Memorandum
To:

CAPCO Board of Directors

From:

Eden C. Harrington-Hall, Director, Consumer Directed Services

Date:

March 21, 2018

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. March 22, 2018 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.
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Cortland County Community Action Program, Inc.
March 22, 2018 Meeting Agenda

I

Call to Order

II.

Motion for Approval of the February 22, 2018 Meeting Minutes

III.

Standing Committee Reports

 Executive Committee
!  Finance and Audit Committee
 Motion to Receive and File Financial Statements.
 Resolution:
 18 – 05 – is seeking your acceptance the WAP Budget
• Board Development Committee
 Board Training
 Board Survey
 Board Vacancy
•
 PP& E Committee
 HS/EHS Reports
 NOEP
Resolutions:
18 – 06 – is seeking your acceptance the proposed changes to the HS/EHS
ELIGIBILITY, RECRUITMENT, SELECTION, ENROLLMENT, AND ATTENDANCE Policy

18 – 07 – is seeking your acceptance the UPK Contract
IV.
V.

VI.
VII.

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

o
o
o
o
o
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Cortland County Community Action Program, Inc.
February 22, 2018 Meeting Minutes
I

Meeting call to order at 12:05 p.m.

In attendance: Douglas Bentley, Jeanette Dippo, Ella Clark, Shawn Allen, Pat Snyder, Helen
Spaulding, Lynne Sypher. Excused: Penny Prignon, Ashlie Mosher, Shelley Warnow, Rama
Haidara, Mary Ann Discenza, Elizabeth Haskins, Billie MacNabb.
II.

Motion for Approval of the January 25, 2018 Meeting Minutes made by Jeanette Dippo;
seconded by Ella Clark. There being no corrections or additions; motion carried.

III.

Standing Committee Reports
 Executive Committee – no meeting
 Finance and Audit Committee
 CDS - We are looking at a surplus of $320K. We hope to do another
salary increase for the aides as well as looking at the possibility of
instituting accrued leave for full time employees (37.5 hours). In
addition, we are receiving payments from the 3 MLTC’s in response to
the recent minimum wage increase. To date, we have already
received $38,000 from Fidelis.
 Early Childhood Development – the conversion grant was submitted
on 1/26/18 and are currently working on the 2018-2019 refunding
application.
 Family Development – we will be doing an amendment once the 1%
reduction in funding is confirmed.

!
•
•






 There being no further discussion, motion to Receive and File Financial Statements
made by Helen Spaulding; seconded by Douglas Bentley. Motion carried.
Board Development Committee
Resolution:
 18-04 – is seeking your acceptance the seating of Larry Woolheater as a
Consumer Sector Representative. Motion for acceptance made by Pat Snyder;
seconded by Lynne Sypher. Larry has several years of experience which includes
Working with Catholic Charities, volunteering at Family Essentials, Employment
Connection, work experience at DSS, as well as a member of the Access to
Independence Board of Directors. There being no further discussion, motion
carried.
PP& E Committee
HS/EHS Reports – the committee reviewed the HS/EHS Reports for December.
HS/EHS Annual Report – the committee reviewed the HS/EHS Annual Report which
included the following:
Revenue received, the 2017 budget
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 Family Services Report – 223 children were served through HS and 87 Children were
served in EHS.
 A copy of the Independent Auditor’s Report.
 Father Involvement report.
IV.

Executive Director Report
 Lindy attended a Press Conference in Utica with Republican Claudia Tenney. Rep.
Tenney scheduled the press conference to talk about the President’s Budget and his
plans to zero out funding for CSBG, CDBG, WAP and LiHEAP. Rep. Tenney pledged her
support for reinstating and increasing funding for CSBG. She has also scheduled a tour
of CAPCO on April 5th. Jeanette indicated that if we can support some kind of
recognition of Rep. Tenney if could look favorable for CAPCO.
 We have submitted a $15,000 grant to Dollar General to support the Literacy program.
 The Continuing Resolution will expire on March 6th. Work will continue as usual at the
agency.

o Family Development
o Energy Services
o Head Start
o HS/EHS held an event title “Dance Your Heart Healthy” with 103 individuals
participating.
o CDPAP
o HR
o HR has been very busy with recruitment for several new hires.
VI.
Head Start Policy Council Update
VII.
Old Business
VIII.
•

New Business
Resolution: 18- 03 – is seeking your acceptance the HS/EHS Refunding Application.
Motion for acceptance made by Ella Clark; seconded by Douglas Bentley. The only major
changes from last year’s refunding application include:
o Proposing to move the Marathon classroom to the Elm Tree facility. It has been
very difficult to recruit in that area due to competition with Marathon’s 2 UPK
classrooms.
o Proposing to move 10 of the EHS spots for pregnant women to children’s spots.
Those pregnant women can be served through the Health Families Grant.
o Because of a new performance standard, we now have a registered nurse on
staff.
There being no further discussion, motion carried.

IX.

Executive Session – If Needed

X.

There being no further business, motion for adjournment made by Shawn Allen;
seconded by Douglas Bentley. Meeting adjourned at 12:54 p.m.
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Finance Committee
March 15, 2018

In attendance: Ella Clark, Helen Spaulding, Shelley Warnow. Excused: Penny Prignon. Staff:
Martha Allen, Eden Harrington-Hall. Guest: Bettina Liphardt, The Bonadio Group

Audit Planning Committee Meeting:
In preparation for the upcoming 2017 Audit, Bettina Liphardt from The Bonadio Group
was present to discuss the preliminary steps for the 2017 Audit and highlighted the
following:
 Scope of Services:
o Provide an opinion on whether the consolidated financial statements are in
accordance with generally accepted audit principles (GAAP)
o Audit of the agency 401k Plan
o Certification of the Medicaid Cost Report
o Provide a single audit in accordance with Uniform Guidance
o Timeline: Year-end Fieldwork the week of April 8th; presented to the full Board at
the June meeting
 Auditor’s Responsibility:
o Form an opinion as to whether the consolidated financial statements have been
presented fairly in material respects and in accordance with GAAP.
o Plan and perform the audit to obtain reasonable, but not absolute, assurance
that the consolidated financial statements are free of material misstatements,
where caused by fraud or error.
o Consider internal control over financial reporting as a basis of designing audit
procedures, but not for the purpose of expressing an opinion of internal control.
 Management’s Responsibility:
o Fairly present the consolidated financial statements in conformity with GAAP.
o Establish and maintain effective internal control over financial reporting (i.e.
policies and procedures).
o Make all financial records and related information available to the auditor.
o Adjust the consolidated financial statements to correct material misstatements,
if any.
 Finance/Audit Committee Responsibilities
o Select and evaluate audit firm.
o Oversee the financial reporting process.
o Oversee the system of internal controls over financial reporting (i.e. attendance
at meetings).
o Actively promote corporate governance and appropriate ethical standards.
 Audit Approach
o Gain understanding of the Board of Directors committees, etc.
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o Perform inquiries of our compliance program and information and technology
environment.
o Testing control objects, risk, and control activities. Test were it could go wrong.
o Risk Material Misstatement – what are the inherent risks – i.e. CDPAP with the
risk of insurance denials.
o Cash disbursement cycle.
o Are we allocating the correct amounts to each program areas.
 Fraud Risk and Responsibilities
o 4% of fraud is found by the financial audit and internal controls caught
fraudulent activities. Most fraud is done through credit cards.
o Review a sample of journal entries in order to address the risk of management
override.
 Accounting and Auditing Developments
o New standards of NFP accounting standards which is difficult to read and there is
no clarification.
o Some concern stems from having several different funding sources and how
different the cost allocation method is presented.
o The Bonadio Group will be working with Martha and Lindy on a mock
presentation on how we test and how we write it to reflect the new standards.
o Cash flow needs to be for a 12 month period.
o Lease Accounting – all leases that extend for more than 12 months to be
recorded as a liability. The good thing is we have a 30 day out clause with all our
leases.
o Big change is 2020 is we will need to put all leases on the balance sheet showing
I as a debt.
Martha shared Fiscal Directors report and financial information from January 2018.
AGENCY
Accounts Payable and Accounts Receivable are current with the exception of Medicaid
receivables.
CDS (Consumer Directed Services)
We will be working on a plan re: additional salary increases as well as possibility of reinstituting
accrued leave for full time CDPAP staff.
EARLY CHILDHOOD DEVELOPMENT
In the process of closing the contract. The refunding application had some questions on how
the allocation was broken down. In addition, we are looking at how leases are being booked as
a liability.
ENERGY SERVICES DEPARTMENT
Submitted the 2018-2019 contract in the amount of $375,000, $50,000 more than last year.
The Labor line item is not just in-house staff, but contractors as well, other than that, the
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budget is similar to last year’s. There being no further discussion, motion made by Helen
Spaulding; seconded by Shelley Warnow to present the 2018-2019 WAP budget to the full
board for approval. Motion carried.
FAMILY DEVELOPMENT DEPARTMENT
We received the NOEP Grant which is a 4 year grant from 2018-2022 and is for $65,000 per year
and will start July 1st.
We are currently interviewing staff for the Healthy Families Grant which was supposed to start
December 1st, but the contract is currently in the Comptroller’s office.
WIC
New contract started on October 1st and we are projecting that it will be spent out. The
$30,000 we usually get for COLA may not be available next year, so we want to be sure we
spend out the contract.
There being no further business, meeting adjourned at 8:40 a.m.
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Resolution of the Board of Directors
of
Cortland County Community
Action Program, Inc.
Resolution No.18 - 05

W

HEREAS, the Cortland County Community Action Program, Inc. Finance
Committee has reviewed the Weatherization Assistance Program (WAP) 2018-

2019 budget in the amount of $375,000.00 and has recommended accepting as presented, and

W

I

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

T IS HEREBEY RESOLVED that on March 22, 2018 the Board of Directors adopts for
acceptance the WAP budget for the 2018-2019 program year.
_________________
President

________________
Date
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Board Development
March 20, 2018

In attendance: Pat Snyder. Excused: Jeanette Dippo. Absent: Mary Ann Discenza, Ashlie
Mosher. Staff: Eden Harrington-Hall

Discussion centered around the recent resignation of Rama Haidara from the Board. Rama has
taken on being a foster parent, so her time is very limited. We had discussed at Management if
anyone could identify someone in their program area who might be a good fit for the Board.
Spoke about training for the Board on Roles and Responsibilities as well as ROMA. Previously
reported that Meghan Johnston who has done Board training in the past would not be
available, however, Lindy had indicated that she might be available while she is here preparing
for our Strategic Planning. Also spoke about ROMA training for the Board which Eden is a
certified ROMA trainer. We are looking at providing the training possibly in June. In order to
identify areas which we should concentrate on Eden will send out a Board survey.
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PP&E Committee
March 20, 2018
In attendance: Billie MacNabb, Douglas Bentley, Shawn Allen, Lynne Sypher. Excused: Liz
Haskins. Staff: Lindy Glennon, Eden Harrington-Hall
Meeting to order at 12:02 p.m.
HS/EHS Reports for January
Family Engagement – participation has been good – the families are doing a lot of interesting
activities.
HS Family Services – 94% attendance with only 3 income eligible 4 year olds on the waiting list
however, there were openings which have already been filled.
HS Health Services – 190 children are enrolled and 128 have received their dentals. There are
no concerns for January, however in February and March HS staff will be sending out letters in
regards to dental follow-ups that are still needed. The parents can sign off stating they
understand there are resources available to get children to appointments, etc. but that they
refuse to do the follow-up.
HS Special Needs – 45 children are receiving services, 42 of which are for speech.
HS Mental – 36 are receiving services
EHS – Family Engagement – participation has been very good with 4 classrooms having over
50% parent involvement.
EHS – Family Services – attendance is at 93% and there are 82 income eligible children on the
waiting list.
EHS Health Services – although there is no requirement for EHS, the program does track dentals
and of 70 children enrolled, 26 have received their dentals, 38 have received their physicals.
EHS Mental Health – 3 children are receiving services.
EHS Special Needs – 9 children are receiving services.
There being no further discussion, motion to recommend the HS/EHS reports made by Lynne
Sypher; seconded by Billie MacNabb. Motion carried.
HS/EHS Updates
The application for HS/EHS has been submitted and the staff is in the process of recruiting for
HS and there is still no word on the conversion grant. We were informed via email that Homer
will be opening two UPK classrooms, so we will no longer have space in the elementary school.
We want to still have a presence in Homer so we are actively looking for a new location. Some
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ideas were the Center for the Arts where we previously had classrooms, the Homer
Congregational Church to name a few.
UPK Contract
It is contract renewal time for the Cortland City Schools UPK Contract. We have 3 UPK
classrooms at Parker, Smith and Berry and there is $52,800 per year for each classroom and 16
slots per classroom (48 slots available). We like to reiterate that children served under the
HS/UPK classrooms get all the benefits that HS offers (i.e. family engagement, health and
dental, special needs, etc. There being no further discussion, motion to recommend the UPK
contract to the full Board made by Sean Allen; seconded by Lynne Sypher. Motion carried.
ELIGIBILITY, RECRUITMENT, SELECTION, ENROLLMENT, AND ATTENDANCE (ERSEA)
Since UPK does not serve 3 yr old children the process for selection has been changed to better
reflect how 3 year olds and 4 year olds are selected as follows: In the case where a publicly
funded preschool program is available for 4 yr. old children, selection differs slightly. In
collaboration with the school districts, if the school district does not have any 4 yr. old slots
available, 4 yr. old income children will be given priority. If the school district has slots
available, 3 yr. old income eligible children are given priority before 4yr. old income children.
There being no further discussion, motion to recommend to the full Board made by Billie
MacNabb; seconded by Douglas Bentley. Motion carried.
NOEP Grant
We were awarded the grant for NOEP funding in the amount of $65,000 each year over a 4 year
time period with services starting on July 1st.
Mini Grants
We have applied for $2,000 through SUNY Cortland’s Learning by Giving Grant to support the
Snack Pack for Kids Program.
HS has applied for funding through the NYS Head Start Association in the amount of $4,587.81
to help support the Pyramid Model. The model provides a tiered intervention framework of
evidence‐based interventions for promoting the social, emotional, and behavioral development
of young children.
Strategic Plan Update
The Leadership Team met to discuss the next step in finalizing the Strategic Plan. Each program
area was tasked to take their area of the Strategic Plan and update their sections to reflect
what each program area is concentrating on. Meghan Johnston will be coming to the agency
either in May or June to finalize the plan.
WAP
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The 2018-2019 contract is for $375,000 ($50,00o more than last year. There is also a large
amount of funding available through EMPOWER NY, so we are applying for an additional
$200,000 in Empower.

Healthy Families Update
Although the program was supposed to start on December 1st, we have yet to have a signed
contract. We have gone ahead and hired the Program Manager and we are just awaiting
approval from the funding source the candidate we chose (that is the only staff member they
have to approve). Currently the contract is in the hands of the State Comptroller’s Office. We
have already had a number of inquiries about the program in light of the fact that there is no
longer a Mom’s Program through the Health Department (which the intent was to serve those
individuals who would normally go through the Mom’s Program).
Continuing Resolution
The Continuing Resolution expires at midnight on Friday the 23rd and there has been no
discussion as of yet what this will look like. At this point it looks like they will pass an Omnibus
Bill which will carry us through the end of our contract. At this point it is unsure what the
actual funding amount will be.
Space
With the agency growing rapidly, space has become an issue. With the implementation of the
Volunteer Driver Program and NOEP grant, we currently do not have the space to
accommodate additional staff. Lindy has been speaking with Dave Yaman regarding the
property next door where FCS is currently renting space. In the summer, FCS will be moving
their operations to the Crescent Building, so the space will be available. Currently the rent is
$1,000 a month with a couple of offices and a conference room. Lindy will be discussing this
with Management at their next meeting.
Claudia Tenney
Claudia Tenney was scheduled to visit the office on April 5th, however, she had to cancel the
appointment because she was not going to be in the district that day. She is rescheduled for
April 23rd.
There being no further business, meeting adjourned at 1:00 p.m.
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Resolution of the Board of Directors
of
Cortland County Community
Action Program, Inc.
Resolution No.18-09

W

HEREAS, the Cortland County Community Action Program, Inc. PP&E Committee
has received information regarding the proposed changes to the HS/EHS

ELIGIBILITY, RECRUITMENT, SELECTION, ENROLLMENT, AND ATTENDANCE (ERSEA) and has
recommended accepting as presented, and

W

HEREAS, the Cortland County Community Action Program, Inc. Board of Directors has
reviewed the PP&E committee’s recommendation the proposed changes to the ERSEA

Policy and accepts as presented.

I

T IS HEREBEY RESOLVED that on March 22, 2018 the Board of Directors adopts for
acceptance the ERSEA changes.
_________________
President

________________
Date
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ELIGIBILITY, RECRUITMENT, SELECTION, ENROLLMENT, AND ATTENDANCE
Policy ID: ER04
Subject: Selection Process [Criteria Required]
Performance Objective:
CAPCO Head Start / Early Head Start will review all completed intakes for Head Start / Early Head Start
services. The selection committee will meet to identify those children who will be accepted to the
program.
Operational Procedures:

1.

When the agency receives an application, it is labeled with the date the application was
received. The Family Engagement Assistant will input the basic child/family information
into Child Plus. All notes regarding the intake and family will be documented in the
Family Case Notes section of Child Plus. Family Services staff will assist families, if
necessary, in completing the application to make sure that all pertinent information is
acquired. The Family Engagement Assistant distinguishes which school district the
family live in (for Head Start) or the age of the child (for Early Head Start) and delegates
the application to a Family Services staff member. Each staff person will complete a
Weekly Application Tracking form to record contacts and/or contact attempts. New
applications will be assigned to staff as they are received. Weekly Application Tracking
forms will be returned to the Family Engagement Assistant every Friday for monitoring.
Staff have five days to make contact with the family to schedule an intake appointment.
Staff completes the intake visit using an Intake Checklist and submits the file to the
Family Engagement Assistant to prepare for the Selection Committee. The Family
Engagement Assistant reviews the file to ensure accuracy and then completes the front
of the Selection Form.

2.

The Family Engagement Assistant takes the file to the Selection Committee. The
enrollment/waitlisted status is recorded by the Family Engagement Assistant on the
selection form. The child’s information is entered into Child Plus by the Family
Engagement Assistant and the family is sent a status letter (either accepted or
waitlisted.) If accepted, the file is forwarded to the FA/HV. If waitlisted, the file is
placed in a locked filing cabinet at the Family Engagement office.

3.

The Selection Committee will review each application and determine priority based on
the age of the child, selection criteria and intake date. Income eligible and categorically
eligible children will be selected first. Once all of the income eligible/categorically
eligible children on the waitlist have been selected, the selection committee will then
select from the children/pregnant mothers whose income is less than 130% of the
poverty guidelines. Lastly, the over income waitlisted children will only be selected after
income eligible, categorically eligible, and 130%. Those children on the over income
waiting list that were enrolled in Early Head Start the previous year will be selected first.
This will allow us the provide continuity of care to the best of our ability.
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4.

In February, selection will occur for all children that will be re-enrolling. Children who are
transitioning from EHS to HS need to re-verify income. If a re-enrollee becomes 130% or over
income they will be placed on a re-enrollee waiting list. This re-enrollee waitlist will consist of
children that are 130% of the poverty guidelines and above. In March, income eligible children
on the waiting list that re-verified income will be selected. In April a mass selection of all other
income eligible children on the waitlist will be selected. If slots are still available, children that
were enrolled in EHS the previous year, re-verified income & are 130% or over income will be
selected. Income eligible applicants will be selected to fill any vacant slots as we receive the
applications. Selection of 130% children from the master waitlist will occur in June each year
and July will be the month that over income waitlist children will be selected.

5.

CAPCO Head Start/Early Head Start will follow the same process for selection of eligible children
whose family members are employed by the CAPCO Head Start/Early Start Program. When
employees of CAPCO Head Start/Early Head Start have children/family members that are eligible
for enrollment in the program, the placement of the eligible child will be at a center location
that is different than the family member. The selection committee will determine any and all
options available for enrollment of the child. If no other option for enrollment is available, reassignment of staff may be considered as an option prior to the child’s enrollment. If a child’s
placement is prior to hire of a relative, upon hire, the employee is responsible to disclose a
familial relationship with an enrolled child.

6.

Once all 200 slots have been filled in Head Start and all 72 slots have been filled in Early Head
Start, a waiting list will be compiled by the Family Engagement Assistant. The waiting list will be
ranked by eligibility, age and selection criteria points.

7.

The Family Engagement Assistant will call the top two families from each center/home based
area and have them complete the Enrollment Screening. Each family will be told they need to
have a current physical (within one year) and up-to-date shot records for their child. This will
allow these children to start programming almost immediately after an opening occurs.

8.

If an opening occurs in 4 year old Center Based, the Family Engagement Assistant will look at
several criteria (as well as those listed above in section#3). The school district in which the
opening occurs and the criteria points (from selection form). If two income eligible children
both live in the same school district and have the same criteria points, intake date will be
utilized. Criteria points can be found on the selection form and are completed at intake. (See
attached for copy of selection criteria).

9.

If an opening occurs in the 3 year old classroom, the Family Engagement Assistant will review
the EHS class list to determine if there are any children turning 3. (If there is more than 1 child
that fits this category, criteria points and intake date will be taken into consideration). If the
family decides not to enroll their child in the HS 3 year old classroom, the Family Engagement
Assistant will contact the income eligible family on the waiting list that has the most criteria
points to find out if they are interested. If two children have the same criteria points, the intake
date will be utilized.

10.

In the case of a combination (3-4 yr.) classroom, priority is given to a 4 yr. old income
eligible child before a 3 yr. old income eligible child. . In the case where a publicly
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funded preschool program is available for 4 yr. old children, selection differs slightly. In
collaboration with the school districts, if the school district does not have any 4 yr. old
slots available, 4 yr. old income children will be given priority. If the school district has
slots available, 3 yr. old income eligible children are given priority before 4yr. old income
children. If two income eligible children both live in the same school district and have
the same criteria points, intake date will be utilized.
11.

In the event that an opening occurs and there are no income eligible children to fill the vacancy,
a child from the 130% waitlist will be selected. If there are no children on the 130% waitlist an
over income child will be selected. 130% and over income slots are filled using the following
criteria: school district in which the opening occurs.

12.

All expectant mothers will be enrolled in the Expectant Mother program. After the baby is born,
the Nurse and Home Visitor will make a two week visit to the home. After this visit, the Home
Visitor will serve the family in the Home Based option, but the child will now be the enrollee. If
the family is interested in Center Based care, the Home Visitor will share this information with
the Family Engagement Assistant, who will then document this information on their selection
form, and the transfer list. If an opening occurs in the Early Head Start infant classroom, the
Family Engagement Assistant will determine if there are any infants currently enrolled in Home
Based who are interested in the classroom. Of the children who are age eligible, the one with
the highest criteria points will be accepted into the classroom. In the event that there are two
children with the same number of criteria points, the child with the earliest intake date will be
accepted.

13.

If an opening occurs in Early Head Start, the Family Engagement Assistant will determine which
center has the opening. Since Early Head Start places children according to age, the Family
Engagement Assistant will determine if any Home Based children are age eligible for the
vacancy. Home Based families will be offered the slot before proceeding to the waitlist. If no
Home Based children are age eligible, the Family Engagement Assistant will establish how many
children on the waitlist are age eligible for that classroom. Of these children, the one with the
highest criteria points will be accepted into the classroom. In the event that there are two
children with the same number of criteria points, the child with the earliest intake date will be
accepted.

14.

In the event that an opening occurs and there are no income eligible children to fill the vacancy,
a child from the 130% waitlist will be selected. If there are no children on the 130% waitlist an
over income child will be selected. 130% and over income slots are filled using the selection
criteria points.

All applicants are notified by mail regarding selection. If a family chooses not to take the available vacancy,
the child will remain on the waitlist to be considered/offered future openings. Families on the waitlist will
be referred to the Child Care Council. An annual review of the selection criteria will be conducted by staff
and Policy Council.
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Resolution of the Board of Directors
of
Cortland County Community
Action Program, Inc.
Resolution No.18 - 07

W

HEREAS, the Cortland County Community Action Program, Inc. PP@E Committee
has reviewed the Cortland City School’s UPK Contract to fund three UPK

classroom in the amount of $52,800 per classroom and has recommended accepting as
presented, and

W

I

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

T IS HEREBEY RESOLVED that on March 22, 2018 the Board of Directors adopts for
acceptance the UPK Contract.
_________________
President

________________
Date
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Executive Director Report
Highlights for the month:

March 22, 2018

•

Claudia Tenney has rescheduled her planned visit with CAPCO. She will now be here on
Monday, April 23. Her plans include a breakfast meeting hosted by the Chamber of Commerce
at 8:00 and the tour with CAPCO at 11:00. We are making plans now – we think we’ll have her
start at the Main Office then a stop at our S. Main site to see the classrooms, Healthy Families
space, etc. Unfortunately, with this change, there will be no children in the classrooms as it’s
spring break.

•

We were notified that we have been chosen as the NOEP contractor for Cortland County
beginning July 1, 2018. The contract is for $65,000 per year and will be a four-year contract.
NOEP (Nutrition Outreach and Education Program) is an important resource and referral
program that assists families with applying for SNAP benefits and identifying other resources.

•

Brandy Strauf and I led two workshops about Poverty for the faculty and staff at TC3 on March
1. We appreciated the opportunity to facilitate the training and discussion to support them as
they work to address the issues of poverty with their students and families.

•

CAPCO will facilitate a Poverty Simulation at SUNY Cortland on Wednesday, March 21. There
are 140 people registered – participants include students, faculty, community members, DSS
staff.

•

We submitted a proposal to Care Compass Network for $7500 to cover the salary/fringe for the
Dispatcher for the Volunteer Driver Program. This would allow us to hire and get it going and
cover most of the cost as we begin to bill Medicaid and see revenue. We plan on meeting with
Mike from MAS next week and go live with the program the first week of April. We will be
posting for the Dispatcher and Billing Clerk in the next few weeks.

•

We will be working with Habitat for Humanity on possible collaborations for home repairs,
neighborhood revitalization and affordable housing partnerships in Cortland County. We are
looking at options to address the need for low-income housing repairs, rehabilitation, and
neighborhood beautification. We have a meeting scheduled for April 11 and have invited a
number of people in Cortland to assess interest, resources and opportunities.

•

We were notified on Tuesday, March 20, that Veronica Cruz, the Director for the Division of
Community Services with the NYS DOS (the Division responsible for CSBG) has retired effective
immediately. They Secretary of State has appointed Matthew Tebo, Deputy Secretary of State
to cover her responsibilities as they make a plan for going forward. This should not have any
impact on us in the immediate future. Theresa Walsh, our Program Analyst is the person with
whom we have and will continue to have direct contact.

Board Packet March 2018

45

WIC Program Report
March 22, 2018

•

•

•

•

•

We have not received an increase to the actual WIC budget in many years. We have received a
separate amount of COLA money which is state funding and had to be spent off of our budget
cycle. While our fiscal year is October 1-September 30, the COLA money had to be spent by
March 31st to coincide with the state fiscal year. The COLA amount is significant, this year it was
8.2% of our budget-around $31,000. To make it simpler and get it spent, we use it for salaries
the first few months of the contract. This year, the Governor’s budget does not include any
money for COLA, it is included in the Assembly budget and partially funded in the Senate. We
have sent letters asking for it to be fully funded, and are just waiting to see what happens. The
past several years we have also received about a 1% Direct Care Cola that had to be given
directly to direct service employees. We did not receive that this year and we know it will not
be continued in the next budget either.
Our loss is the new Healthy Families program’s gain. WIC’s office manager has accepted the
position of Coordinator of the Healthy Families program. While we think she is an excellent
choice and are very happy for her, the timing is problematic for WIC. WIC is an extremely
complicated program and we are still training our new Breastfeeding Coordinator as well as
preparing for the EBT roll out in a few months. If we are able to fill the position quickly, we will
need to train on the old system, knowing that by August, they will need to begin training on the
new system.
I am still looking at information to see what the best option is for replacing this position. I
believe we need to fill it as soon as possible as we will need more help not less with the
transition but I do not feel right about filling a position that we would have a hard time funding
without COLA. I am hoping that the state budget is on time and provides the funding we need.
The EBT rollout is on schedule. The pilot begins next month. We will be completely closed for a
week the end of September/beginning of October and will go live with EBT on a reduced
schedule October 8th. This means we will need to start overbooking in August (typical vacation
season for staff) and will not be holding WIC clinics in Marathon or Cincinnatus in October. We
will need to try to bring those participants in early or late if they cannot come to Cortland, which
means we will need all available staff at the clinics the months before and after rollout.
In April, I will be attending the National WIC Association in Chicago. I have been the WIC
Director for over 30 years, and this is the first National WIC conference I have been able to
attend. I am looking forward to it, and hope to be able to talk to people who are already using a
similar system to the one we will be using.

Family Development

March 2018

• The Healthy Families contact is still moving through the approval process.
We have a site visit with the OCFS contract manager 3/29/18
• We offered the Healthy Families Program Manager position to Deanna Pace
pending OCFS approval. Deanna accepted the position.
• We have posted the position of Program Supervisor; Deanna will be
involved in the interview process for this position.
• OCM BOCES held their graduation on March 6. Of the 12 students receiving
their High School Equivalency Diploma 9 were CAPCO students.
• Brandy and Lindy presented poverty training to the faculty and staff at TC3
in March, feedback was very positive.
• Family Development staff completed a strategic planning meeting with
Lindy and Greg. The meeting included some great conversation around
programs and ways to enhance the work that we are doing.
• Mandy Beem-Miller, Community Health Worker, has given her resignation.
She will be working part-time in a position that will not require her to have
childcare.
• We have been awarded the NOEP (Nutrition Outreach & Education) grant.
This grant in the amount of $65,000 will employ one staff person who will
help participants complete SNAP applications.
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Energy Services
Directors Report
March 2018

•

•

WAP 17.18 - New contract for WAP18.19 has been submitted to HCR for
$375,000 and approved by Regional Supervisor.

•

EmPower NY- 5- HP audits have been completed. NYSERDA has given us a
contract for $244,400, this is a 13 month contract (3/1/18 – 4/1/19)

•

AO Smith water tanks- no activity

•

RESTORE- 1 job completed.

•

HEAP- HERR program- 4 jobs completed.

•

Energy Savers- No activity.

•

Meetings & Training- HCR Steering & Forms committee is moving right along
with changes- short and long term goals. Attended a forms meeting in Syracuse
and just recently in Albany for a Steering meeting.

o Chuck- attended BOOT camp and has 4 certifications finished.
o LEAD renovator training- mandatory for the Director, completed this
month.
Building Maintenanceo South main facility- We air sealed and insulated the attic to the back building.
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Monthly Board Report
From: HS/EHS Management Team
Month: March 2018
I.

Enrollment
A. 2017-2018 Early Head Start is full for all centers. There is a waiting list of 110 for
Early Head Start with 74 of these children income eligible. Head Start is underenrolled at 191 with 2 on the waiting list who is income eligible, but is unable to
enroll due to other circumstances.

II.

Center/Office Updates/Policy Council
A. Policy Council resumed normal scheduled meetings. Selection Process was
approved to coincide with the new performance standards. According to
regional, this will need to be approved by the board, as well. Will forward to
Lindy.
B. We are struggling to meet quorum. We are looking for new representation and
any suggestions for recruiting members.
C. Second round of CLASS, TPITOS, and TPOT is underway and being completed.
Second round of parent/teacher conferences have taken place and completed.
D. Have a staff training day with all HS/EHS staff on March 29, 2018.

III.

Old Business
A. Our second family engagement activity for the HS/EHS called “Dance Your Heart
Out” on February 21, 2018 was a success and the families enjoyed themselves.

IV.

New Business
A. Theresa Matos, our Regional Specialist, has returned from maternity leave and
has been re-assigned our program. We are scheduled to have a conference call
with her on March 30, 2018 to update her on the Conversion application, as well
as the Refunding application.
B. We have been notified by the regional office that we have been pre-determined
to receive our next 5-year cycle grant beginning June 1, 2019.
C. We have received UPK applications from the Cortland School District and are
working with families to complete these for next program year.
D. Jeff Craig, Assistant Superintendent of Curriculum and Instruction from Cortland
City Schools, contacted me in regard to additional space next year in the school
districts. I communicated with him we would love to have space to serve 3 year
old children. However, they are looking for non-UPK four year olds not younger
children.

Board Packet March 2018

48

E. Homer School District has reached out to us that they are potentially going to
open two additional UPK classrooms due to parent demand. If this occurs, there
will be no space for Head Start in the Homer Elementary School. This is two
classrooms for our program.
V.

Executive Session
A. There was Executive Session in February 2018 and new staff was hired. Notes
are on file.
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CDS (Consumer Directed Services)
March 2018
It is been a particularly difficult month, 3 consumers passed away with 2 passing a day apart.
This is probably the most difficult part of the job. On a brighter note, 2 consumers who had
been in short term rehab have both returned home.
I continue to get referrals from all three MLTC’s and for the most part, they don’t have anyone
they know to become their aide, so they look to me to assist them in finding aides. Although
not my responsibility in the program I do my best to assist.
Current caseload is 92 but is growing daily and I’m looking forward to fill the Medicaid Billing
Specialist which will be responsible for Medicaid billing for both Medicaid as well as the
Volunteer Driver Program. As you are aware, we are having trouble finding volunteers for the
Volunteer Driver Program. We are ready to go, but we need drivers.
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HR Board Report
March 2018
•

Recruitment Update: Standard external posting locations fluctuate based on the position,
but generally include Indeed.com, the Cortland Standard, Ithaca/Syracuse Craig’s List,
SUNY Cortland, Tompkins Cortland Community College, NYS DOL/CareerWorks, and
NYSCAA. The following positions are either in the recruitment process or has successfully
been filled:
o Family Development, Healthy Families
 Program Manager: We are proud to announce that we have offered the
position of Healthy Families Program Manager to an internal candidate
from our WIC Program. HR has been working extensively with the Family
Development Director, Brandy Strauf, to recruit for the leadership positions
of CAPCO’s new Healthy Families Program, following the generally
defined Program guidelines with Brandy in continual communication with
our Program Specialist for clarifications. The Program Manager needs to be
approved by our Program Manager per Program guidelines. HR has worked
with Brandy to get all necessary materials to the Program Specialist as we
await final approval. Once approved, HR will work with the Program
directors for a smooth transition.
 Program Supervisor: As previously reported, HR began working with
Family Development to recruit for both the Program Manager and the
Program Supervisor. We recruited for both positions simultaneously with
all candidates considered for both positions, based on qualifications. We
interviewed a total of 6 candidates with 1 internal candidate still being
considered for the Program Supervisor position. We have re-posted
externally for the position, and the new Program Manager will be engaged
in the hiring process. Once funding is received for the program, we will also
begin the recruitment process for the 4 Family Support Workers.
o Head Start/Early Head Start:
 Home Visitor: The Early Head Start Program has hired a new Home Visitor,
and the HR Department is seeing the newly hired candidate through the
extensive onboarding process. We are expecting the new hire to be cleared
through all clearances by the end of the week ending 3/23/2018.
o Anticipated Upcoming Recruitment:
 4 Family Support Workers (FSW) for the Healthy Families Program
 NOEP, Snap enroller
 Ongoing Head Start/Early Head Start education recruitment, substitutes and
support staff
 WIC Clerk/Office Coordinator
 Consumer-Directed Services—support positions (Volunteer Driver
Program and Medicaid billing)
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•

2018 Labor Law Posting Update: HR has updated labor law postings for the Agency for
2018. Both NYS and U.S. labor standards have experienced changes for 2018, with some
new regulations all together for 2018, such as NYS Paid Family Leave. While all required
labor law postings are available online through the DOL website, CAPCO orders large
“all-in-one” lamented versions through Personnel Concepts for the CAPCO common-area.
HR also keeps the Staff section of the CAPCO website up-to-date and has implemented
‘Personnel Binders’ for all sites with postings, forms, and employee tools. HR references
the NYS and US DOL publications, SHRM resources, the NYSCAA network, and other
HR publications on a consistent basis to stay updated on all trends, requirements, and
anticipated changes in the industry.

•

Payroll Law, National Training Seminar: HR attended with the Finance team a Payroll
Law 2018 training held by Fred Pryor Seminars at the Crowne Plaza Syracuse. This was
an important for both HR and Finance to attend, particularly with the new Tax and Jobs
Act that impact employees’ bi-weekly federal withholdings. Additionally, this was a good
training for the addition of our new HR Assistant on FLSA (Fair Labor Standard Act)
Overtime Exemptions, Worker Classifications (Employee vs. Independent Contractor,
Payroll and the Nonexempt Employee, Payroll recording-keeping and compliance filings,
as well as payroll management administration. We were validated by CAPCO’s compliant
practices, and we also brought back action items for our internal processes.

Human Resources and the Head Start Performance Standards: HR continues to be a partner
with the Head Start/Early Head Start Program, particularly as it relates to the successful
adherence to all Performance Standards. The HR department has been working to create a
tracking mechanism to track when employees received all required background clearances,
including when these clearances will need to renewed. As part of the new performance standards,
all employees of the Head Start/Early Head Start Program need to have clearances renewed
every 5 years. Head Start/Early Head Start employees undergo a criminal background check with
fingerprints, a State Central Registry child abuse and neglect check, a Staff Exclusionary List
check, as well as a Sex Offender Registry check before any new staff member is ‘cleared’ to
begin work with children. These checks will now need to be completed every 5 years, and HR is
developing an automatic tracking tool, and will be rolling this out with Head Start/Early Head
Start to complete our first round of re-verifications as we approach the Spring.
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