
M e m o r a n d u m  

To:   CAPCO Board of Directors  

From:             January 17, 2020 

Subject:          Annual Board of Directors Meeting  

From:               Eden Harrington-Hall 

  

This is to inform you that the CAPCO Board of Directors meeting will be held at 
12:00 p.m. January 23, 2020 

   

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. 
January 23, 2020 
Meeting Agenda 

I       Call to Order  
 
II. Motion for Approval of the December 5, 2019 Meeting Minutes  

III. Standing Committee Reports  

 Executive Committee 

• 20 - 01 - is seeking your acceptance change to the current Mutual of America 401(k) 
Plan. 

• 20 – 02 – is seeking your acceptance the new created job descriptions. 

Finance and Audit Committees 
 !  

 Motion to Receive and File Financial Statements. 
 

 Board Development Committee  
 Resolution:  
 20 – 03 – is seeking your acceptance the resignation of Maria Manning 

 
 PP& E Committee      
 HS/EHS Reports 

 
 Resolution: 
 20 – 04 – is seeking your acceptance the HS/EHS Annual Report. 

 
IV. Executive Director Report 
V. Program Director Reports 

o WIC 
o Family Development 
o Energy Services 
o Head Start  
o CDPAP 
o HR 

VI. Head Start Policy Council Update 
 
VII. Old Business  

VIII. New Business  

IX. Executive Session – If necessary 

X. Adjournment 
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December 5, 2019 

Meeting Minutes 

I Meeting called to order at 12:04 

II. Motion for Approval of the October 24, 2019 Meeting Minutes made by Jeanette 
Dippo; seconded by Ella Dilorio Spaulding. Motion carried with correction to 
attendance-Billie MacNabb listed twice. 

In attendance: Shelley Warnow, Douglas Bentley, Jeanette Dippo, Ella DiIorio, Sarah 
Beshers, Billie MacNabb, Lynn Sypher, Amber VanDee.  Excused:  Penny Prignon, Helen 
Spaulding, Larry Woolheater, Maria Manning. Absent: Liz Haskins, Ellen Carter 

III. Standing Committee Reports 

E!xecutive /Finance and Audit Committees 
 Motion to Receive and File Financial Statements made by Ella Dilorio; seconded by 

Lynne Sypher, motion carried. 

 Resolutions: 
19 – 34 – is seeking your acceptance the CDPAP wage increase- Motion for acceptance 
made by Jeanette Dippo, seconded by Bille MacNabb. Lindy explained that this will 
increase salary and fringe costs about $203,000. The agency had waited to do salary 
adjustments for this program until there was a resolution to the changes made by the 
governor. As of right now, the proposed changes have been overturned in court and 
things are stable. There being no further discussion, motion carried. 

19 – 35 – is seeking your acceptance of the CDPAP incentive. Motion for acceptance 
made by Lynne Sypher; seconded by Sarah Beshers. Lindy reminded the board that 
the agency postponed giving increases to CDPAP staff last March due to the 
uncertainty with the funding. This is a one-time payment to get back on track from 
the missed increase. Shelley shared the importance of investing in staff. There being 
no further discussion, motion carried 

Board Development Committee- 
 Did not meet but reviewed application of Patty Schapp by email. 
 Resolution: 

19 – 36 – is seeking your acceptance of Patty Schapp, Private Sector Representative 
to CAPCO Board. Motion for acceptance made by Jeanette Dippo; seconded by Ella 
Dilorio. Jeanette shared that Patti is a former student and works with her on 
suicide prevention and will make an excellent board member. There being no 
further discussion, motion carried. 
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PP& E Committee 
 The Committee reviewed the HS/EHS Reports, the Trax report, and new and 

revised HS/EHS policies. 
 

 Resolutions: 
19 – 37 – is seeking your acceptance of HS/EHS Protection of Privacy of Child’s Records 
policy. Motion for acceptance made by Ella Dilorio; seconded by Bille MacNabb. 
Bethann Weider explained the new policies. There being no further discussion or 
questions, motion carried. 

19 - 38- is seeking acceptance of HS/EHS Reporting Systems Policy. Motion to approve 
made by Lynne Sypher, second by Jeanette Dippo. There being no further discussion or 
questions, motion carried. 

19-39 – is seeking acceptance of HS/EHS Mandated Reporting Procedure changes. 
Motion for approval made by Ella DiIorio, second by Doug Bentley. There being no 
further discussion or questions, motion carried. 

IV. Executive Director Report-Lindy gave update on Parker school, discussed the 
Opportunity Community Conference, 

V. Program Director Reports 
o WIC-In addition to written report, Kirsten shared that WIC has found a new site 

in Cincinnatus at the direction of the Regional Office 
o Family Development-Brandy shared updates on holiday activities, and the coat drive. 

The Nickle Store event was cancelled because the facility we went to had closed. 
Doug shared that it is opening under a new name and management. Brandy will 
contact them. 

o Energy Services-provided a written report but was not at the meeting, she has 
grand jury duty 

o Head Start-the conversion grant was submitted Bethann and Lindy shared 
information about the evacuation at Randall. The board would like to thank all of 
the Head Start staff for their professionalism and organized, timely response. 

o CDPAP-Eden has not returned to work yet, salary changes were completed. 
o HR- Greg has been working on the CDPAP salary changes and the FSA change. 

Greg shared information about some of the new wellness committee initiatives. 
VI. Head Start Policy Council Update-Amber updated the board on the meeting. 
CACFP application was approved and submitted, members signed up for by-laws and 
monitoring committees. The new policies were reviewed and approved. 

 

VII. Old Business-Lindy shared that Eden has shared she should be back on 
Monday, 12/10. 

VIII. New Business-See Poverty…Be the Difference-Lynne Sypher led a discussion with board 
and staff who were present about how the book and the Opportunity Conference has changed 
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them personally which led to a discussion about teaching self-efficacy. 

IX. Executive Session – not necessary 

X. There being no further business motion for adjournment made by Ella Dilorio; seconded 
by Jeanette Dippo, meeting adjourned at 1:12 P.M. 
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Executive Committee Meeting Minutes 
January 16, 2020 
 
Meeting called to order at 8:40 a.m.  Members present:  Shelley Warnow, Lynne Sypher, Billie 
MacNabb.  Excused:  Helen Spaulding.  Staff present:  Martha Allen, Greg Richards, Lindy 
Glennon. 
 
Greg presented information re: recommended changes to the CAPCO 401(k) plan.   
401K Proposed Plan Changes, 2020 

CAPCO’s current 401(K) Retirement Savings Plan through Mutual of America includes 
automatic enrollments of 1.0% of gross earnings for new hires. Newly hired individuals have the 
option of canceling the automatic enrollment or increasing the salary deferral amount. This 
automatic enrollment provision was added beginning in 2017. 

Working with guidance from Mutual of America, CAPCO is proposing to enhance the automatic 
enrollment provision to include a “sweep” of current employees who were hired prior to 2017 
who have not made a salary deferral election to contribute to CAPCO’s 401(K) retirement 
savings plan. The “sweep” would automatically enroll employees in the 1.0% auto enrollment 
who were hired prior to 2017 and have not made their own election to contribute to the 401(K) 
Plan. 

Additionally, CAPCO is proposing to auto escalate current employees to a 2.0% automatic 
enrollment after one full year in the 401(K) Plan, if their own salary deferral election has not 
been made.  

See attached documents. 

Committee agreed with the proposed changes.  Motion to approve as presented made by Shelley 
Warnow, 2nd Penny Prignon.  Motion carried. 

Greg presented the following job description for discussion.  (See attached job descriptions) 

• Janitorial Worker – part-time building maintenance position to assist Building 
Maintenance Worker with the cleaning of the Main Office and satellite sites on 
designated days. 

• In-Homer Service Worker – home health aide positions for the Cortland County Area 
on Aging EISEP Consumer Directed In-Home Services Program (CDIS). 

• Family Services Support Specialist – added position in the Head Start/Early Head Start 
Program’s Family Services functional area to serve as a support to Family Advocate and 
Home-Based services.  

• Family Resource Specialist – added position to the Healthy Families component of the 
Family Development Program to serve as a community outreach position dedicated to 
identifying eligible families for the Healthy Families program. 

After review, motion to approve as presented made by Lynne Sypher, 2nd Billie MacNabb.  
Motion carried. 
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Greg presented information re: a NYS Human Rights Claim that was filed by a former employee 
of a consumer(s) in the CDPA Program. CAPCO in the process of responding to the claim with 
assistance from our insurance broker and attorney. Upon being notified of the claim, we 
contacted our Insurance Broker.  We have coverage for this type of incident through 
EPLI/Travelers.  They immediately responded, contacted the attorney from Bond, Schoneck and 
King.  Howard Miller contacted us and immediately began drafting the response.  Greg had 
interviewed Merwin Greene and Eden Harrington-Hall as they were named in the report.  We are 
confident that there is no validity to the complaint.  The response was submitted timely to the 
NYS Division of Human Rights.  We will be notified as to their decision.   

Lindy shared information regarding new guidance from the Office of Head Start in the situation 
where one of our staff is named as the subject of a report of suspected child abuse/maltreatment.  
Per that guidance (it is not a Performance Standard), we are expected to immediately remove that 
staff person from the classroom or any direct contact with children in the program.  They are not 
supposed to return to those duties until the CPS investigation is completed.  This guidance is 
different from OCFS Day Care Licensing, but, because it’s our funding source, we need to abide 
by that requirement.  Lindy, Bethann and Jenn Giebel met with staff from DSS/CPS to make 
them aware of this new requirement and to work on a plan that would insure that CAPCO is 
aware when a complaint has been received and that DSS/CPS would notifiy CAPCO as soon as 
the investigation was complete.   

Lindy shared information re: a situation that happened in a YMCA classroom on 1/15/2020 that 
we self reported to CPS, OCFS Day Care Licensing and during a scheduled meeting this date 
will be reported to the HS Regional Office.  A child in the classroom, while the teacher was 
looking for shoes, ran from the classroom and up the stairs to the lobby area of the YMCA.  Jenn 
Giebel, upon being notified of the incident, immediately went to the site and reviewed the video 
footage and talked with staff.  The incident is being dealt with by program admin. staff.   

Being no further business, meeting was adjourned at 9:45 a.m. 
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BOARD OF DIRECTORS RESOLUTION TO AMEND A PLAN 

WHEREAS, the Board of Directors of Cortland County Community Action Program, Inc. (the 

Employer) has assembled in a meeting this    day of         20   ; 

WHEREAS, the Employer established the 401(k) Profit-Sharing Plan (the Plan) to provide 

retirement benefits for employees of the Employer; and 

WHEREAS, the Employer has the right to amend the Plan pursuant to the provisions of the 
Plan. 

NOW, THEREFORE, BE IT RESOLVED THAT:  

1) This attached Plan Amendment is approved;

2) All other provisions and conditions of the Plan remain unchanged; and

3) _________________________________ _____ (Officer(s) and agent(s) of the Employer)
(Name and Title) 

is/are hereby authorized and directed to take such further action as may be necessary,

appropriate or advisable to effectuate the foregoing resolutions.

The undersigned    (Secretary of the Board or Board 

President) of the Employer hereby certifies that the foregoing resolutions were duly adopted by 

the Board of Directors at the meeting referenced herein, and that the documents attached are the 

true copies of the documents referenced in those resolutions. 

Secretary of Board / Board President 

Date 
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401(k)-NP-053-992-B 161695 Page 1 

Amendment to the 401(k) Profit-Sharing Plan 
 

of 
 

Cortland County Community Action Program, Inc. 
 
 
In accordance with the provisions of the Plan, the Employer hereby amends its Plan, effective as of 
February 1, 2020, as follows: 
 
(1) Section 1.3(a)(2)(A) is changed to read as follows: 
 

(B) New and Current Participants. Unless he elects otherwise on a form provided by the Plan 
Administrator, a Participant shall be deemed to have directed the Employer to make Salary 
Reduction Contributions on his behalf effective as of the first pay period beginning on or after the 
latest of (i) February 1, 2020 (the effective date of this provision) or (ii) the Entry Date that he 
begins (or resumes) participation in the Plan, or (iii) the date that he satisfies the eligibility 
requirements of 1.2(a)(1) and (b)(1). 

 
The amount contributed on behalf of such Participant shall be: 

 
(ii) Nonqualified Graduated Percentage. The amount contributed on behalf of each such 
 Participant shall be 1% of his Compensation for the initial Plan Year in which Automatic 
 Enrollment Contributions are made on his behalf, increasing as follows in subsequent Plan 
 Years per the following schedule: 
 

1% for the first Plan Year following the Plan Year in which Automatic Enrollment 
Contributions commenced. 

 
2% for the second (and each subsequent) Plan Year following the Plan Year in which 
Automatic Enrollment Contributions commenced. 

 
No contributions made pursuant to this provision will be treated as Roth Contributions described 
in Section 402A of the Code. 

 
 
 
 
 
 
 
 
 
This Amendment executed in the State of             on this      
 

day of           , 20    . 

 
Cortland County Community Action Program, Inc. 
 
By:               

 

Title:              
 

Received in New York, NY on this       day of          , 20   . 
 

 
Mutual of America Life Insurance Company 

 

By:               
 
Title:   Vice President        
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Resolution of the Board of Directors 

of  

Cortland County Community  

Action Program, Inc. 

Resolution No. 20 - 02 

 

 

HEREAS, the Cortland County Community Action Program, Inc. Executive 

Committee  has reviewed the newly created job descriptions, and has recommended 

accepting as presented, and 

 

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

reviewed the job descriptions and accepts as presented. 

 

T IS HEREBEY RESOLVED that on January 23, 2020 the CAPCO Board of Directors 

adopts for acceptance the job descriptions 
 

 

President 

 

Date 

  

w 
W 

I  
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Cortland County Community Action Program, Inc. 

Job Description 

Job Title: Janitorial Worker      Date: April 4, 2019 
Department: Building Maintenance        Reports To: Building Maint. Worker 
Director Approval: ______________      FLSA Status: Non-Exempt 

Job Function Performs upkeep tasks of CAPCO-owned and rented facilities to include routine 
cleaning duties based on predetermined daily schedule.  

Essential Duties and Responsibilities include the following. Other duties may be assigned. 

Order, deliver, and maintain janitorial and custodial supplies for each designated location. 

Responsible for maintaining clean and orderly Agency-designated van including maintaining 
tools and tracking mileage. 

Work with Building Maintenance Worker to identify and solution facility safety concerns. 

Responsible for the daily, weekly, monthly, and quarterly cleaning maintenance of CAPCO-
owned and rented facilities, following Agency cleaning schedule: 

Main Office: 

On a daily basis, clean common areas including: front foyer, reception area, hallways, board 
room, kitchen/break room, bathrooms WIC waiting room and blood room, utility room. Daily 
cleaning responsibilities include: 

• Sweeping and mopping, moving runners and carpets
• Vacuuming common area carpets
• Dust and disinfect common surfaces
• Bathroom cleaning and disinfecting
• Front glass door cleaning
• Refill of dispensers
• Collection of garbage and recycling

On a weekly basis, vacuum individual offices, sweep front sidewalk and pick-up litter/trash in 
front of and around the building, mop desk mats, and ensure trash and recyclables are 
available for weekly pick-up. 

On a monthly basis, check for cobwebs throughout the building, dust WIC shelving and 
pictures in the hallways. 

On a quarterly basis, clean all windows inside and out. 

South Main Facility: 

Clean the CAPCO South Main Facility once per week on predetermined day completing the 
following responsibilities: 

• Sweep and mop all classrooms, office floors, and stairways.
• Clean classroom sinks
• Dust and disinfect common surfaces
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• Dust tables in BOCES classroom
• Check and clear cobwebs throughout the building
• Clean and disinfect bathrooms and door handles
• Refill of dispensers
• Collection of garbage and recycling

 Cosimo’s Facility: 

Clean CAPCO’s rented Cosimo’s facility once per week on predetermined day completing the 
following duties 

• Mop and/or vacuum all classroom floors and carpets
• Clean and disinfect classroom bathrooms
• Mop and sweep floors in office space, stairwell and foyer upstairs and downstairs
• Dust and disinfect common surfaces
• Sweep and mop kitchen office, dust and disinfect common surfaces
• Refill of dispensers
• Collection of garbage and recycling

Elm Tree Facility: 

Clean CAPCO’s rented Elm Tree facility once per week on predetermined day completing the 
following duties 

• Mop and/or vacuum all classroom floors and carpets
• Clean and disinfect classroom bathrooms
• Vacuum, mop/sweep common and meeting space areas
• Dust and disinfect common surfaces
• Clean and disinfect common facility bathrooms
• Refill of dispensers
• Collection of garbage and recycling

Competencies         
To perform the job successfully, an individual should demonstrate the following competencies: 

Identifies and resolves problems in a timely manner; Gathers and analyzes information 
skillfully. Demonstrates superior time management and organizational skills. Contributes to 
building a positive team spirit. Makes self-available to staff; Provides regular performance 
feedback. Shows respect and sensitivity for cultural differences. Develops strategies to 
achieve organizational goals. Exhibits sound and accurate judgment. 

Qualifications To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

Education and/or Experience         
High School Diploma or High School Equivalency (GED) degree preferred. Three (3) to five (5) 
years related experience or equivalent combination of education and experience.  

Language Skills 
Ability to read and interpret documents, safety rules, and procedure manuals.  Ability to write 
routine reports and correspondence.  Ability to speak effectively in a team environment. 
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Mathematical Skills 
Ability to add, subtract, multiply, and divide in all basic units of measure. Ability to read and 
interpret tape measures and rulers effectively. 
 
Computer Skills                           
To perform this job successfully, an individual should have working knowledge Microsoft Office 
Suites (Word, Outlook, Excel, etc.). 

 
Reasoning Ability                       
Ability to apply common sense understanding to carry out instructions furnished in written, 
oral, or diagram form.  Ability to deal with problems involving several concrete variables in 
standardized situations. 
 
Certificates, Licenses, Registrations  
NYS Driver's License 
 
Physical Demands The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
While performing the duties of this Job, the employee is regularly required to use hands to 
finger, handle, or feel. The employee will be required to frequently use power tools. The 
employee is frequently required to stand; walk; reach with hands and arms and talk or hear. 
The employee is occasionally required to climb or balance and stoop, kneel, crouch, or crawl. 
The employee must occasionally lift and/or move up to 25 pounds with assistance or appliance 
dollies. Specific vision abilities required by this job include close vision and distance vision. 
 
Work Environment The work environment characteristics described here are representative 
of those an employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
While performing the duties of this Job, the employee is occasionally exposed to moving mechanical 
parts; high places; dirty confined spaces, outside weather conditions and risk of electrical shock. The 
noise level in the work environment is usually moderate to loud. 

 

Board Packet January 2020 16



Expanded In-Home Service for the Elderly Program (EISEP) 
Consumer Directed In-Home Services (CDIS): General Job Description 

Job Title: In-Home Service Worker II         Date: June 3, 2018 
Department: Consumer Directed Services       Reports To: Consumer 
Director Approval: ____________          FLSA Status: Non-Exempt 

Job Function Provides care for participant in their home following established care plan, by 
performing the following duties. 

Essential Duties and Responsibilities include the following. Other duties may be assigned 
in accordance with plan of care. 

Duties may vary based on participant's needs. 

Hygiene: provides bathing and oral hygiene as directed in care plan. Dresses, and undresses 
participant. Turns and repositions bedfast participant, alone or with appropriate lifting devices, 
to prevent bedsores. 

Food: buys groceries, prepares meals and serves them to participant, assisting if required. 

Transports participant to appointments (doctors, etc.) Assists patients to walk. Runs errands 
as listed in care plan. 

Ensures that the participant receives prescribed medication as directed. Completes personal 
care responsibilities as listed in the care plan.  

Housekeeping: ensures the areas (kitchen, living room, bathroom, bedroom, etc) associated 
with the participant are cleaned. This includes changing the linens on the bed. 

Takes and records temperature, blood pressure, pulse and respiration rates, and food and 
fluid intake and output, if directed. Keeps detailed notes on care of patient.  

Keeps the program director abreast of any participant issues immediately so prompt follow-up 
and resolution can occur. Follows established CAPCO policies and procedures. 

Ensures aide relieving them is apprised of participant’s care and any special instructions. 

Competencies         
To perform the job successfully, an individual should demonstrate the following competencies: 

Responds promptly to customer needs.  Maintains confidentiality. Treats people with respect; 
Works with integrity and ethically.  Follows policies and procedures.  Approaches others in a 
tactful manner. Demonstrates accuracy and thoroughness. Observes safety and security 
procedures. Ensures work responsibilities are covered when absent. 

Qualifications To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
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Education and/or Experience                           
High school diploma or general education degree (GED); or recommend three to six months 
related experience and/or training; or equivalent combination of education and experience. 
 
Language Skills                           
Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability 
to write simple correspondence.  Ability to effectively present information to participants and 
other employees of the agency. 
 
Mathematical Skills                           
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals.   
 
Reasoning Ability                           
Ability to apply common sense understanding to carry out detailed but uninvolved written or 
oral instructions.  Ability to deal with problems involving a few concrete variables in 
standardized situations. 
 
Certificates, Licenses, Registrations  
NYS Driver's License, if applicable 
 
Physical Demands The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
While performing the duties of this job, the employee is frequently required to stand; walk; use 
hands to finger, handle, or feel and talk or hear. The employee is occasionally required to 
reach with hands and arms and climb or balance. The employee must frequently lift and/or 
move up to 25 pounds.  Specific vision abilities required by this job include close vision. 
Ability to travel as necessary to carry out responsibilities listed in care plan. 
 
Work Environment The work environment characteristics described here are representative 
of those an employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
The noise level in the work environment is usually moderate. 
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Cortland County Community Action Program, Inc. 
Job Description 

   
Job Title: Family Services Support Worker        Date: September 17, 2019 
Department: Head Start/Early Head Start                Reports To: Family Services   
             Coordinator 
Director Approval:  _____________                       FLSA Status: Non-Exempt 
  
 
Job Function Supports the overall operation of the Family Services functional area, while 
assisting with Home Visitor & Family Advocate Duties.  Responsible for assisting in 
implementing the home visiting, family partnership, and family engagement functions of the 
Head Start/ Early Head Start program.  
 
Essential Duties and Responsibilities include the following. Other duties may be 
assigned. 
 
Recruits and complete intake process for participants in the program. 
 
Assist in implementing and overseeing program wide Family Events. 
 
Support Family Services Coordinator & Assistant as needed. 
 
Shadow Home Visitors and Family Advocates and fill in as needed, fulfilling HV & FA job 
requirements such as, but not limited to: 
 

Work with families on an individualized basis to identify family goals, strengths and 
necessary services and supports. 
 
Coordinate or refer families through formal or informal networking in the community. 
 
Record, monitor and follow-up on referrals for support services for reporting 
requirements.  
 
Provide the delivery of appropriate child development activities to infants, toddlers and 
their families in the Home Based option. 
 
Educate families on parenting skills, problem solving, coping skills, knowledge of child 
development, and advocacy skills for their children and themselves. 
 
Monitor absenteeism and provide necessary follow-up/ family support plan and 
documenting steps taken and progress 

 
Ensure parents are involved in the development of the program services for children, 
including home visits; parent conferences; the delivery of health care services to 
children; the development of the curriculum; planning, implementing and evaluating 
services for children with special needs.  
 
Maintain planning and communications systems which assure that information is 
processed in a timely manner to parties needing that information. 
 
Prepare and disseminate required reports to supervisor. 
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Communicate regularly with the Family Services Coordinator, Family Services Assistant 
and other Head Start support staff. 

Participates in intensive staff pre-service, in-service, and orientation sessions. 

Fulfill role as mandated reporter as stated in Child Abuse and Neglect Policy. 

Supervisory Responsibilities         
This job has no supervisory responsibilities. 

Competencies         
To perform the job successfully, an individual should demonstrate the following 
competencies: 

Maintains confidentiality about children and families; Knowledge of community resources, 
Listens to others without interrupting. Demonstrates group presentation skills; Participates 
in meetings.  Able to read and interpret written information. Shows respect and sensitivity 
for cultural differences.  Works with integrity and ethically. Approaches others in a tactful 
manner. 

Follows policies and procedures; Completes administrative tasks correctly and on time; 
Benefits organization through outside activities. Prioritizes and plans work activities. 
Accepts responsibility for own actions. Observes safety and security procedures; Uses 
equipment and materials properly. Is consistently at work and on time. Takes responsibility 
for own actions. Asks for and offers help when needed. 

Qualifications To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

Education and/or Experience 
Associate's degree (A. A.) in Human Services or Early Childhood, or related field or 
equivalent; plus minimum of two years experience in Human Services; or equivalent 
combination of education and experience. 

Language Skills      
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals.  Ability to write routine reports and correspondence.  
Ability to speak effectively before groups of customers or employees of organization. 

Mathematical Skills 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw 
and interpret bar graphs. 

Reasoning Ability 
Ability to apply common sense understanding to carry out instructions furnished in written, 
oral, or diagram form.  Ability to deal with problems involving several concrete variables in 
standardized situations. 
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Computer Skills                           
To perform this job successfully, an individual should have knowledge of Microsoft Office 
(Word, Excel and internet) software. 
 
Certificates, Licenses, Registrations  
Valid NYS Drivers License 
 
Other Qualifications                           
Clearance through the NYS Maltreatment Registry. Annual Physical Examination, TB Test 
and Fingerprinting for criminal background 
 
Physical Demands The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
While performing the duties of this job, the employee is frequently required to stand; walk; 
use hands to finger, handle, or feel; reach with hands and arms; talk or hear and taste or 
smell. The employee is occasionally required to sit and stoop, kneel, crouch, or crawl. The 
employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities 
required by this job include close vision and distance vision. 
Must be able to travel to all Head Start sites, training, children homes, etc. as necessary 
and requested.  
 
Work Environment The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of 
this job. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
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Cortland County Community Action Program, Inc. 
Job Description 

   
Job Title: Family Resource Specialist (FRS) Date: September 16, 2018 
Reports To:  Program Supervisor   Department: Family Development                                
Director Approval: _______________             FLSA Status: Non-Exempt 
  
 
Job Function: Responsible for conducting intake and assessments for Healthy Families 
referrals/screenings. The FRS is the central point of contact for the Healthy Families 
program and receives all phone calls, emails, and faxed referrals. The FRS will 
coordinate service delivery with Healthy Families staff. The FRS will also conduct 
community outreach in order to promote the Healthy Families programs.  

 
Essential Duties and Responsibilities include the following. Other duties may be 
assigned. 
 
Initiate all contact with families. 
 
Act as central point of entry for all referrals and maintain ongoing communication with 
referral agencies to facilitate referrals and provide status of their referred families.    
 
Conduct interviews to identify at-risk families and making appropriate referrals to 
Community resources. 
 
Conduct community outreach in order to promote the Healthy Families programs. 
 
Apply knowledge of child development, parent-child interaction, family systems, 
preventive health, and the dynamics of child abuse and neglect in working with families. 
 
 
Keep the Program leadership advised on unified community concerns and issues on a 
regular basis through scheduled meetings. 
 
Work cooperatively with other CAPCO programs and community agencies 
 
Maintain functional knowledge of other local, state, and federal programs relating to low 
income individuals. Work with other human services agencies in order to create more 
effective flow of service in the community. 
 
Participate in training programs which relate to job responsibilities. 
 
Serve as a Family Support Specialist when needed.  
 
Competencies                           
To perform the job successfully, an individual should demonstrate the following 
competencies: 
 
Manages difficult or emotional participant situations; Responds to requests for service 
and assistance.  Maintains confidentiality. Demonstrates group presentation skills. 
Writes clearly and informatively. Displays original thinking and creativity. Exhibits 
objectivity and openness to others' views. Demonstrates accuracy and thoroughness.  
Treats others with respect and consideration regardless of their status or position. Works 
with integrity and ethically; Upholds organizational values. 
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Strong listening skills; ability to handle stressful situations. Emotionally mature and 
capable of exercising judgment; respect for and sensitivity to the needs and rights of 
others, including those with  differing cultural, racial, sexual, or ethnic identities. Follows 
policies and procedures; Completes administrative tasks correctly and on time; Benefits 
organization through outside activities. Observes safety and security procedures; Uses 
equipment and materials properly. Asks for and offers help when needed.  
 
Qualifications To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below are representative of 
the knowledge, skill, and/or ability required. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions.    
 
Knowledge of community resources; successful parenting and/or child care experience; 
ability to identify family strengths and foster self-sufficiency and independence in 
families; ability to be satisfied with on-going projects where positive outcomes are often 
not immediately apparent; ability to establish trusting relationships and work effectively 
with mothers, fathers, and extended family; Belief that children need to be nurtured. 
 
Education and/or Experience    
Associates degree in human services or related field and at least 1 year experience 
working with at risk families and/or children or High school diploma / GED plus three 
years life/work experience caring for young children or providing family development 
services required.                  
 
Language Skills                           
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals.  Ability to write routine reports and 
correspondence.  Ability to speak effectively before groups of participants or employees 
of agency. 
 
Mathematical Skills                           
Ability to add, subtracts, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent 
and to draw and interpret bar graphs. 

 
Computer Skills                           
To perform this job successfully, an individual should have knowledge of Microsoft Office 
(Excel, Word, etc. and Outlook). 
 
Other Skills and Abilities 
Experience in working with individuals, neighborhood groups (youth and adults) and 
community organizations. Ability to grasp the problems confronting low-income 
residents, especially fiscal challenges. Working knowledge of the family development 
process.  
 
Certificates, Licenses, Registrations  
NYS Driver's License 
 
Physical Demands The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
While performing the duties of this job, the employee is frequently required to sit; use 
hands to finger, handle, or feel and talk or hear. The employee is occasionally required 
to stand; walk; reach with hands and arms and stoop, kneel, crouch, or crawl. The 
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employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include close vision. Must be able to travel to various locations. 
Ability to work flexible hours to support the program.  
 
Work Environment The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions 
of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
 The noise level in the work environment is usually moderate.  
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Finance Committee Meeting Minutes 
January 16, 2020 
 
The Finance Committee meeting was called to order at 8:00 a.m.  Members present:  Shelley 
Warnow, Penny Prignon, Sarah Beshers, Ella DiIorio.  Excused:  Helen Spaulding.  Staff 
present:  Martha Allen, Greg Richards, Lindy Glennon 
 
The Committee reviewed the financial statements for period ending 11/30/2019 including 
funding source summary and monthly checklist of reports.   
 
AGENCY 
Accounts Payable and Accounts Receivable are current with the exception of Medicaid 
receivables. 
 
Consumer Directed Services 
CDPAP billing submitted for payment through the payroll ending December 6, 2019, being 
consistently current with Medicaid billing ensures a positive cash flow. 
Currently we are forecasting for the 2019 year a net surplus $534k for the CDPAP program.  
Committee expressed appreciation to Fiscal and HR staff for work done to get the salary 
increases and one time payments for CDPA Aides done in December.   
After careful review of several EVV (Electronic Visit Verification) systems, we have decided 
that Paychex best meets the needs of the CDPAP program.  Paychex is developing the contract 
for us now.  They are waiving the set up fee for the program.   
 
EARLY CHILDHOOD DEVELOPMENT 
We are working on the 2020/2021 HSEHS refunding grant for $2,887,428 that is due March 1, 
2020. This refunding grant does not include COLA dollars. Finance Committee will review the 
proposed budget at the February meeting for submission of the grant by March 1, 2020.  
Currently we are forecasting the 2018/2019 HSEHS contract with no surplus/deficit. 
 
ENERGY SERVICES DEPARTMENT 
The Energy Department is on track with the WAP contract.  We are waiting on the finalization of 
the Amendment to the $400,000 funding for the current year.  The cube van needs significant 
repairs – probably in excess of $5000.  Denise has worked with repair shop, HCR staff and 
CAPCO staff to determine best course of action.  All agree that repairing current vehicle is best.  
 
FAMILY DEVELOPMENT DEPARTMENT 
The 18.19CSBG funding is the final year of the 3-year contract, there is no carryover of funds. 
The contract period is extended to March 31, 2020 we anticipate that this contract will be spent 
out by January 31, 2020.  Still waiting approval of the 19.20CSBG Contract. 
 
WIC 
The 19.20WIC Contract was executed on August 29, 2019.  This is the year that we should have 
to do the refunding application for the next 5 year funding cycle.  We were notified that this has 
been delayed and we will not have to do it this year for funding period to begin 10/1/2020. 
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Motion to accept financials as presented made by Ella DiIorio, 2nd Penny Prignon.  Motion 
carried. 
 
Lindy shared information re: funding levels as a result of the finalization of the 2020 federal 
budget.  WAP received $51.5m increase to $308.5m; CSBG received a $15m increase to $740m; 
HS/EHS received a $550m increase to $10.6b.   
 
No further business – meeting adjourned at 8:35 a.m. 
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FINANCE COMMITTEE REPORT 
 SUMMARY OF NOVEMBER 2019 FINANCIAL STATEMENTS 

PRESENTED BY Martha Allen 
January 16, 2020 

 
AGENCY 

Accounts Payable and Accounts Receivable are current with the exception of Medicaid receivables. 

Consumer Directed Services 

CDPAP billing submitted for payment through the payroll ending December 6, 2019, being consistently current 
with Medicaid billing ensures a positive cash flow. 

Currently we are forecasting for the 2019 year a net surplus $534k for the CDPAP program. 

After careful review of several EVV (Electronic Visit Verification) systems, we have decided that Paychex 
best meets the needs of the CDPAP program. 

EARLY CHILDHOOD DEVELOPMENT 
 
We are working on the 2020/2021 HSEHS refunding grant for $2,887,428 that is due March 1, 2020.  
This refunding grant does not include COLA dollars. 
 
Currently we are forecasting the 2018/2019 HSEHS contract with no surplus/deficit.   
 
ENERGY SERVICES DEPARTMENT 

The Energy Department is on track with the WAP contract. 

 

FAMILY DEVELOPMENT DEPARTMENT 
The 18.19CSBG funding is the final year of the 3-year contract, there is no carryover of funds.  The 
contract period is extended to March 31, 2020 we anticipate that this contract will be spent out by January 
31, 2020. 

Still waiting approval of the 19.20CSBG Contract. 
  
WIC 

The 19.20WIC Contract was executed on August 29, 2019. 
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ITEM/REPORT DUE DATE FILED
Subsidiary ledgers in balance for the month? N/A yes
Bank accounts have been reconciled through? N/A Sep-19
Accounts receivable over 90 days past due N/A yes - Medicaid
Accounts payable over 90 days past due N/A none
NYS Sales and Use Tax Filing 3/21/2020
FT-500  Application for Refund of Sales Tax Paid on Petroleum Products Annually
Coporate Tax Returns - IRS 990 & CHAR 500 (auto-approved 6 months extension) 10/15/2020
Coporate Tax Returns - IRS 5500 (Retirement)  (auto-approved 6 month extension) 10/15/2020
Quarterly payroll tax returns filed by complete payroll qtrly yes
US Dept of Labor - Bureau of Labor Statistics - Multiple Worksite (MWR) qtrly 10/31/2019
Form 1099's 1/31/2020
EO 38 Filing 6/30/2020

 CSBG 2019‐2020 py
 20% Expenditure report
45% Expenditure report
70% Expenditure report
 1st QTR  Program/Fiscal Attestation Forms 1/31/2020
2nd QTR  Program/Fiscal Attestation Forms 4/30/2020
3rd Qtr  Program/Fiscal Attestation Forms 7/31/2020
4th Qtr  Program/Fiscal Attestation Forms 10/31/2020

MWBE Reports
3rd qtr   (Oct-Dec) 1/10/2020 1/10/2020
4th QTR  (Jan-Mar) 4/10/2020
1st qtr  MWBE Reports  (Apr-Jun) 7/10/2020
2nd qtr  MWBE Reports  (Jul-Sep) 10/10/2020
  Unaudited Financial Statements 3/31/2020

Energy Services

WAP 19‐20 PY
Monthly Voucher to Energy Services for presentation to DHCR 10th of month 1/13/2020
1st qtr MWBE Reports (April-June) 7/10/2019 7/8/2019
2nd qtr   MWBE Reports (July-September) 10/10/2019 10/10/2019
3rd qtr  MWBE Reports (October-December) 1/10/2020 1/10/2020
4th qtr  MWBE Reports (January-March) 4/10/2020
 Unaudited Financial Statements - 19.20WAP 5/31/2020

Head Start & Early Head Start 
Quarterly Form 425:  Enter in Payment Management System (PMS)

1ST QTR (January - March) 4/30/2019 4/4/2019
2ND QTR (April-June) 7/30/2019 7/22/2019
3RD QTR (July-September) 10/30/2019 10/25/2019
4TH QTR (October-December) 1/30/2020

Form 425 due: Upload to GRANT SOLUTIONS - 19-20 py
semi-annual  (June-November) 1/30/2020
annual (June-May) 7/30/2020
final  (June-May) 10/30/2020

WIC 19‐20py
Monthly Voucher  (due 45 days after month end) November 1/15/2020
MWBE Reports

1st qtr MWBE Reports (January-March) 4/10/2020
2nd qtr   MWBE Reports (April to June) 7/10/2020
3rd qtr  MWBE Reports (July to September) 10/10/2020
4th qtr  MWBE Reports (October to December) 1/10/2020 1/10/2020
Final Voucher 11/15/2020

CORTLAND COUNTY COMMUNITY ACTION PROGRAM, INC.

FINANCE DIRECTOR MONTHLY CHECKLIST

FOR THE MONTH NOVEMBER 2019

Submitted by Martha Allen on January 16, 2020

Program Reports
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CAPCO

Balance Sheet

11/30/2019 10/31/2019 9/30/2019 8/31/2019 7/31/2019

ASSETS

     CURRENT ASSETS

$1,198,260 $1,177,346 $1,449,396 $1,325,190 $1,348,175           Cash

$168,729 $230,979 $330,100 $159,957 $183,862           Grants Receivable

          Accounts Receivable

ACCOUNTS RECEIVABLE $596,557 $768,045 $973,089 $1,226,926 $1,072,657 

Less: ALLOWANCE FOR DOUBTFUL ACCOUNTS $199,439 $199,439 $199,439 $199,439 $199,439 

MEDICAID VARIANCE RECEIVABLE $0 $0 $0 $0 $0 

OTHER RECEIVABLES $0 $0 $0 $0 $0 

OTHER RECEIVABLES $0 $0 $1,033 $1,033 $1,033 

OTHER RECEIVABLES $349 $338 $339 $1,015 $264 

$397,467 $568,944 $775,022 $1,029,536 $874,515           Net Accounts Receivable

($8,506) $6,957 $29,490 $43,918 $61,924           Prepaid Expenses

$1,755,951 $1,984,226 $2,584,009 $2,558,601 $2,468,477      TOTAL CURRENT ASSETS

     PROPERTY AND EQUIPMENT

$773,607 $767,454 $771,354 $769,090 $768,205                Vehicles, furniture and equipment

$1,186,732 $1,186,732 $1,186,732 $1,186,732 $1,186,732                Building

$1,960,339 $1,954,186 $1,958,086 $1,955,822 $1,954,937           NET PROPERTY AND EQUIPMENT AT COST

($1,078,908) ($1,078,908) ($1,078,908) ($1,078,908) ($1,078,908)          Less Accumulated Depreciation

$881,431 $875,278 $879,178 $876,914 $876,029      TOTAL PROPERTY AND EQUIPMENT

$2,637,381 $2,859,504 $3,463,186 $3,435,514 $3,344,505 TOTAL ASSETS

LIABILITIES AND NET ASSETS

          CURRENT LIABILITIES

$71,091 $12,637 $46,425 $51,299 $9,988                Accounts Payable

$40,701 $38,851 $305,413 $47,568 $57,185                Payroll taxes and Accruals

$3,169 $3,919 $1,670 $3,079 $5,254                Other Current Liabilities

$162,963 $182,576 $194,890 $205,749 $231,484                Defered Income

$277,924 $237,984 $548,398 $307,695 $303,911           Total CURRENT LIABILITIES

$236,129 $236,944 $237,781 $238,591 $239,397           LONG-TERM DEBT

$514,053 $474,928 $786,180 $546,286 $543,309      TOTAL LIABILITIES

$2,073,328 $2,384,576 $2,677,007 $2,889,229 $2,801,197      NET ASSETS

$2,587,381 $2,859,504 $3,463,186 $3,435,514 $3,344,505 Total LIABILITIES AND NET ASSETS
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Board Development 

January 14, 2020 

In attendance: Ellen Carter, Larry Woolheater, Jeanette Dippo.  Staff: Lindy Glennon, Eden 
Harrington-Hall 

Slate of Officers 

The committee discussed the 2020 slate of officers.  All in attendance agreed to reach out to 
the current officers to see if they would be interested in serving another term.  Current officers 
are: Shelley Warnow, President; Billie MacNabb, Vice-President; Helen Spaulding, Treasurer; 
Lynn Sypher, Secretary. 

Board Vacancy 

Maria Manning, had to resign from the Board due to her moving to Ithaca.  Maria was the 
attorney representative on the Board which is a requirement for HS/EHS.  Eden mentioned that 
a former Board member at ATI Mary Beth Mathey is an attorney and is currently the Town 
Justice for Cortlandville.  Both Larry and Eden served with Mary Beth on the ATI Board and 
believe she would be an asset to the Board.  In addition to being an attorney, Mary Beth is also 
an Elected Public Official, which is beneficial if we have a vacancy in the Public Official sector, 
Mary Beth could move from the Private Sector seat to the Public Sector.  All in attendance 
agreed to have Eden reach out to Mary Beth to see if she would be interested.  If she is not 
interested, Maria had recommended Karen Leahy, Esq. as her replacement.   

Annual Board Survey 

It is that time of year for the annual board survey.  As in the past, this will be done via doodle 
poll.  This intent will be shared with the Board at this month’s meeting and hope to have results 
of the poll for the February meeting. 

Opportunity Community 

Jeanette Dippo shared with the group that she was asked to do a presentation to her ministry 
on the Opportunity Committee.  She used Brandy Strauf’s Powerpoint for the presentation and 
it was very well received. Jeanette suggested that each Board member receive the Powerpoint, 
so if there is the opportunity for them to present the information to other community 
members.  In addition, we have 4 Poverty Coaches on staff who trained with Donna Beagle and 
Kristen Monroe what like staff to be trained and Jeanette thought it would be a good idea to 
provide that training for the full Board. 

The final editing stages are being made to the filming of the Opportunity Conference held on 
October 26th.  Several members were interviewed and we hope to pre-view it in the near 
future. 
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NYSCAA 

At this year’s NYSCAA Annual Conference Lindy intends on nominating CAPCO’s involvement in 
the Opportunity Community as an innovation.   

ACE’s Training 

There’s an ACE’s (Adverse Childhood Experiences) and Resiliency Training on Thursday, January 
30, 1:00-4:00 p.m. at the Mini Conference Center on Port Watson Street  It’s being made 
available to us as part of our participation in the Care Compass Network CoHort focused on 
building resilience in people we are working with.   Lindy will share with the full Board this 
training opportunity.  

There being no further discussion, motion for adjournment made by Larry Woolheater; 
seconded by Jeanette Dippo.  Meeting adjourned at 8:55 a.m. 
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Resolution of the Board of Directors 

of  

Cortland County Community  

Action Program, Inc. 

Resolution No. 02 - 03 

 

 

HEREAS, the Cortland County Community Action Program, Inc. Board 

Development accepts the resignation of Maria Manning as a Private Sector 

Representative and has recommended accepting. 

 

 

T IS HEREBEY RESOLVED that on January 23, 2020 the CAPCO Board of Directors adopts 

for acceptance Maria Manning’s resignation 
 

 

President 

 

Date 

 

  

w 
 I  
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PP&E Committee 

January 14, 2020 

 

In attendance:  Patty Schapp, Billie MacNabb, Doug Bentley, Lynn Sypher.  Absent: Liz Haskins. Staff: 
Lindy Glennon, Eden Harrington-Hall, Bethann Weider 

HS/EHS Reports – November 2019 

HS Family Services – no income eligible 4 year olds on the wait list – current enrollment is 180 out of 200 
slots.  21 over-income are on the wait list 

HS Mental health – behavior concerns 38 (cumulative Sept-November) which can indicate that the 
“honeymoon period over”  

HS Special Needs – 39 receiving services of 180 enrolled which represents 22% children receiving 
services.  We don’t necessarily see this as a problem because it is the belief that early intervention is 
addressed before children are entering school.   

HS Health Services – no incidents were reported to OCFS. A report would need to be sent to OCFS if 
there is an incident which requires medical follow-up.   

Dental – 67% have not received dental treatment – there continues to be the issue that there are no 
pediatric dentist in Cortland – we help facilitate the cost to go to Syracuse or Binghamton for dental 
treatment. 

EHS – family services -10% over-income 27 of the slots 72 slots 87% attendance 85% or higher if lower 
two months in a row we need to do a corrective action plan with the regional office.  Waiting list 70 
income eligible - conversion grant has been submitted. 

EHS Family engagement shows the number of parents/caregivers participating in Family Engagement 
activities. 

EHS Special Needs – 12 children EI IFSP 7 evaluations done 19 potential receiving services. 

Mental Health – share, space challenges, biting, etc.   

Health services – physicals, lead, no incidents reported to OCFS. 

Dental – difficult to track, however this is not a requirement. Most dentist will not see children in the 
EHS program. 

Corrective Action Plan – 97% enrolled and maintain this for 6 months.  If this does not happen they can 
reduce our grant by the number under-enrolled.  We will request a fair hearing if we get notification 
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that they are going to take back funds.  Reduction/conversion grant.  14,000 per child per year in EHS, 
HS is 9,000 per child.  200 hs to 150 ehs 88 

Family Engagement –  

Motion to accept the HS/EHS reports made by Doug Bentley, seconded by Billie MacNabb.  Motion 
carried. 

HS/EHS 

Eyes of Hope – HS received 25 gift certificates for full eye exams and free glasses for eligible children 
with the potential to receive more certificates. 

5 year grant in year 1 – renewal continuation of grant March 1st is due – focus area reviews take place 
twice during the 5 year grant cycle.  Our next review will take place the March 16th which is done 
virtually – phone calls 

HS/EHS Annual Report is a requirement PIR Program Information Report – cumulative report for the 
year. Motion to accept the HS/EHS report made by Lynne Sypher, seconded by Doug Bentley.  Motion 
carried. 

HS/EHS Annual Report 

The committee reviewed the HS/EHS Annual Report which includes funding and budgets, demographics, 
enrollment, etc.  There being no further discussion, motion to recommend the HS/EHS Annual Report 
made by Lynne Sypher; seconded by Billie MacNabb.  Motion carried. 

Federal funding for WAP at the federal level got an increase CSBG got 15 million increase, HS ½ billion 
increase with funds to be used for  COLA for staff, addressing trauma ACES, funding for 1 time funding 
for building, restoration, lastly is the Parker is a collaborative effort which has funding available for. 

Parker Update – task Force – our Common Council voted unanimously for the City to purchase Parker 
from the School – sell for 91 dollars.  With the following contingencies: letter of intent from CAPCO and 
the YWCA. A history of securing administering grants, leases, etc.  Other contingencies could be a 
concern:  phase 1 environmental study as well as independent building inspection – the school has 
already done an all-inclusive inspection, not immediate concerns were noted.  Barbara Lifton and hastey 
is committed to just under a million dollars for the project.  City got a CFA grant $500,000, but the funds 
require a 80 20 match .   

Regional Alliance for E – 2nd round of funding – the YWCA and CAPCO did a joint proposal for staff 
development and CDA training classroom.  Pay stipend – focus on HS parents.  We have not heard 
anything to date.  Bob Haight CCC anticipates funding will come to Cortland County. 

Opportunity Community – navigators start a list serve  

Possible date change for PP&E possible to meet the 3rd Wednesday will check with Liz for the 3rd 
Wednesday at noon. 

1:02  
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Resolution of the Board of Directors 

of  

Cortland County Community  

Action Program, Inc. 

Resolution No. 20 - 04 

 

HEREAS, the Cortland County Community Action Program, Inc. PP&E Committee 

and reviewed the HS/EHS Annual Report and has recommended accepting as 

presented, and 

 

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

reviewed the report and accepts as presented. 

 

T IS HEREBEY RESOLVED that on January 23, 2020 the CAPCO Board of Directors 

adopts for acceptance HS/EHS Annual Report.  
 

 

President 

 

Date 

  

w 
W 

I  
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ANNUAL REPORT FOR PY 18-19  
 

 
 

Policy Council Approval Date: 
Board of Director’s Approval Date: 
Authored by: CAPCO HS/EHS Management 
 

HS/EHS 
Annual Report 
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Mission Statements 
CAPCO:  CAPCO is dedicated to providing and advocating for 
community wide actions and program that increase individual’s 
dignity and self-reliance and improve community conditions, 
engaging all sectors of the community in Cortland County’s fight 
against poverty. 

HS/EHS:  The mission of CAPCO Head Start/Early Head Start is to 
enhance the sense of dignity and self-worth of all enrolled children 
and their families through a comprehensive program, which will 
help them, adapt responsibly to present and future environment 
and life changes. 

 
 
Contact Information: 
 
CAPCO Head Start/Early Head Start 
Administrative Offices 
32 N. Main Street 
Cortland, NY  13045 
 
CAPCO Web Page: 
 
www.capco.org 
 
13 Head Start Classrooms 
6 Early Head Start Classrooms 
2 Home Based Program Options of 12 families each 
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Funding and Budgets:  Fiscal Year Ending May 2019 
 
Department of Health and Human Services: 
 

Description Amount 
Head Start Cash $1,720,983.00 
Head Start Training & Technical Assistance $      22,400.00 
Early Head Start Cash $    999,891.00 
Early Head Start Training & Technical Assistance $      24,000.00 
Head Start & Early Head Start COLA $      70,743.00 

 
USDA Federal Cash: 
 

Description Amount 
USDA Federal Cash (CACFP Program) $    207,548.05 

 
UPK Cash:  (Maximum Allowed based on child’s attendance): 
 

Description Amount 
UPK Cash (Cortland School and YMCA) $   245,075.00 

 

 
Total Received:                                                                  $3,244240.05 
 
Total In-Kind (Non-Federal Share):                                $  770,196.00 
 
Grand Total with Non-Federal Share:                           $4,014,436.05 
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Funding/Proposed Budget for June 1, 2019-May 31, 2020 
Budget Proposal was approved by regional office to begin June 1, 2019: 
 
Head Start Funding Proposal of Monies: 
 
Description Amount 
Personnel $1,234,903.00 
Fringe $   293,713.00 
Travel $       1,247.00 
Supplies $     47,325.00 
Contractual $     21,091.00 
Other $   198,703.00 
Total Direct Costs for Head Start $1,796,982.00 

 
Early Head Start Funding Proposal of Monies: 
 
Description Amount 
Personnel $   665,086.00 
Fringe $   208,629.00 
Travel $          645.00 
Supplies $     32,214.00 
Contractual $     11,805.00 
Other $   125,667.00 
Total Direct Costs for Early Head Start $1,044.046.00 
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Head Start- Medical Information  
205 (99%) of the children had an established medical home at enrollment and 206 (100%) at the 
end of enrollment for the 2018-2019 Program Year. All children, at enrollment, had a current 
medical/physical exam, but by June of 2019, 91 children did not have an up to date 
medical/physical exam on file. However, 204 (99%) of children had current immunizations 
according to NYSIIS (New York State Immunization Information System) and the PIR. One 
child had a Religious Exemption fir Immunizations for the 2018-2019 Program Year. Therefore, 
most of the 91 children missing an exam probably did have current medical exams, but HS never 
received paperwork. Per the Program Information Report (PIR), 139 (67%) of HS children were 
up to date on all scheduled age-appropriate preventative and primary health care, according to 
the NYS EPSDT schedule for well child care, by end of enrollment.    
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Head Start- Dental Information  
157 (76%) of HS children had an established dental home at enrollment and 178 (86%) had 
established a dental home at end of enrollment for the 2018-2019 Program Year. At enrollment, 
77 (44%) of children had received a dental exam and by June 2019, 119 (67%) of children had a 
completed dental exam. Of the received dental exams, 17 (22%) needed treatment and 7 (41%) 
had treatment completed at enrollment. At the end of enrollment, 33 (28%) needed treatment 
completed and 17 (51%) completed treatment by June 2019.  
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Early Head Start- Medical Information 
77 (100%) of the children had an established medical home at enrollment and at the end of 
enrollment for the 2018-2019 Program Year. All children, at enrollment, had a current 
medical/physical exam, but by July 2019, 21 (30%) children did not have an up to date 
medical/physical exam on file. However, 68 (97%) of children had current immunizations, at the 
end of enrollment, according to NYSIIS (New York State Immunization Information System) and 
the PIR. Therefore, most of the 21 children missing an exam probably did have current 
medical/physical exams, but EHS never received paperwork. Per PIR at enrollment, 69 (96%) of 
EHS children were up to date on all scheduled age-appropriate preventative and primary health 
care, according to the NYS EPSDT schedule for well child care and 62 (86%) were up to date at 
the end of enrollment.  
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Early Head Start- Dental Information  
44 (57%) of EHS children had an established dental home at enrollment and 49 (63%) had 
established a dental home at end of enrollment for the 2018-2019 Program Year. At enrollment, 
32 (54%) of children had received a dental exam and by July 2019, 34 (49%) of children had a 
completed dental exam. Of the received dental exams, 2 (6%) children needed treatment and 1 
(50%) children had completed treatment at enrollment. At the end of enrollment, 6 (18%) 
children needed dental treatment and 1 (17%) child had completed dental treatment by July 
2019.  
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Family Services for Program Year 2017-2018 

Head Start Enrollment 
Total number of children served:  206 Total number of families served:  194    
 
Early Head Start Enrollment 
Total number of children served:  77  Total number of families served:  69     
 
Funded enrollment for Head Start is 200 and Early Head Start is 72.  The chart below shows the 
enrollment number reported each month to the regional office.  Because we were under enrolled 
in Head Start, the regional office required us to create a Full Enrollment Plan.  This plan is 
updated monthly with recruitment efforts sent to the sent to the regional office. Even with 
increased recruitment efforts, our program was unable to achieve and maintain full enrollment 
in our Head Start program. 

 
Percentage of Eligible Children Served:  
   
 
 
 
 
 
 
 
 
 

180 180 179 183 185 182 181 182 178

72 69 69 69 70 71 72 72 72 70

Oct-18 Nov-18 Dec-18 Jan-19 Feb-19 Mar-19 Apr-19 May-19 Jun-19 Jul-19

2018-2019 Enrollment

Head Start Early Head Start

Total Percentage: 74% (out 
  

Total Percentage: 98% (out 
  

Board Packet January 2020 66



INFORMATION ABOUT FAMILY ENGAGEMENT ACTIVITIES 

 
Parents were offered many opportunities to be involved in our program through Parent 
Committee meetings and Family Engagement activities/events. 
Parents of enrolled children were invited to be participate in Parent Committee meetings at least 
3x throughout the program year.  During these meetings, the parents were able to advise staff 
members and assist in developing program wide family engagement events.    These family 
engagement events were offered 3x to all families with currently enrolled children, while utilizing 
our collaborations with community partners.   
Classroom staff planned monthly family activities, allowing families the opportunity to visit the 
classroom and engage with their children.  All of the activities touched on at least one family 
outcome from the PFCE framework. 
 
Number of Families Involved in family engagement opportunities: 
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PREPARING CHILDREN FOR KINDERGARTEN 
 

CAPCO Head Start and Early Head Start uses The Creative Curriculum® as a foundational 
curriculum. The Creative Curriculum® is a comprehensive, research-based curriculum that features 
exploration and discovery as a way of learning. The Creative Curriculum® helps teachers create a 
high-quality learning environment and build a thorough understanding of best practices. The Creative 
Curriculum® helps teachers build children’s confidence, creativity and critical thinking skills, and 
promote positive outcomes. 
 
In addition to using The Creative Curriculum®, our program utilizes Numbers Plus (math) and 
ECHOS (science) curriculums embedded into lesson plans as intentional teachings of math and science 
concepts. These concepts are modified into intentional teaching moments for children in our Early 
Head Start program. Four-year-old classrooms incorporate the Common Core (literacy) curriculum; 
part of ENGAGENY, into lesson plans, while three year old and Early Head Start classrooms use a 
thematic approach in developing daily program activities. The program uses The Incredible Years as a 
social-emotional curriculum in conjunction with the Pyramid Model, to teach problem solving and 
social-emotional competence. Our program is in its fourth year of program-wide Pyramid Model 
implementation.  
 
Teaching Strategies Gold (TSG) is used to assess school readiness in both Head Start and Early Head 
Start classrooms in the domains of approaches to learning, social and emotional development, 
cognitive knowledge (including science), language development, literacy development, physical 
development (fine/gross motor skills), and mathematics. These objectives for learning are aligned with 
the Head Start Early Learning Outcomes Framework. For Head Start and Early Head Start children, 
baseline data is collected in the fall and then two additional checkpoints are done in the winter and 
spring. Progress is monitored, instruction is adjusted, and decisions on professional development are 
made, based on outcomes within each domain. Our program strives to have 85% of all children 
transitioning into kindergarten, to have met or exceed the expectations in all domain areas. 
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INDEPENDENT AUDITOR'S REPORT 
 
September 6, 2019 
To the Board of Directors of 
Cortland County Community Action Program, Inc.: 
 
Report on the Financial Statements 
 
We have audited the accompanying financial statements of Cortland County Community Action Program, 
Inc. (a New York not-for-profit corporation), which comprise the statement of financial position as of 
December 31, 2018, and the related statements of activities and change in net assets, functional revenue 
and expenses and cash flows for the year then ended, and the related notes to the financial statements. 
 
Management’s Responsibility for the Financial Statements 
 
Management is responsible for the preparation and fair presentation of these financial statements in 
accordance with accounting principles generally accepted in the United States of America; this includes the 
design, implementation, and maintenance of internal control relevant to the preparation and fair 
presentation of financial statements that are free from material misstatement, whether due to fraud 
or error. 
 
Auditor’s Responsibility 
 
Our responsibility is to express an opinion on these financial statements based on our audit. We conducted 
our audit in accordance with auditing standards generally accepted in the United States of America and the 
standards applicable to financial audits contained in Government Auditing Standards, issued by the 
Comptroller General of the United States. Those standards require that we plan and perform 
the audit to obtain reasonable assurance about whether the financial statements are free from material 
misstatement.  An audit involves performing procedures to obtain audit evidence about the amounts and 
disclosures in the financial statements. The procedures selected depend on the auditor’s judgment, 
including the assessment of the risks of material misstatement of the financial statements, whether due to 
fraud or error. In making those risk assessments, the auditor considers internal control relevant to 
the entity’s preparation and fair presentation of the financial statements in order to design audit procedures 
that are appropriate in the circumstances, but not for the purpose of expressing an opinion on the 
effectiveness of the entity’s internal control. Accordingly, we express no such opinion. An audit also 
includes evaluating the appropriateness of accounting policies used and the reasonableness of significant 
accounting estimates made by management, as well as evaluating the overall presentation of the financial 
statements.  We believe that the audit evidence we have obtained is sufficient and appropriate 
to provide a basis for our audit opinion. 
 
Opinion 
 
In our opinion, the financial statements referred to above present fairly, in all material respects, the 
financial position of Cortland County Community Action Program, Inc. as of December 31, 2018, and 
the changes in its net assets and its cash flows for the year then ended in accordance with accounting 
principles generally accepted in the United States of America. 
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Change in Accounting Principle 
 
As described in Note 2 to the financial statements, Cortland County Community Action Program, Inc. 
implemented Accounting Standards Update 2016-14, and the effects have been included in these 
financial statements. Our opinion is not modified with respect to this matter. 
 
 
Report on Summarized Comparative Information 
 
We have previously audited the 2017 financial statements of Cortland County Community Action 
Program, Inc., and we expressed an unmodified audit opinion on those audited financial statements in 
our report dated July 26, 2018. In our opinion, the summarized comparative information presented 
herein as of and for the year ended December 31, 2017 is consistent, in all material respects, with the 
audited financial statements from which it has been derived. 
 
Other Matters 
 
Our audit was conducted for the purpose of forming an opinion on the financial statements as a whole. 
The accompanying schedule of expenditures of federal awards, as required by Title 2 U.S. Code of 
Federal Regulations (CFR) Part 200, Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards, is presented for purposes of additional analysis and is not a 
required part of the financial statements. Such information is the responsibility of management and 
was derived from and relates directly to the underlying accounting and other records used to prepare 
the financial statements. The information has been subjected to the auditing procedures applied in the 
audit of the financial statements and certain additional procedures, including comparing and 
reconciling such information directly to the underlying accounting and other records used to prepare 
the financial statements or to the financial statements themselves, and other additional procedures in 
accordance with auditing standards generally accepted in the United States of America. In our opinion, 
the information is fairly stated, in all material respects, in relation to the financial statements as a 
whole. 
 
Other Reporting Required by Government Auditing Standards 
 
In accordance with Government Auditing Standards, we have also issued our report dated September 
6, 2019 on our consideration of Cortland County Community Action Program, Inc.’s internal control 
over financial reporting and on our tests of its compliance with certain provisions of laws, regulations, 
contracts, and grant agreements and other matters. The purpose of that report is solely to describe the 
scope of our testing of internal control over financial reporting and compliance and the results of that 
testing, and not to provide an opinion on the effectiveness of Cortland County Community Action 
Program, Inc.’s internal control over financial reporting or on compliance. That report is an integral part 
of an audit performed in accordance with Government Auditing Standards in considering Cortland 
County Community Action Program, Inc.’s internal control over financial reporting and compliance. 
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Executive Directors Report       January 23, 2020 
Lindy Glennon  
 
January Highlights 
 
• Parker update – the Cortland Common Council unanimously approved moving forward with the 

purchase of Parker School from the Cortland School District.  The approval allows Mayor Tobin to 
enter into an offer of purchase with the School District with contingencies.  These include the 
request for a Phase 1 Environmental Study and an independent building inspection.  Details to be 
worked out by the City and the School District.  The plan was for the School Board to approve the 
sale of the property to the City at the BOE meeting 1/14/2020.  This vote was delayed to the 
meeting scheduled 1/28/2020 to allow for working out the process re: the Phase 1 Environmental 
Study.  Meanwhile, CAPCO and the YWCA are continuing to work on the plans for the partnership.   
 

• The CAPCO Winter All Staff Day is scheduled for Monday, Jan. 27.  We will be meeting Grace 
Christian Fellowship.  The day includes program updates/information, a presentation re: Financial 
Planning and Retirement.  The staff that were certified as Protective Factors Framework trainers, 
will be providing the Introduction to Protective Factors for all Staff.   

 
• The Department of Health is requiring that all current Fiscal Intermediaries for the CDPA Programs 

complete an application indicating interest in continuing n this role.  CAPCO will be completing the 
application process – applications due February 18, 2020.  The landscape for CDPAP will continue to 
be unsettled and changing in 2020.  There is considerable uncertainty regarding the program.  There 
is a significant (more than $2.5B) Medicaid deficit in NYS and the Governor seems committed to 
recapture as much of that as possible from the CDPA Program.  We have been noticed that all 
Medicaid home care programs will have a 1% cut to all payments for January-March 2020 as a way 
to recoup some of those funds.  There will most certainly by other hits to come.   
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Energy Services 
Update 
January 2020 
 

 
Weatherization Assistance Program 19.20 -     
Production is on schedule, however we have a snag in completing jobs.  Our 
2008 Isuzu cube van has a transmission housing broken from the engine and 
requires a replacement of the transmission.  This vehicle is used for transporting 
insulation and our machines for blowing walls and attics in the homes we serve.  
The parts are on order and I have been informed we should have it back in 
approximately four weeks.  
 
EmPower NY- 
6 -units completed and 5-units being audited.        
 
HEAP-Clean & Tune/ HERR-    
This program has been a great filler for unmet needs.  We have received several 
referrals for Clean and Tunes on furnaces and the HERR program.  9-completed 
all together.          
 
Energy Savers Program-   No activity. 
 
Meetings & Training- N/A.      
 
 
CAPCO Building Maintenance-    

 
• North Main- Ben has been working on lots of indoor projects.  

Moving furniture, installing chair rails, cleaning floors, fixing 
plumbing, repairing broken toys and furniture, painting ceiling tiles, 
and repairing locks. He is HANDY! 

• South Main- no report.  
• Cosimos- N/A 
• Elm Tree- N/A 
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    Directors Monthly Board Report 
From: HS/EHS Management Team 
Month: January 2020 

 
I. Enrollment 

A. 2019-2020 EHS center based is currently full at 72  
B. 2019-2020 HS enrollment is currently filled at 181 of 200 slots.  

ll. Staffing 
A. We are currently fully staffed. We continue to recruit for substitute positions  

III. Center/Office Updates/Policy Council/ Professional Development 
A.  Policy Council held its THANK YOU dinner at Central City for those that served on PC 

last year and a WELCOME to the new PC members that are sitting for this year. 
IV. Old Business 

A. Lindy and Bethann continue to work with other childcare programs and the Parker 
Task force to explore the future use of Parker Elementary School.  

V. New Business 
A.  We received our 60 day letter for our Federal Review. Focus Area 1 will take place 
the week of March 16th 2020. This review is a virtual review, completed all over the 
phone through various interviews. We await a call from the Monitoring Event Planner to 
give us a schedule of the week. All functional areas are covered, in addition to Fiscal, HR, 
and overall Program Governance. The management and leadership team has been 
working through the focus area protocol in preparation for the event interviews.   
 
B. The conversion grant was submitted. As of January 15th it is still sitting at the 

Regional level.    
   

VI. Full enrollment initiative  
A. Our 12 month enrollment action plan ended on December 31st 2019. We were 

unable to meet full enrollment for any month while on the plan. January 15th we 
had a regional call to discuss what the next steps are. We were told a report will be 
created by the regional office and sent to HS Central Office in Washington DC along 
with the conversion grant as the end step in the enrollment plan. There is no official 
time line as to when we will hear on the outcome of either item.  
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CDS 
 

I’m just getting back to work and still trying to catch up on everything.  I can report that a big 
thanks to both Merwin and Nicki for holding down the ship during my absence.  They both did 
an excellent job. 
 
VDP 
 
We are up to about 35 rides per week and those are just fee-for-service Medicaid not through 
the MLTC’s that we recently contracted with. 
 
CDPAP 
 
We lost a number of consumers over the past few months, but we are continuing to get 
referrals. 
 
Request for Offers 
 
Mid December, the Department of Health (DOH) made their next moves in the battle over 
CDPA. DOH finally issued their request for offers (RFO) that will seek to narrow the number 
of agencies that can administer CDPA and support consumers. 
 
At the same time, they announced draft regulations to be published on December 30 that 
will allow them to implement the reimbursement cuts they previewed in September (which 
were ultimately struck down in Court). 
 
During budget negotiations, DOH wanted to move forward with a non-transparent process 
that allowed the Commissioner to single-handedly pick which FIs would get a contract. They 
even suggested that DOH could contract with only one FI. CDPAANYS fought against this 
successfully. Instead, an RFO was agreed upon. It is a transparent process with clear 
standards. It was at least partially based on the work of a group of stakeholders - FIs, 
plans, and consumers - who met repeatedly over the summer. 
 
There are a number of positives in the RFO. However, because DOH continues to refuse to 
work with us, it contains many problems that could fundamentally change the 
program and how consumers are able to control their services. 
  
The new draft rules on FI reimbursement create a draconian $150 million in cuts, equaling 
17% of the program overall, and in many instances, 80% of the costs of providing FI 
services to consumers. 
 
The request for offers is due mid February and we are receiving letters from other FI’s from 
three large FI’s stating that they are applying to be a Lead agency and that they would be 
willing to subcontract with us.  This is not something we are remotely interested in and will 
be working on our application.   
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January 2020: Human Resources Board Report 

 
a. The Human Resources Department worked extensively with the Fiscal Department in wage 

adjustments and retro payments for the CDPA Program. Human Resources worked with the 
Fiscal Director and Executive Director in the initial planning for cost of living adjustments and 
retro payments for presentation to the Board. Following Board approval, the Human Resource 
Department administered wage increases in payroll, 401(K) remittances on retro payments, and 
drafted communications to employees of consumers in the CDPA Program of the rate changes. 
This was a large undertaking that had an overwhelming positive impact on employees of 
consumers in the CDPA Program. 
 

b. Human Resources continues to work with Fiscal Department and our payroll vendor, Complete 
Payroll Processing, on year-end closeout for payroll. Part of this close-out includes the 
processing of 1095-C’s for employee health insurance coverage as part of the Affordable Care 
Act’s reporting requirements. This process includes an audit of all employees who worked any 
hours throughout 2019 to ensure the proper IRS codes are attached to each employee to 
indicate employment status and insurance eligibility. This audit was completed timely for 
processing with our W-2’s for 2019. 
 

c. Human Resources remain intricately involved with the implementation of Electronic Timesheet 
Verification (EVV) for the CDPA Program. Working with the Program and Fiscal, three (3) 
systems were reviewed for potential implementation with Paychex ultimately chosen as the 
vendor the CDPA Program will use for electronic timesheet verification. The Program will use 
the telephony “call-in” system of Paychex. It is expected that the build-out and implementation 
will begin the first quarter of 2020. Human Resources will work with the Program to develop a 
consumer and aide training plan for the full implementation. 
 

d. Human Resources is working with the CAPCO Management team to lead efforts for our Winter 
All-Staff Day scheduled for Monday, January 27th at Grace Christian Fellowship. Below lists the 
draft agenda for the staff development and training day: 
 

 1. Check-In and Coffee with continental breakfast provided by CAPCO 
 2. Agency and Program updates 
 3. 2020 Census Training 
 4. Wellness Committee Presentation 
 Break (approx.. 10:30am) 
 5. Primerica Financial Training/Coaching—Saving for Retirement (401K) 
 Lunch (12:00pm) 
 6.  Protective Factors Training: 

i. Evidence-based research on 5 Protective Factors in individuals and families that increase 
resiliency, self-reliance, and success.  

1. 5 Protective Factors include: 
a. Parent resilience 
b. Social Connections 
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c. Knowledge of parenting and development 
d. Social and emotional competence of child 
e. Concrete Support in times of need 

 7. Wrap-up and Gift Presentation 

 

e. The CAPCO Wellness Committee is again hosting our Agency’s after-the-holidays Staff 
Appreciation Night on Saturday, January 25, 2020. The event is free for all-staff and is open to 
employee’s bringing guests. The event will be held at the Cortland Elks Club beginning at 5pm. 
Randy Lewis from Linani’s Catering will be catering the event with music provided by DJ Shawn 
Sargeant! We are anticipating approximately 80 people attending the event! 
 

f. Planning is underway for CAPCO’s 2nd Annual Golf Tournament scheduled for Saturday, May 16th 
at Elm Tree Golf Course. With last year being the inaugural tournament, we are looking to 
further enhance the tournament as CAPCO marquee fundraising event. The initial meetings are 
focusing on a plan for sponsorship attainment and setting tournament goals. We are setting the 
expectations high following the success of our 1st Annual Golf Tournament in 2019. 
 

g. Human Resources is administering the new process for Head Start/Early Head Start background 
checks. Beginning in October 2019, the Office of Family and Children Services implemented the 
federal mandate that significantly changed the background check process. In addition to the 
enhanced process for new hires, all existing staff will need to have background checks re-done 
at the time of their birthdate throughout 2020. This includes re-fingerprinting existing staff. 
Human Resources is working with OCFS and the Head Start/Early Head Start Program to 
organize and administer this process.  
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