Minnesota’s 

Community Services Block Grant (CSBG)  Monitoring Principles and Best Practices
                                                               Philosophy and Background 
The federal CSBG Act requires that CSBG grantees be monitored at least once every three years.  Beyond this requirement, good monitoring is a good idea.  It is a good business practice because it can assist Community Action Agencies to continually improve outcomes as they strive to adopt high impact strategies to end poverty.  It is an important part of a strong partnership that should be forged between the state CSBG office, the state CAP Association and the local agency to build capacity at the local level, and to provide training and technical assistance to grantees so that they can excel in their work.  
Monitoring is perhaps the most difficult, sophisticated, and professional task that a CSBG office conducts.  Only well trained staff should be doing this important work, which validates compliance with rules and regulations and links grantees to the resources they need to meet their mission.
                                                                  Some Guiding Principles 

Head Start (Region V) promotes "Guiding Principles for Partnership" in monitoring, in an effort to form meaningful and constructive partnership. These principles set a positive tone for working together.  The principles are mutual respect, open communication, and joint problem solving. 
Mutual Respect 
In working with grantee boards, staff, and consultants, we will value and recognize the unique knowledge, ability, and independence of each person.  We are committed to treating all persons fairly and maintaining credibility by matching actions with words.
Open Communication 
Effective communication is key in facilitating good working relationships with partners, and we are committed to keeping lines of communication open.  The purpose of our communication is to assist in developing solutions to problems, to share program improvement ideas, and provide information on new developments in the anti-poverty field.  We intend to communicate frequently through a variety of tools and media.  We are open to you contacting us and are committed to listening to you and to gain an understanding of your operations and to assist you in pursuing your priorities.
Joint Problem Solving 
We operate under the basic belief that a team approach to problem solving is in the best interest of all parties involved.  We sincerely believe that collectively we can arrive at the best solution to any situation.  Through a team approach to problem solving, we are forced to think outside our traditional ways and come up with the best strategies for program development, conflict resolution, or compliance issues. We want to promote an environment in which we and our partners will be open to change and can work together in exploring options and developing mutually agreeable solutions.  Our goal is to have agencies function independently with our support in an effort to meet the needs of local communities within the parameters set by legislation. 
                                                Standard Operating Procedures for CSBG Monitoring 

Standard state CSBG office operating procedure for monitoring should include: 
· collection and review of appropriate background information/other monitoring, prior to the visit to insure that the visit is relevant 

· setting a date for monitoring that is reasonable and is reasonably in advance of the visit  
·  visits should have entrance and exit interviews  
· board members should be involved to the extent possible  
· written reports for the visit should be provided to the agency within a reasonable timeframe 

· issues not covered in the visit exit interview should not be included in the written report and letter 
· the state CSBG office should follow up on findings from the visit  
· the state office should maintain communication with the grantee regarding strengths and weakness 


                                                   Topic Areas to Review in CSBG Monitoring 

State CSBG offices should monitor grantees in at least the areas below.  State offices should develop state specific tools to address these and other appropriate areas.  Tools should be updated regularly to insure relevance.  
· Board of Directors (composition, training, function) 

· Agency Vision, Mission, Values 

· Administration and corporate documents review 

· ROMA Implementation (Board and staff) 

· Coordination/collaboration/linkages 

· Systems/organizational/personnel/policies and procedures 

·         HR 

·         Fiscal 

·         Records retention 

·         Technology 

·         Equipment and purchasing        
· Planning, Evaluation, and Community Assessment 

· CSBG Assurances and Prohibitions 

· Reporting 

· Audit and results of previous/other monitoring/fiscal issues 

· Subgrantees/delegates 

· Strengths and weaknesses 

· Future goals and areas of special emphasis 
· Agency changes 

· Conflict Resolution and grievance 


                                                            Best Practices for CSBG Monitoring 

· Meet with the board as whole, if possible 

· Attend staff meetings and/or management meetings 

· Take a tour of the office  
· CSBG offices are encouraged to monitor grantees annually 
· The CSBG office should conduct an annual risk analysis to prioritize monitoring visits 

· Review audit, 990's, and other financial papers and  corporate documents as desk monitoring, prior to the visit 

· Review last year's report and other available monitoring reports (Head Start, WX, LIHEAP) 

· Auditors should make a presentation to the Board of Directors annually regarding the annual audit 

· Boards should be well trained (annually) 

· Peer review should be considered to meet particular needs and issues 

· State monitors should be well trained 

· Agencies should strive for excellence, not just for compliance 

· Board, staff and monitors, all should have fiscal training 

· Monitoring tools should be updated as needed 

· Technical assistance should be provided as part of monitoring 

· Local agencies should conduct self assessment as part of their internal monitoring 

                                             Where Can sample monitoring forms be found? 

Try www.nascsp.org 

10 COMMON PROBLEMS THAT MAY PLACE AN AGENCY AT RISK
1.  A change in key staff (executive director, fiscal director or major program director) 

2.  A poorly functioning or poorly trained board of directors 
3.  Lack of systems to support agency operations 

4.  An emergency (a natural or any other disaster) 

5.  An unresolved Head Start (or other program) issue 

6.  Unresolved or new audit findings 

7.  Poor management practices by the Executive Director 

8.  A conflict between the staff and board or Head Start Policy Council and Board or staff 

9.  Lack of vision and mission (poor planning) 

10. Crime 

