20 years,
Audit Manager - years not given,
Quality Assurance Partner - 30
years

NFP Team - 40 staff,
Total Firm - 200 staff
including 35 partners
and directors

Engagement Partner Douglas E. Zimmerman,
CPA, Director in Charge David S. Gabel, CPA, Tax
Director - John O'Brien,
MBA, MST, Senior
Accountant - Robert W.
Mohring, CPA, Staff
Accountant - to be assigned.

Partner

Engagement Partner - 30 years, Planning, Systems evaluation May 2018 Audit
$ 15,900
Director in Charge - 28 years,
Testing, Reporting
Fieldwork, June 1st
Tax Director - 39 years, Senior
Draft reports, July 2018
Accountant - years not given
FC/Board presentation

50 Staff, including 5
Partners

Managing Partner - David
Iles, CPA, Audit Department
Head - Renata Dabrowska,
CPA, Audit Supervisor Charis Mott, CPA, Senior
Accountant - Megan Dake,
CPA

Partner

Managing Partner - 30 years,
Audit Department Head - years
not given, Audit Supervisor 2011 joined firm and CPA since
2016, Senior Accountant - joined
firm in 2014

7 agencies
(CAPCO auditors
from 2007 to
2011)

Crowley & Halloran CPAs, P.C.

Prelim Planning (upon hiring), Dec 2017 Intermin
$ 17,690
Intermin testing, Aduit
testing, April 2018 Audit
fieldwork, Draft report to
fieldwork, June 2018
FC/Board
FC/Board meeting for
presentation

Prelim Planning, Fieldwork,
Draft Financials, meet with
management, finance
committee/board

Upon engagement will $ 19,050
present letter with detail
schedule of dates

not provided

9/3/2015

1/25/2012

2018 - $18,100,
2019 - $18,500,
2020 - $18,900,
2021 - $18,900

9/12/2014

not given

5/30/2017

not provided

11/5/2014

No Bid Received

Cuddy & Ward, LLP

No Bid Received

Davidson, Fox & Company, LLP

Insero & Co., CPAs

Audit team makeup

10 Agencies (25%
of Business)

5 NYS Agencies 500 agencies

Sciarabba, Walker & Co., LLP

Adequate size of Minority/
the firm
small
business

EOP of Chemung County

HSEHS - EOP
Chemung County
and Ithaca School
Districts

Testone, Marshall & Discenza
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Listed 3 Agencies
for References Family Enrichment
Network,
Opportunities for
Broome, Addiction
Center of Broom
County

not provided

Engagement Partner - Tera
Stanton, CPA, CGMA, Audit
Senior - Andrea Shapley,
CPA, Staff Accountants - not
yet assigned

Partner

Engagement Partner - 15 years, Prelim Planning, Fieldwork,
Audit Senior - years not given
Draft Financials, meet with
management, finance
committee/board

December Interim work, $ 23,800 not provided
March/April Filedwork,
June 1st draft financials,
Client schedules
FC/Board meeting to
attend

200 Agencies

Total Firm - 125
employees

Audit Partner - Duane R.
Shoen, Audit Manager Colleen M. Stannard,
Supervisor - Evan P.
Cleveland, Senior Accountant
- Conrad R. Whyte

Partner

Audit Partner - 25 years, Audit
Prelim Planning, Fieldwork,
Manager - 18 years, Supervisor - Draft Financials, meet with
years not given, Senior
management, finance
Accountant - with firm since 2013 committee/board

not provided

Merged with Bonadio Group

12

10/28/2015

$ 21,200 2018 - $21,500, 1/15/2015
2019 - $21,800,
2020 - $22,000,
2021 - $22,200

Resolution of the Board of Directors
of
Cortland County Community
Action Program, Inc.
Resolution No.17-31

W

HEREAS, the Cortland County Community Action Program, Inc. Finance and
Executive Committees has reviewed the proposed Cortland County Project Getting

Ahead budget in the amount of $506,000.00 for a two year period, and has recommended
accepting as presented, and

W

I

HEREAS, the Cortland County Community Action Program, Inc. Board of Directors has
reviewed the Cortland County Project Getting Ahead budget and accepts as presented.

T IS HEREBEY RESOLVED that on December 7, 2017 the Board of Directors adopts for
acceptance the Cortland County Project Getting Ahead budget.
_________________
President

________________
Date
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3.2.3.6
Item
GA Coordinator
GA Facilitator/Trainer
GA Facilitator (Pt. time)
Success Coach
HSE Tutor (Pt. time)
Fringe for all positions

Getting Ahead Groups

R Rules Groups

Administration

Employment Resource Network
(ERN) Consultant

Opportunity Community

Direct Beneficiary
Total

Year 1
AEI

Year 1
Inkind

35,100
31,200
15,600
31,200
15,600
52,421

11,486

1,293

37,703

Year 2
AEI

Year 2
Inkind

35,100
31,200
15,600
31,200
15,600
52,421

7,040

6,000

1,000

23,000

10,888

431

70,200
62,400
31,200
62,400
31,200
104,842

Justification
Coordinator for program, Employee Resource Network - Full Time 37.5 hrs. per week @ $18 per hour, sustainability after grant
period with implementatino of ERN
Facilitator/Trainer for Getting Ahead (GA) groups - full time, 37.5 hrs per week @ $16 per hour
Facilitator for GA groups, 20 hrs. per week @ $15 per hour
Full time, 37.5 hrs. per week @ $16 per hour
Part time, 20 hours per week @ 15 per hour
FICA @ $9,846; SUI @ $1545; Wk. Comp @ $1107; Dis @ $337; Health/Dental Ins. @ $35,725; 401(k) @ $3861

7,040

Participants Stipends @ $10 per hour, per session - $25 (2.5 hrs) x 16 sessions x 12 participants x 2 classes per year = $9600 per year;
Workbooks @ $16.50 per x 12 part. + 8% s/h x 4 classes = $856 ; Supplies(flip charts, paper, folders, calendars @ $15 per person
(12) per class x 4 classes = $720; facilitator training 2 3-hour onlines sessions x 2 facilitators ($598); 4 fiscal literacy workshops led by
Certified Financial Counselor @ $250 each = $1000; In-Kind food @ $7680 and meeting space @ $6400. To be sustained by
36,454 training community facilitators.

3,000

Stipends for participants successful completion @ $50 educational supply gift card x 10 participants x 2 groups = $1000; Workbooks
@ $15 ea x 10 x 2 classes = 8%s/h = $324; Supplies (flip charts, folders, markers, calendars) @ $20 per person x 2 classes = $400; In10,724 kind food @ $4500 ($5 per person per session x 2); In-kind meeting space $4500

31,207

Program Admin: Space located in CAPCO facility, costs determined by quare footage to include space, utilities, water, maintenance
= $9950 per year; Phone/internet $1260 py; Office supplies/copies @ $500 per FTE = $2000; Computer @ $813 ea. X 3= $2886,
monitors @ $149 ea. X 3= $447); desk/chairs @ $500 per person x 3 = $1500; In-kind 2 desks, 2 chairs - $1000. Agency Admin:
Includes Admininstrative Staff , OTPS and Contractual Services (Audit, Payroll, IT, Financial Software) Cost, Year 1 $20,660, Year 2
69,910 $18,997

7,000

Consultant to support development, planning, implementation of Employee Resource Network to be free standing program. To
include support in developing program, recruiting staff, recruiting and presentations to employers, staff training; tools/templates for
reporting, data collection; annual reporting, planning for years 2-3 and program evaluation (Year 1 @ $20,500, Yr 2 @ $4500). $2500
per year for Salesforce Data Management Tool for data collection/analysis. To be sustained by employers purchasing shares and
30,000 CAPCO serving as consultant to additional communities to start ERN

19,310

500

20,810

2,200

5,000

1,000

5,000

1,000

278,913

15,540

256,457

12,240
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Total

Cortland County Getting Ahead

Leadership for Change led by Dr. Donna Beegle ($8510); Propserity Summit - Dr. Beegle led training for community
partners/leaders ($8663); 2 in person Coaching sessions and after conference technical support ($12660); Opportunity Conferencefull day conference for low-income/underserved participants to support, network, collaboration and to build community attachment
led by Dr. Beegle - $8846; materials @ $15 per person (100 participants) = $1500; Inkind space for 2 days @ $1500 and inkind food
42,820 for Opp. Conf. at $1200.
Training/TA for participants in employer planned/supported training - up to $500 per student for 20 students (10 each year) for
training costs not covered by Pell/TAP; supplies (tools, toolbelts, work boots, etc.); transportation (bus passes/gas cards) = $10,000;
12,000 Inkind for same type additional support at $2000.
563,150
14

Cortland County Community
Action Program, Inc.
Resolution No.17-32

W

HEREAS, the Cortland County Community Action Program, Inc. Finance and
Executive Committees has been informed about the proposed upgrade to the

Blackbaud Financial Edge software, and has recommended accepting as presented, and

W

HEREAS, the Cortland County Community Action Program, Inc. Board of Directors has
reviewed the Finance and Executive Committees recommendation to upgrade the

Blackbaud Financial Edge software and accepts as presented.

I

T IS HEREBEY RESOLVED that on December 7, 2017 the Board of Directors adopts for
acceptance the upgrade of software.
_________________
President

________________
Date
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Proposal to migrate from Financial Edge 7 to Finacial Edge NXT ‐ a cloud based system.
Current FE7 vs FE NXT configuration:
Financial Edge NXT

FE NXT: Pro

Core Modules
General Ledger

✔

✔ 3 Licenses

Projects, Grants and Endowments

✔

✔
✔

Accounts Payable with EFT
Cash Management

✔

✔

Advanced Security

✔

✔
✔

FE Hosting
Budget Management

✔

✔

Purchase Orders

✔

✔

Cash Receipts

✔

✔
✔

Accounting Forms
Additional Modules

✔

Accounting Queue
✔

✔

Allocation Management

✔

✔

WebPortal (WebPurchasing & WebInvoicing)

✔

✔

✔

✔

Accounts Receivable with EFT
Fixed Assets

WebPortal (WebPurchasing & WebInvoicing) Additional Users
View Only Access & Additional Users
Consolidation Management
Payroll
Student Billing
Other Add Ons
FE Additional Database
Test Environment
SKY API Additional Usage
Support
✔

Phone Support

Financial Edge NXT Investment Details: Annual NXT loyalty migration subscription rate listed below will
displace current support and maintenance for FE7 of approximately $8,071/year 1, $8,878/year 2 and
$9,765/year3, (support and maintenance increase ~10% annually and the NXT subscription rate is locked
in for 36 month term)

Product/Service

Year 1

Year 2

Year 3

FE 7 Support & Maintenance Displaced cost
FE NXT Pro Subscription (details listed above) w/ FE NXT Learn
more Training bundle
Total Annual Investment
Total Increase to Annual Budget

($8,071)

($8,878)

($9,765)

$11,417

$11,417

11,417

$11,417

$11,417

$3,346

$2,359

$1,652
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List $14,570

$11,417

Cortland County Community
Action Program, Inc.
Resolution No.17-33

W

HEREAS, the Cortland County Community Action Program, Inc. Finance and
Executive Committees have reviewed the proposed changes to the Personnel

Policies and Procedures and has recommended accepting as presented, and

W

I

HEREAS, the Cortland County Community Action Program, Inc. Board of Directors has
reviewed the proposed changes and accepts as presented.

T IS HEREBEY RESOLVED that on December 7, 2017 the Board of Directors adopts for
acceptance the changes to the Personnel Policies and Procedures.
_________________
President

________________
Date
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POLICY AND PROCEDURES MANUAL
Effective Date: June 23, 2016December 7, 2017
PURPOSE/POLICY

This Personnel Policies and Procedures Manual (“Manual”) contains information about the employment
policies and practices of CAPCO. All employees, including managers and Supervisors, are expected to
familiarize themselves with its contents, as it will provide an understanding and answer many questions
concerning policies and procedures and your employment at CAPCO. This Manual serves to provide
management and staff members with an understanding and approach to administering personnel,
payroll, and human resource department policies and procedures. This Manual supersedes and replaces
any and all prior Personnel Policies and Procedures Manuals and Employee Handbooks as well as
inconsistent verbal or written policy statements. An employee’s failure to adhere to the policies and
procedures contained in this Manual may lead to disciplinary action, up to and including termination of
employment.
The Board of Directors and Agency leadership believes that we accomplish the vision and mission of
CAPCO together (see Mission, Vision, and Value Statements). Because of this we believe that full
transparency about Personnel Policies and Procedures is important.
This Manual covers many of the situations that will affect employees’ day to day work life in the Agency,
but not all. This Manual is not an employment contract and does not create contractual obligations, nor
is it a contract guaranteeing employment for any specific duration; either the employee or CAPCO may
terminate this relationship at any time, for any reason. No oral statements by Supervisors or
management can create a contract or modify their status as an employee at-will. As an employee at-will,
an employee may quit at any time, with or without notice. CAPCO has the same right to terminate
employment. Only the Executive Director or the Board of Directors has the authority to create an
employment contract, and such contracts must be in writing and signed by the appropriate parties to be
valid.
Please contact your Supervisor or the Human Resource Director for specific questions and concerns or
suggestions for the Manual. The Agency reserves the right to revise, supplement, or rescind any
policies or portion of the Manual from time to time as it deems appropriate, in its sole and absolute
discretion. Employees will, of course, be notified of such changes to the Manual as they occur
through official notices.
PROCEDURE

1. The Manual will generally be distributed to the Board of Directors, administrators, Supervisors,
and all current and newly hired CAPCO employees.
2. The Manual applies to employees or volunteers.
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3. In response to updated regulations, laws, personnel, payroll, and human resources best
practices, the Executive Director reserves the right to revise, delete, add, or otherwise change
the provisions of this Manual.
4. Changes to this Manual will be communicated to and acknowledged by all staff prior to a
changed policy’s implementation. Communication and staff acknowledgement of changes to this
Manual can be done electronically or via physical distribution/sign-off.
5. Written authorization and approval from the Board of Directors and Head Start Policy Council is
required prior to changing/updating the Manual.
6. No oral statements or representations can change the provisions of this Manual.
INCLEMENT WEATHER AND OTHER EMERGENCIES
Effective Date: June 23, 2016 December 7, 2017
PURPOSE/POLICY
CAPCO monitors and keeps employees informed of changing weather conditions and other emergency
situations before, during, and after the event. The Agency strives for safety for all employees in the
event of inclement weather, and other emergency situations, through staff support systems.
PROCEDURE
1. The Executive Director determines if the Agency will open or remain open in the event of severe
weather conditions or other emergencies. If the decision is made not to open the Agency, the
phone message will be changed to state that CAPCO is closed due to inclement weather.
2. If the Agency is closed or closes early due to inclement weather, the Executive Director or her/his
designee will send a notification to employees using the designated CAPCO contact system. The
closure will also be posted on local radio and television stations as available.
3. If the Agency is closed or closes early due to inclement weather, employees are paid for the
hours they were scheduled to work.
4. If the Agency remains open and the weather is questionable, employees are to determine if they
feel it is safe to try and come to work or leave early. If a nonexempt employees chooses not to
come in to work, chooses to leave early, or chooses to come in late, he/she will not be paid for
hours not worked, but may use accrued time off benefits, to be determined based on the
accrued leave policies stated in this Manual. If an exempt employee chooses not to come to
work and is absent for a full day, he/she will not be paid for that day, but may use accrued time
off benefits, to be determined based on the accrued leave policies stated in this Manual. The
employee must contact her/his Supervisor prior to the scheduled starting time to indicate if and
when he/she will be arriving to work.
5. If the Agency is open and the employee chooses not to come to work or chooses to leave early
and then the Agency closes, he/she will receive pay for the hours the Agency closed provided
he/she was scheduled to work.
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6. Employees who are not scheduled to work, or using personal time off benefits, or on any other
paid or unpaid type of absence are not eligible for paid time off due to weather-related or other
emergencies.
7. In the event of a fire, storm, or other emergency, safety is most important. Employees are to
move to a position of safety or exit the building as quickly as possible. Employees are required to
follow written evacuation and safety procedures.
[HEAD START SPECIFIC]
SNOW DAYS
In additions to the procedures above, the Head Start/Early Head Start Program may be delayed or shut
down due to inclement weather while the CAPCO Agency remains open. In general, the Head Start/Early
Head Start Program makes determinations for delaying or shutting down the program based on the
shutdown decisions of the local school districts, particularly when the Head Start/Early Head Start
classrooms are located in schools. In rare instances, some Head Start/Early Head Start classrooms may
shut down while others remain open
a. If the Head Start/Early Head Start classrooms are on a delay or shutdown due to
inclement weather, the Head Start Program Director or her/his designee will send a
notification to Head Start/Early Head Start employees using the designated CAPCO
contact system.
b. The Head Start Program Director or her/his designee will contact Channel 3, 5, 9 local
news stations and Channel 10 YNN news to further communicate with staff and inform
participant families of delays and program closings.
c. The Head Start Program Director or her/his designee will contact Cortland and Ithaca
area radio stations to further communicate any delays or program closings.
d. If a Head Start/Early Head Start classroom is on a delay, all Head Start/ Early Head Start
staff, including Education staff, are still to report to work at their regularly scheduled
time.
e. PAID FAMILY LEAVE

Effective Date: December 7, 2017

PURPOSE/POLICY

Beginning January 1, 2018, the New York State’s Paid Family Leave (PFL) program will provide employees
with wage replacement during time away from their job in order to bond with a child, care for a close
relative (defined as child, parent, parent-in-law, grandparent, grandchild, spouse or domestic partner)
with a serious health condition (an illness, injury, impairment, or physical or mental condition that
involves: Inpatient care in a hospital, hospice or residential care facility; or continuing treatment or
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continuing supervision by a health care provider), or to help relieve family pressures when someone is
called to active military service.
PROCEDURE

1. To be eligible for Paid Family Leave, employees must have been employed full-time for 26 weeks
or part-time for 175 days by a covered employer, at the time they apply for benefits.
2. Paid Family Leave will run concurrently with FMLA but employees cannot receive PFL and
Disability benefits at the same time.
3. An employee may choose whether to charge all or part of the family leave time to unused
vacation/personal leave and receive full salary; or, to not charge benefit time and receive the
benefit provided.
4. To be eligible, employees must present certification from a health care provider treating the
family member. For adoption and foster care of child, documentation is also
required. Employees must provide at least 30 days advance notice of their intention to use Paid
Family Leave, or if the event was not foreseeable, notice must be provided as soon as practicable.
5. Income replacement will be paid for by an insurance policy procured by the Agency on
behalf of the employees, the full cost of which will be paid by payroll contributions
of the employee.
6. Maximum employee contribution has been set at 0.126% of an employee’s weekly wage,
up to and not to exceed 0.126% of the statewide average weekly wage (SAWW).
7. The provisions of the New York State Paid Family Leave program and the Federal Family
and Medical Leave Act are not the same. However, to the extent that an employee is
eligible for leave under both statutes, the leave must be taken concurrently.
8. The new policy will be phased in over four years, beginning January 1, 2018. A chart
detailing the phase-in schedule during the four-year period is below:

Year

Max # of Weeks (In 52-Week
Period)

Percentage of Employee
Salary

Cap Percent of the State
Average Weekly Wage

1/1/2018

8

50%

50%

1/1/2019

10

55%

55%

1/1/2020

10

60%

60%

1/1/2021

12

67%

67%
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Cortland County Community
Action Program, Inc.
Resolution No.17-34

W

HEREAS, the Cortland County Community Action Program, Inc. Board of Directors
having jurisdiction over Cortland County Community Action Program, Inc. hereby

attest that as an FI it is its own entity separate from other agency operated programs.

I

T IS HEREBEY RESOLVED that on December 7, 2017 the Board of Directors certifies the above
statement is true.

__________________

___________________

____________________

Shawn Allen

Shelley Warnow

Rama Haidara

__________________

___________________

____________________

Helen Spaulding

Douglas Bentley

Elizabeth Haskins

__________________

___________________

____________________

Douglas Bentley

Ella Clark

Penny Prignon

__________________

___________________

___________________

Mary Ann Discenza

Billie MacNabb

Jeanette Dippo

__________________
Patrick Snyder
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Resolution of the Board of Directors
of
Cortland County Community
Action Program, Inc.
Resolution No.17-35

W

HEREAS, the Cortland County Community Action Program, Inc. Executive
Committee has reviewed the proposed cell phone reimbursement policy and has

recommended accepting as presented.

W

I

HEREAS, the Cortland County Community Action Program, Inc. Board of Directors has
reviewed the proposed policy and accepts as presented.

T IS HEREBEY RESOLVED that on December 7 2017 the Board of Directors adopts for
acceptance Cell Phone reimbursement policy.
_________________
President
________________
Date
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Cortland County Community Action Program, Inc. (CAPCO)
•

32 North Main Street  Cortland, NY 13045
Phone: (607) 753-6781  Fax: (607) 758-3620  www.capco.org

Head Start  Early Head Start  Energy Services  WIC  Consumer Directed Personal Assistance  Family Development

Proposed Cell Phone Reimbursement Policy – 12/2017
•

CAPCO will reimburse for personal cell phone usage for positions that are programmatically predetermined to require cell phone usage in the completion of job duties and in the scope of the
position’s roles and responsibilities. Positions that require cell phone usage will be delineated on
respective job descriptions.

•

CAPCO will reimburse on two (2) categories of cell phone usage:
1.) Call/Text—reimbursement rate: $10/month
a. Position requires consistent use of cell phone for the purposes of making/receiving
phone calls and text messages within the scope of position and job duties.
2.) Call/Text/Data—reimbursement rate: $20/month
a. Position requires consistent use of cell phone for the purposes of making/receiving
phone calls and text messages within the scope of position and job duties.
b. Additionally, position requires consistent use of cell phone for mobile access to
internet connectivity in completion of job duties.

•

For programs that require a cell phone (i.e. WIC Peer Counselors, Energy Services crew) and an
employee does not have one or chooses not to use their personal cell phone for CAPCO business,
the Agency would provide the required cell phone and access. Those staff who use an Agencyprovided cell phone for any personal use will be required to reimburse the Agency at the
determined monthly rate based on position requirement.

Positions, at this time, determined to require cell phone usage:
Energy Services
Position:
ES Director
QCI Auditor
Crew Foreman
Heating Tech

Use
Reimbursement
Call/Text/Data
N/A
Call/Text
N/A
Call/Text
TBD
Call/Text
$10

WIC
Position:

Use
Reimbursement
Call/Text/Data
$20

WIC Director
Nutritionist/Breastfeed.
Coor.
Call/Text

Family Development
Position:
Family Dev. Director
Adult Edu. Coordinator
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$10

Use
Reimbursement
Call/Text/Data
$20
Call/Text
$10

Reimburse CAPCO
$20
$10
TBD
N/A

Head Start/Early Head Start
Position:
HS/EHS Director
HS/EHS Asst. Director
Family Engagement
Coor.
Health Services
Coordinator
Edu/Spec. Needs Coor.
Classroom Supervisors
Administration
Position:
Executive Director
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Use
Reimbursement
Call/Text/Data
$20
Call/Text
$10
Call/Text

$10

Call/Text
Call/Text/Data
Call/Text

$10
$20
$10

Use
Reimbursement
Call/Text/Data
$20

Resolution of the Board of Directors
of
Cortland County Community
Action Program, Inc.
Resolution No.17-36

W

HEREAS, the Cortland County Community Action Program, Inc. Executive
Committee has reviewed the proposed changes to the salary scale for the

Consumer Directed Personal Assistance Program (CDPAP) employees.

W

I

HEREAS, the Cortland County Community Action Program, Inc. Board of Directors has
reviewed the proposed changes and accepts as presented.

T IS HEREBEY RESOLVED that on December 7, 2017 the Board of Directors adopts for
acceptance the salary scale for CDPAP employees.
_________________
President
________________
Date
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CDPAP Proposed Changes in Staff Wages:
Increase staff to Minimum Wage = $9.40 to $10.40 per hour
Longevity Increase - Hire Date:
2016 = 1% increase
2015 = 1.5% increase
2014 and prior = 2% increase
Adjust staff per hour rate to New Hire Range

CDPAP - Current Hiring Ranges
Personal Assistant
Tier 1
Tier 2
Tier 3

Low
$
$
$

Effective Date of Proposed Changes 10/14/2017
Retro Pay - 10/14/17 to 11/24/2017
$

9.75
10.00
11.00

$
$

10.50
12.00

6,285

Impact to 2018 Budget
Proposed Staff Increases
New Position HR Assistant 40% of Salary
Total 2018 Cost (includes Fringe)

$
$
$

57,923
15,795
73,718

NOTE: Forecasted 2017 Net Surplus

$

208,000
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CDPAP - Proposed Hiring Range
Low
Personal Assistant
Tier 1
$ 10.40
Tier 2
$ 10.65
Tier 3
$ 11.25

High

$ 11.20
$ 12.25

Board Development Committee
November 21, 2017

In attendance: Mary Ann Discenza, Jeanette Dippo. Staff: Eden Harrington-Hall
Meeting to order at 8:45 a.m.
Board Self-Assessment
Eden shared the tool used in previous years for the Board self-assessment and asked the group if
anything should be added, deleted, etc. By establishing a common understanding of board roles
and responsibilities and measuring our board’s performance against these recognized roles and
responsibilities, the board can focus on what’s critical for success. In the past it was noted that
some board members know more than they think they know. This tool will help identify those
and also be used to determine what board training might be needed. All present agreed the tool
is still relevant. Eden will do a Survey Monkey to get responses. We hope to do this in
December.
PC Representative to the Board
At the November 14th Policy Council meeting Ashlie Mosher has agreed to be the PC rep to the
board. Ashlie has completed the application packet and her recommendation to the board will
be made at the December 7th meeting.

There being no further business, meeting adjourned at 9:15 a.m.
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Resolution of the Board of Directors
of
Cortland County Community
Action Program, Inc.
Resolution No. 17 -37

W

HEREAS, the Cortland County Community Action Program, Inc. Board of
Directors has reviewed the resolution from the Head Start Policy Council

recommending the appointment of Ashlie Mosher as the delegate from the Head Start Policy

Council representing the Consumer Sector of the Board of Directors.

B

e it resolved that on December 7, 2017 the Board of Directors appoints Ashlie Mosher,
delegate from the Head Start Policy Council as a Consumer Sector representative for the

term 12/2017-12/2022, or until which time she is no longer a member of the Head Start Policy
Council.

_________________
President
________________
Date

Board Packet November/December 2017

29

Board Packet November/December 2017

30

Board Packet November/December 2017

31

Board Packet November/December 2017

32

Board Packet November/December 2017

33

Board Packet November/December 2017

34

Board Packet November/December 2017

35

PP&E Committee
November 21, 2017

In attendance: Billie MacNabb, L Doug Bentley, Shawn Allen, Shelley Warnow. Staff: Lindy Glennon, Eden
Harrington-Hall Excused: Liz Haskins
Meeting to order at 11:30 a.m.
HS/EHS Reports for September
HS Dental – 56% have had their dentals by the end of the year it has to be at least 85%.
HS Family Engagement – participation was good in the month of September.
HS Family Services – attendance is at 97% and currently there are no children on the waiting list who are
income eligible. They are in the process of converting HS slots to EHS.
Linda McCool, Superintendent of the McGraw School District informed us that we had been written into
a grant.
EHS Special Needs – 7 children are receiving services.
HS Mental Health Services – 24 children are receiving services.
HS Special Needs – 35 children are receiving services.
EHS Health Services - 91% are up to date on their physicals and 84% are up to date on their
immunizations.
EHS Family Engagement – In order to increase participation in Family Engagement activities the staff will
be doing multiple sites together.
EHS Family Services – attendance is at 97%. Currently there are 65 income eligible children on the waiting
list and there are 2 income eligible expectant mothers on the waiting list.
EHS Mental Health – 4 children are receiving services
Motion to approve the HS/EHS reports made by Douglas Bentley; seconded by Billie MacNabb. Motion
carried.
Healthy Families Grant
The Healthy Families Program is slated to start December 1st. We still have not received the contract, so
we have not posted the positions. There will be 6 new positions created – a Coordinator, Supervisor, and
4 Family Support Works. We will focus on filling the Supervisor and Coordinator positions first.
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Member Item Funds
We expended the $15,000 awarded from Barbara Lifton’s office to replace the boiler at the South Main
facility which was just in time before winter started. The boiler was is very bad shape and we would not
make it through the winter without replacing it.
Alliance for Economic Inclusion (AEI)
The funding request has been submitted in the amount of $560,000 – this is for a two year time period.
The grant is targeted for 16-30 year old individuals, however, we can serve older individuals. The
premise of the proposal is the engage individuals in Getting Ahead Groups which will hopefully lead into
admission into a BOCES program or TC3. We received 20 support letters from agencies within the
community which demonstrates it is well supported. Employers need to be engaged in the process - i.e.
what are the struggles of hiring and maintaining staff, what supports are needed, etc. We will be starting
an Employer Resource Network (ERN) which is an innovative, employer-based model that pulls together a
consortium of small to mid-sized businesses to provide job retention services, work supports, and
training opportunities for under-resourced and high-stressed employees, many of whom may need to
access community resources.
Volunteer Driver Program
We currently have 5 people who are interested in being a volunteer driver. Lindy, Eden and Brandy
visited Cayuga/Seneca again to spend some time with April Palmer who oversees the program. The trip
was well worth it and we learned a lot of new things. As we have talked before, we want to start out
slow. Brandy and Eden will start taking a couple of rides per day to get our feet wet. We have a job
description for the Dispatcher and we will also be hiring someone to do the Medicaid Billing for both
CDPAP as well as for the Medicaid transportation. We hope to have those in place in January.
Local Planning Committee
Lindy is part of the Downtown Revitalization Committee – the $10 million dollar grant awarded by Gov.
Cuomo. Currently the State is directing the process – all ideas for any projects will need to be approved
by the State. There are consultants who are to assist in the development of any projects.
Homer Plaza
Dave Yaman has purchased the Homer Plaza and wants to turn it into a hub for non-profits which he
contends is affordable for NP’s. He has approached CAPCO to see if we would be interested in the
project. The vision is to have NP’s own a portion of the property. Some NP’s include the YWCA who will
be moving their daycare there, Historical Society, Cornell Cooperative Extension, Seven Valley’s Health
Coalition, to name a few. Cornell Cooperative Ext. is interested in have a year round farmer’s market
with a commercial kitchen. Dave has secured some funding for the project and continues to look for
funding opportunities. Some thoughts were to possibly move the Family Development Component there
if we choose to pursue this opportunity. All present thought it can’t hurt to at least investigate further
the potential for CAPCO to be part of the project.
There being no further business, meeting adjourned at 12:30 p.m.
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Highlights for December 2017
Highlights for the month include:
•

CAPCO submitted a proposal to the Alliance for Economic Inclusion. The program is Getting
Ahead Cortland County – it is a 2-year proposal with a budget of $506,000. It provides Getting
Ahead groups, the development of an employer/employee support program (Employer Resource
Network), supports for participants and training to be developed and implemented by BOCES and
TC3.

•

We were very happy to accept a check from Summit Federal Credit Union for $1200. As part of
their ribbon cutting ceremony for their new branch office on Rt. 281, they chose CAPCO as the
recipient of these funds in recognition of the work we do in the community. They are wanting to
partner with us and offer other supports. They will be providing some financial education
training for staff at our All Staff Day Dec. 8.

•

There is a lot of uncertainty re: the current Continuing Resolution (CR) set to expire 12/8. We are
hearing there’s a possibility it may be extended till 12/22 to give Congress more time to act. It
may be extended through 2/18 as they continue to debate budgets, CHIP, tax plans, etc.
Unfortunately, until they resolve the 2018 budget it is very difficult to plan responsibly for the
rest of the year. It also impacts funding – the CSBG contract currently is 1%

•

I attended the NYSCAA ED Seminar and Board meeting Nov. 8-10. Veronica Cruz and Annette
Marchesi were presenters and shared updates from the NYS DOS Division of Community Services.
We are all still waiting to see what will happen with the 2018 federal budget and the current
Continuing Resolution set to expire 12/8/17. I will share information and updates as we receive
them.

•

We did our first volunteer training for the Volunteer Driver Program in mid-November. We
currently have 3 drivers who have completed that training and 2 more that we all of the
background checks and reports for. We are looking to start the program in the next couple of
weeks. We will start very slow just so that we can learn the specifics and be able to train the
Volunteer Driver Dispatch/Coordinator. We are working on that job description now and plan to
have it posted right after the holidays.

•

We are in full preparation for the holidays. Brandy is finalizing plans for the Holiday Extravaganza
to be held Thursday, Dec. 21. There are tags on our tree in the Main Office lobby for people to
take and shop for a child. We are also collecting donations and money for the Nickel Bazaar at
Greenbriar. If you’re interested in supporting either of these, we would welcome your support.

•

Our CAPCO family is growing – we have hired a new HR Assistant (11/20) and someone for
Janitorial/Maintenance (12/18). We are recruiting for an Accountant (we’ve updated that
position as we transition from Melinda Smith) and a QCI/Auditor.

•

The Healthy Families contract is supposed to begin 12/1/17. We are still waiting on that contract
to be finalized before we actually begin to recruit for staffing.
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WIC Monthly Report
December 1, 2017
•
•
•
•

•

Our new Nutritionist/Breastfeeding Coordinator starts Monday, December 4th.
Janice, our current Breastfeeding Coordinator will retire on December 22 after over 20 years at
WIC
Our breastfeeding initiation rates have been exceeding the regional average. Our latest monthly
initiation rate was 76%
The huge New York State project to switch WIC over to an electronic benefit system is on
schedule. The pilot counties are scheduled to begin in February. Our region will begin to switch
over in August or September.
There is a tremendous amount of work that will need to be done to get staff, our sites, 1200
participants, and the stores ready. Hopefully we will have the information we need to start
making the changes needed and begin some education efforts shortly after the holidays.
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Family Development

November/December

• The annual Coat Giveaway was a success giving over 200 needed winter
items to families in need.
• Holiday Extravaganza is scheduled for December 21; we current have 190
kids signed up to receive a gift. Three local churches are collecting gifts as
well as the giving tree at CAPCO.
• Nickel Store is scheduled for Dec. 13- currently excepting donations of small
gently used gift items.
• We received a $2000 increase in United Way funding bringing us equal to
the funding we received last year.
• Pig Vicious gave away 150 Thanksgiving meals to go at our South Main
location on November 22.
• No news on the Healthy Family Grant. Funding was scheduled to begin
December 1 however OCFS says that contracts are back logged and may be
delayed.
• Brandy will present poverty coaching materials at all staff day with Trudy
Happel.
• Joyce will begin facilitating the first FDC class with Jill Dunham in January for
CAPCO staff that work with families.
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Monthly Board Report
From: HS/EHS Management Team
Month: November 2017
I.

Enrollment
A. 2017-2018 Early Head Start is full for all centers. There is a waiting list of 101 for
Early Head Start. Head Start is under-enrolled at 196 with no waiting list.

II.

Center/Office Updates/Policy Council
A. New Policy Council members began in November 2017 and training was provided.
The meetings are now being run at the main office at noon the second Tuesday of
each month.
B. Policy Council members volunteered to serve on the HR Committee for approval
of new hires and the Executive Committee.

III.

Old Business
A. Met with Diane White in regard to our enrollment numbers. She suggested we
need to update the HS/EHS section of the Community Assessment. By updating
the HS/EHS section, we would be better suited to utilize as data for the conversion
/ reduction application, as well as our continuation grant. There are many different
guidelines and requirements that need to be in the Community Assessment due to
the new performance standards. She gave us a lot of information to review and
begin the process of updating.

IV.

New Business
A. Bethann Wieder attended program governance training in Las Vegas in October
2017. She was also able to meet up with her mentor from UCLA. She, too,
attended the same conference.
B. 2010 Dodge Caravan was totaled due to an accident in the parking lot. All
insurances have been notified. At this time, we are just awaiting reimbursement
for the van.
C. Family Events for the program year have been scheduled for this program year.
The first two in the fall were very successful and attendance was high in Head
Start and Early Head Start. Huge success.

V.

Executive Session
A. There was Executive Session in November 2017 and new staff was hired. Notes
are on file.
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Consumer Directed Services
It is with great sadness to report that Christopher Nobriga
passed away on November 27th at the age of 51. I have
known Chris for over 17 years when he was discharged
from Highgate Manor in July of 1999 to pursue
independent living in the community. I see Chris as a
success story, he lived in the community for over 17 years
and lived his life to the fullest. Chris was an inspiration to
anyone who met him. One of my fondest memories was
when I received a card in the mail “My Warmest Thanks”
was the front of the card and inside Chris had signed his
name, something he was never able to do until one day
he started to move. Chris had a fighting spirit and will be
missed by all. The aides he left behind are really
struggling with this. Some of them have been with Chris
for over 20 years and as I have always said, if it weren’t
for them Chris would not have been with us as long as he
was. There is no good time of year, but the holidays are
much more difficult. We are trying to assist the aides in
any way we can, some of them are taking advantage of
our Holiday Extravaganza. CAPCO will be hosting a
“Celebration of Life” on Wednesday the 6th from 5-7 in
our Board room.
I am currently serving 89 participants and by next week I
will probably report more than that. The program is growing rapidly. We will be hiring an assistant to
provide program support, duties will include Medicaid billing for CDPAP as well as for the Volunteer
Driver Program, and reviewing PA timesheets for accuracy. This will free up a lot of my time.
I want to thank you all for being so patient with me while I worked on the FI authorization. I know it was
very intrusive, and the questions seemed to be a little ridiculous. I have spoken to other CDPAP providers
and they are in agreement that it is a little much with such a short turn-around time, however, DOH came
to their senses and gave us an extension.
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Human Resources Report
November/December 2017

HR Director: Greg Richards

Selected HR Happenings:
•

Recruitment (Updates):
o HR Assistant: CAPCO’s new HR Assistant stated Monday, 11/20/2017. We are
excited to welcome Danielle Treacy to the CAPCO family. Danielle is currently in
training with the HR Director to be the main point of contact for all onboarding
within the Agency.
o Building Maintenance Worker: The hiring team of HR, Kristi Coye (building
maintenance contact for Cosimo’s and South Main) and Denise Peroulakis
(building maintenance contact for the Main Office), interviewed candidates on
11/17/2017 and extended an offer. The candidate is currently working through
the onboarding process and has a target start date of 12/18/2017.
o Accountant: Melinda Smith, Accountant, left full-time employment with CAPCO
on November 3, 2017 to pursue a change in career path. Melinda is still working
with CAPCO one-day per week (Tuesdays) during the transition. HR has worked
with Finance to recruit Melinda’s replacement, but this time of year proves to be
a difficult time for recruitment. History has demonstrated that job seekers are not
actively looking for new employment during the Holiday season. With this, CAPCO
did not receive the candidate pool we are seeking and is planning to recruit
further following the first of the year. HR has been working with Finance and the
Executive Director to develop a plan of action for Fiscal Office coverage.
o Energy Auditor: As with the Accountant position, CAPCO is delaying the
recruitment of our Energy Auditor position for the Energy Services department in
a succession planning initiative to replace Max Sammons, QCI, who has
retirement plans within the next 3 years. HR will resume recruitment efforts
following the 1st of the year when our candidate pool is expected to be seeking
opportunities.

•

Flexible Spending Accounts (FSA): It is the time of year again for annual enrollments into
CAPCO’s Flexible Spending Account option through AmeriFlex. CAPCO’s plan allows for
enrollments at open enrollment only, which is January 1st for FSA. Letters have gone out
to staff, and enrollments will take place throughout the month of December.

•

Wellness Committee: The Wellness Committee is in full planning mode for our 2018
initiatives. We are planning another Staff Appreciation Night tentatively scheduled for
February 17, 2018. The committee has also developed our 3rd annual Wellness Challenge
that is slated to begin in January. Additional elements to the challenge have been added
to incorporate nutrition along with physical wellness.
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•

Leadership Cortland: I am a part of the 2017-2018 Leadership Cortland class. I am
working on a project work that is tackling community perception and pride. The
experience has been very beneficial both personal and professionally, and continues to
be a valuable professional development opportunity.

•

Fall/Winter All-Staff Day: The HR department continues to be an integral part of the AllStaff Day planning. CAPCO’s “fall” All-Staff Training Day will be held on Friday, December
8, 2017 at the Grace Christian Fellowship meeting space. The agenda below is a sample
agenda for the day to reflect professional development initiatives.
 Wellness Challenge Presentation
 United Way
 Mutual of America (401K)--Retirement
 AFLAC voluntary benefits
 NYSIF Defensive Driving
 Personal Financial Coaching
 Program Updates and Education
 Poverty Coaching
 Staff and Retiree Recognition
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