
  
 
 

   
 

CALL TO ASSEMBLY 

Please rise. 

 
 
• Pledge of Allegiance (US)  I pledge allegiance to the flag of the United States of America  
     and to the Republic for which it stands, one nation, under God, 
     indivisible, with liberty and justice for all. 
 
• Pledge of Allegiance (Texas)  Honor the Texas flag; I pledge allegiance to thee, Texas, 
     one state under God, one and indivisible. 

• Community Action Promise  Community Action changes people's lives, embodies the spirit of  
     hope, improves communities, and makes America a better  
     place to live. We care about the entire community, and we are  
     dedicated to Helping People Help themselves and each other. 

• Our Mission CSNT applies all available strategies enabling Northeast Texas 
families to lead improved, empowered, and self-reliant lives. 

• Our Community Services Vision To be the leading organization in our region which empowers 
families to be self-reliant, educated, and healthy 

• Our Head Start Vision To provide a system of education and encouragement which 
results in school-readiness for young children and their families 

• Invocation 

 

 

 

 



Board Meeting  
Tuesday, August 26, 2025 @ 12:00 Noon 

Cass County Peace Officers Training Center 
1031 County Road 1913, Linden, Texas 75563 

Cecelia Huff, Board Chairperson  
Michelle Morehead, B.S., CCAP, NCRT, NCRI, Chief Executive Officer 

If you need assistance with physical accessibility to the meeting, please call 430-218-8277 
 

1. Call Meeting to Order     

2. Establishment of a Quorum 

3. Approval of Agenda 8/26/2025* 
 
4. Approval of Minutes 7/22/2025* 
 
5. Chairman’s Comments and Recognitions  

6. Training 

Annual Board Training- Including Orientation, Conflict of Interest, Roles and Responsibilities, 
Bylaws 

     Public Information Act 

     Open Meetings Act 

7. Committee Reports and Information 
      A.  Planning & Evaluation – Committee met on April 10, 2025. 
      B.  Personnel – Committee met on April 10, 2025.  
      C.  Finance – Committee met on April 10, 2025. 
      D.  Executive –This Committee meets only when necessary. 

E.  Nominating – This Committee meets annually in October.  
F.  By Laws- Committee met on April 10, 2025. 

 
      The Chair may make changes to committee rosters and/or develop new committees.  

**Committees, other than Executive Committee, get named by the Board Chairperson 
 

8. Action Items 
 

A. Seat new board member(s), if any* 
We currently have a full board of directors; no new members at this time. 
 

B. Approve Consent Agenda* 
 
1) Head Start/EHS & PIR Reports………………. (OS 5.9).………..………..Misty Van Hooser 
2) Community Services Report……..…………….(OS 5.9)………………….….…Amy Perales 
3) Human Resource Report……………………….(OS 5.9)…………….…….….Rachel Kelsey 
4) Service & HS Transportation Reports……….....(OS 5.9) …..………...……….Robert Norton 
5) Information Technology Report……………..…(OS 5.9)…………...……...…..David Buford 
6) Financial Reports……………………………………………………………..Melissa Burrows 

            
C. Discuss/Approve Risk Assessment 
D. Discuss/Approve CSBG CAP Update 



E. Discuss/Approve Strategic Plan Update 
F. Discuss/Approve Customer Satisfaction Data 
G. Discuss/Approve Annual Report 
H. Discuss/Approve Organization Wide Budget 

 
 9. Staff Reports 
 

Staff Reports are located under the consent agenda. 
 
10.  Chief Executive Officer’s Report 
      
11. Discussion Items 
      CAPLAW Presentations: 
      Cecelia Huff 
      Ross Hyde 
      Bernie Yancey 
      Michelle Morehead 

 
12. Audience Comments 
 
13. Executive Session – No Executive Session 

Reminder: According to Robert’s Rules of Order, the minutes from Executive Session are 
reviewed and approved exclusively by those members who were present at the session. 
While there’s an option to share the minutes with all members, the confidentiality of the 
discussions must be preserved. 
The board will enter executive session pursuant to Section 551.001(1)(2)(3)(J), and Section   

              551.074(1)(2) of the government codes 
    
 

A. Consultation between the board and its attorney in those instances in which the board seeks the 
Attorney’s advice with respect to pending or contemplated litigation, settlement offers, and other 
matters where the duty of the attorney to his client requires confidentiality 
B.  Discussion with respect to the purchase, exchange, lease, or value or real property, negotiated 
contracts, and prospective gifts or donations to the organization, when such discussion, if made 
public, would have a detrimental effect on the negotiating position of the organization.  
C. Discussion with respect to matters involving the appointment, employment, evaluation, 
reassignment, duties, discipline, or dismissal of an officer or employee or to hear complaints or 
charges against such officer or employee, unless such officer or employee requests a public 
session. 
D. Discussion with respect to any matter specifically made confidential by law or regulation. Any 
other exception available by state law 

14. Required Action from Executive Session 

15. Adjourn Board Meeting 

* Requires Board Vote 
©2023 CSNT, Inc. All rights reserved. All logos and images are the protected trademarks of their respective organizations. 



Community Services of Northeast Texas, Inc. 
Board Meeting MINUTES 

July 22, 2025 
1031 CR 1913, Linden, Texas 75563 

 
 

Board Members  
 
John Baxter, Treasurer - Present 
         Representing Texana Bank, Private Sector 
 
Cecelia Huff, Board Chair - Present 
          Representing Bowie County, Poverty Sector 
 
Ross Hyde - Present 
           Representing Titus County, Private Sector  
 
Jason Wright – Present 
Representing Senator Ted Cruz, Public Sector 
 
Karen Jones – Present 
Marion County Tax A/C 
    
Lindsay Hergert - Present 
         Representing Cass County Judge Travis Ransom, Public Sector 
 
Keri Winters, Secretary - Present 
          Private Sector 
 
Harmony Roberson - Present 
        Representing Cass County, Poverty Sector 
 
Judge Doug Reeder, Vice-Chair - Absent 
         Morris County Judge, Public Sector 
 
Teresa Thompson – Absent 
Private 
 
Martavius Jones, Parliamentarian - Absent 
          Representing Camp County as Policy Council Liaison, Poverty Sector 
 
Angela Thompson – Absent 
         Representing Bowie County, Poverty Sector    
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CALL TO ORDER 
 
Cecelia Huff, Board Chairperson called the meeting to order at 12:25 p.m.  
Quorum: established __9__ of __12___, members present. 
 
AGENDA 
 
Motion: Ross Hyde, Member moved to accept the 7/22/2025 agenda  
Second: John Baxter, Treasurer 
All in favor voted aye, none opposed, the motion carried unanimously 
 
MINUTES 
 
5/20/2025 Board Meeting Minutes, 7/8/2025 Executive Committee Minutes 
Motion: John Baxter, Treasurer moved to accept the minutes as presented.  
Second: Harmony Roberson, Member 
All in favor voted aye, none opposed, the motion carried unanimously 
 
CHAIRMAN’S COMMENTS AND RECOGNITIONS 
Cecelia recognized birthdays.  
 
TRAINING / PRESENTATIONS 

 
None 
 
COMMITTEE REPORTS          
     
      A.  Planning & Evaluation – Committee met on April 10, 2025. 
      B.  Personnel – Committee met on April 10, 2025.  
      C.  Finance –    Committee met on April 10, 2025.  
      D.  Executive –This Committee meets only when necessary. 

E.  Nominating – This Committee meets annually in October.  
F.  By Laws- Committee met on April 10, 2025.  
      

            The Chair may make changes to committee rosters and/or develop new committees.  
**Committees, other than Executive Committee, get named by the Board Chairperson 
 
 

      
Action Items 
 

A. Seat New Board Member(s)   
 

We currently have a full board of directors; no new members at this time. 
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B. Approve Consent Agenda* 

1) Head Start/EHS & PIR Reports………………. (OS 5.9).………..……….... ….Berny 
Harris 

2) Community Services Report……..………………….(OS 5.9)…………….……Amy 
Perales 

3) Human Resource Report………………………..(OS 5.9)…………….…………Jim 
Howard 

4) Service & HS Transportation Reports……….... (OS 5.9) …..………...……….Robert 
Norton 

5) Information Technology Report……………(OS 5.9)………….…………...…..David 
Buford 

6) Financial Reports…………………………………………………………………Shelley 
Mitchell 

 
            Motion: Harmony Roberson, Member 

Second: Lindsay Hergert, Member 
            All items reviewed and when asked, the Board stipulated that no further discussion was    
            needed on the consent agenda and no items were requested to be removed. 
            All in favor voted aye, none opposed, the motion carried unanimously 
 
 

C. Discuss/Approve Disposition of Kitchen Equipment (Naples and New Boston) 
 
Berny Harris discussed the disposition of the kitchen equipment at Naples and New Boston. 
 

Motion: Karen Jones, Member made a motion to accept and approve as presented. 
         Second: Lindsay Hergert, Member 
             All in favor voted aye, none opposed, the motion carried unanimously 

 
D. Discuss/Approve Head Start Transportation Waiver Request Ratification 2025/2026 School 

Year 
 
Berny Harris discussed the ratification of the Head Start Transportation Waiver that 
was approved by the Executive Committee on 7/8/2025. 
 

Motion: John Baxter, Treasurer made a motion to accept and approve as presented. 
         Second: Ross Hyde, Member 
            All in favor voted aye, none opposed, the motion carried unanimously 
 

E. Discuss/Approve Disposition of Vehicle # 830 – 2008 Chevrolet Uplander 
 

Berny Harris presented and discussed the disposition of vehicle 830. 
 
Motion: Lindsay Hergert, Member made a motion to accept and approve as presented. 

         Second: Harmony Roberson, Member 
             All in favor voted aye, none opposed, the motion carried unanimously 
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 9. Staff Reports 
 Staff reports are located under the consent agenda this month. 
 
10. Chief Executive Officer’s Report 
       
Michelle Morehead presented the CEO’s monthly report.  
 
11. Discussion Items 
 
None 

 
AUDIENCE COMMENTS 
         
None 
    
Motion to enter Executive Session at 12:33 PM: John Baxter, Treasurer 
 Second: Karen Jones, Member 
 
EXECUTIVE SESSION 

 
       The board will enter executive session pursuant to Section 551.001(1)(2)(3)(J), and  
       section 551.074(1)(2) of the government code. 
 
CEO Annual Performance Appraisal (Org Std 7.4) 
 
CEO Annual Salary Review and Approval (Org Std 7.5) 
 
      a. Consultation between the board and its attorney in those instances in which the board    
           seeks the Attorney’s advice with respect to pending or contemplated litigation,        
           settlement offers, and other matters where the duty of the attorney to his client requires     
           confidentiality. 
       b. Discussion with respect to the purchase, exchange, lease, or value or real property,   
           negotiated contracts, and prospective gifts or donations to the organization, when such   
           discussion, if made public, would have a detrimental effect on the negotiating position of       
           the organization. 
       c. Discussion with respect to matters involving the appointment, employment, evaluation,     
           reassignment, duties, discipline, or dismissal of an officer or employee or to hear       
           complaints or charges against such officer or employee, unless such officer or employee     
           requests a public session.  
       d. Discussion with respect to any matter specifically made confidential by law or regulation.    
           Any other exception available by state law. 
 
Motion to exit Executive Session at 2:10 PM: John Baxter, Treasurer 
 Second: Keri Winters, Member 
 



5 
 

 
 
 
REQUIRED ACTION FROM EXECUTIVE SESSION 
 
Motion to approve required action from Executive Session: John Baxter, Treasurer 
 Second: Keri Winters, Member 
 
 
ADJOURN 
 
            Motion: Ross Hyde, Member motioned to adjourn at 2:12 pm 

Second: Karen Jones, Member 
Hearing no descent, adjournment passed. 
 

 
Approved by: ___________________________, on _______________, 2025 
                           (Board Secretary)               (Date) 
 



HEAD START

NEWS
MISTY VAN HOOSER, MSP - HEAD START PROGRAM DIRECTOR

AUGUST
EDITION

EXCITING NEWS
OUR NEWEST LOCATION AT
PITTSBURG ISD SERVING UP TO
40 (4-YEAR-OLD) STUDENTS
OPENED ON AUGUST 14TH!
WE MOVED INTO DUNBAR EARLY
LEARNING CENTER’S NEW CAMPUS
LOCATED AT 1201 CARROL
STREET, TEXARKANA, TEXAS. IT IS
A HANDS-ON EXPERIENTIAL
LEARNING ENVIROMENT SERVING
148 HEAD START STUDENTS!
AS OF 8/19/2025 OUR
ENROLLMENT IS AT 99% CAPACITY.

SUMMER PROJECTS
*NEW AWNING AND FENCING AT
HUGHES SPRINGS HEAD START 
*MOVED NAPLES, NEW BOSTON,

TEXARKANA AND ADDED 2
CLASSROOMS IN PITTSBURG.

BUILDING STRONGER
FAMILIES EVERYDAY

UPCOMING NEWS
*OUR GOAL FOR AUGUST IS TO
REACH 100% ENROLLMENT BY
9/1/25.
*ALL FAMILY EMPOWERMENT
STAFF ARE EXCITED TO PROVIDE
OUR FAMILIES WITH CSBG
ASSISTANCE!



Office of Head Start - Head Start Services Snapshot

Community Services Of Northeast Texas, Inc. (2025-2026) Date

8/20/2025

Funded Enrollment
Number of enrollment slots the program is funded to serve.

# of funded 

enrollment 

slots

% of funded enrollment 

slots

Total Funded Enrollment 465 100.00%

Funded Enrollment by Program Option
# of funded 

enrollment 

slots

% of funded enrollment 

slots

Center-based 465 100.00%

Home-based 0 0%

Family Child Care 0 0%

Locally Designed 0 0%

Detail - Center-based Funded Enrollment

# of center-

based funded 

enrollment slots

% of center-based funded 

enrollment slots

465 100.00%

Of these, the number that are available for the full-

working-day and full-calendar-year
0

0 0%

Of these, the number that are available for 3.5 hours 

per day for 128 days
0

Of these, the number that are available for a full 

working day
0

Total Cummulative Enrollment
# of 

participants

% of participants over 

Funded Enrollment

Total Cumulative Enrollment 459 -1.29%

Participants by Age
# of 

participants
% of participants

1 Year Old 0 0.00%

2 Years Old 0 0.00%

3 Years Old 184 40.09%

4 Years Old 275 59.91%

5 Years Old 0 0.00%

Number of slots equal to or greater than 1,020 annual hours 

for Head Start preschool children or 1,380 annual hours for 

Early Head Start infants and toddlers

Number of slots with fewer than 1,020 annual hours for 

Head Start preschool children or 1,380 annual hours for 

Early Head Start infants and toddlers



Homelessness Services
# of 

children
% of children

Total number of children experiencing homelessness that 

were served during the enrollment year
24 5.23%

Foster Care
# of 

children
% of children

Total number of enrolled children who were in foster care at 

any point in the program year
13 2.83%

Prior Enrollment of Children
# of 

children
% of children

The second year 155 33.77%

Three or more years 17 3.70%

Ethnicity And Race

# of Hispanic or 

Latino Origin 

participants

% of Hispanic or Latino 

Origin participants

# of Non- 

Hispanic or 

Non-Latino 

Origin 

participants

% of Non- 

Hispanic or 

Non-Latino 

Origin 

participants

American Indian or Alaska Native 0 0.00% 0 0.00%

Asian 1 0.22% 0 0.00%

Black or African American 10 2.18% 192 41.83%

Native Hawaiian or Pacific Islander 0 0.00% 0 0.00%

White 43 9.37% 130 28.32%

Biracial or Multi-Racial 21 4.58% 21 4.58%

Other Race 32 6.97% 1 0.22%

Unspecified Race 0 0.00% 9 1.96%

Primary Language of Parents at Home
# of 

children
% of children

English 390 84.97%

Of these, the number of children acquiring/learning 

another language in addition to English
22

Spanish 22 4.79%

Central American, South American, or Mexican Languages 0 0.00%

Caribbean Languages 0 0.00%

Middle Eastern or South Asian Languages 0 0.00%

East Asian Languages 2 0.44%

Native North American or Alaska Native Languages 0 0.00%

Pacific Island Languages 0 0.00%

European or Slavic Languages 0 0.00%

African Languages 0 0.00%

American Sign Language 0 0.00%

Other Languages 0 0.00%

Unspecified Languages 46 10.02%



Health Services

Services to All Children at Beginning of Enrollment 

Year Compared to End of Enrollment Year (based on 

Cumulative Enrollment)

Children with health insurance 314 68.41% 0.00%

Children with accessible health care 168 36.60% 0.00%

Children with up-to-date immunizations or all possible 

immunizations to date, or exempt
207 45.10% 0.00%

Children with accessible dental care 406 88.45% 0.00%

Disabilities Services
# of 

children
% of children

8 1.72%

Family Services
# of 

families
% of families

Total Number of Families 437 100.00%

# of 

families
% of families

Families Who Received at Least One Family Service 132 30.21%

Specific Services
# of 

families
% of families

Emergency or Crisis Intervention 6 1.37%

Housing Assistance 1 0.23%

Asset Building Services 26 5.95%

Mental Health Services 3 0.69%

Substance Misuse Prevention 1 0.23%

Substance Misuse Treatment 4 0.92%

English as a Second Language (ESL) Training 2 0.46%

Assistance in enrolling into an education or job training 

program
9 2.06%

Research-based parenting curriculum 112 25.63%

Involvement in discussing their child’s screening and 

assessment results and their child’s progress
130 29.75%

Supporting transitions between programs 122 27.92%

Education on preventive medical and oral health 130 29.75%

Education on health and developmental consequences of 

tobacco product use
57 13.04%

Education on nutrition 129 29.52%

Education on postpartum care 1 0.23%

Education on relationship/marriage 6 1.37%

Assistance to families of incarcerated individuals 0 0.00%

% at End of     

Enrollment 

Year

Children with an Individualized Education Program (IEP), 

indicating they were determined eligible to receive special 

education and related services

# at Beginning 

of     Enrollment 

Year

% at Beginning of     

Enrollment Year

# at End of     

Enrollment 

Year



Office of Head Start - Early Head Start Services Snapshot

Community Services Of Northeast Texas, Inc. (2025-2026) Date

8/20/2025

Funded Enrollment
Number of enrollment slots the program is funded to serve.

# of funded 

enrollment 

slots

% of funded 

enrollment slots

Total Funded Enrollment 16 100.00%

Funded Enrollment by Program Option
# of funded 

enrollment 

slots

% of funded 

enrollment slots

Center-based 16 100.00%

Home-based 0 0%

Family Child Care 0 0%

Locally Designed 0 0%

Detail - Center-based Funded Enrollment

# of center-

based funded 

enrollment slots

% of center-based 

funded enrollment slots

16 100.00%

Of these, the number that are available for the full-

working-day and full-calendar-year
0

0 0%

Of these, the number that are available for 3.5 hours 

per day for 128 days
0

Of these, the number that are available for a full 

working day
0

Total Cummulative Enrollment
# of 

participants
% of participants

Total Cumulative Enrollment 16 100.00%

Participants by Age
# of 

participants
% of participants

Under 1 Year Old 0 0.00%

1 Year Old 5 31.25%

2 Years Old 11 68.75%

3 Years Old 0 0.00%

Pregnant Women 0 0.00%

Homelessness Services
# of 

children
% of children

Total number of children experiencing homelessness that 

were served during the enrollment year
0 0.00%

Number of slots equal to or greater than 1,020 annual hours 

for Head Start preschool children or 1,380 annual hours for 

Early Head Start infants and toddlers

Number of slots with fewer than 1,020 annual hours for Head 

Start preschool children or 1,380 annual hours for Early 

Head Start infants and toddlers



Foster Care
# of 

children
% of children

Total number of enrolled children who were in foster care at 

any point in the program year
4 25.00%

Prior Enrollment of Children
# of 

children
% of children

The second year 3 18.75%

Three or more years 0 0.00%

Ethnicity And Race

# of Hispanic or 

Latino Origin 

participants

% of Hispanic or Latino 

Origin participants

# of Non- 

Hispanic or 

Non-Latino 

Origin 

participants

% of Non- 

Hispanic or 

Non-Latino 

Origin 

participants

American Indian or Alaska Native 0 0.00% 0 0.00%

Asian 0 0.00% 0 0.00%

Black or African American 1 6.25% 11 68.75%

Native Hawaiian or Pacific Islander 0 0.00% 0 0.00%

White 2 12.50% 1 6.25%

Biracial or Multi-Racial 0 0.00% 1 6.25%

Other Race 1 6.25% 0 0.00%

Unspecified Race 0 0.00% 0 0.00%

Primary Language of Parents at Home
# of 

children
% of children

English 15 93.75%

Of these, the number of children acquiring/learning 

another language in addition to English
1 6.25%

Spanish 1 6.25%

Central American, South American, or Mexican Languages 0 0.00%

Caribbean Languages 0 0.00%

Middle Eastern or South Asian Languages 0 0.00%

East Asian Languages 0 0.00%

Native North American or Alaska Native Languages 0 0.00%

Pacific Island Languages 0 0.00%

European or Slavic Languages 0 0.00%

African Languages 0 0.00%

American Sign Language 0 0.00%

Other Languages 0 0.00%

Unspecified Languages 0 0.00%

Health Services

Services to All Children at Beginning of Enrollment 

Year Compared to End of Enrollment Year (based on 

Cumulative Enrollment)

Children with health insurance 16 100.00% 0.00%

Children with accessible health care 16 100.00% 0.00%

Children with up-to-date immunizations or all possible 

immunizations to date, or exempt
13 81.25% 0.00%

Children with accessible dental care 15 93.75% 0.00%

# at End of     

Enrollment 

Year

% at End of     

Enrollment 

Year

# at Beginning 

of     Enrollment 

Year

% at Beginning of     

Enrollment Year



Disabilities Services
# of 

children
% of children

1 6.25%

Family Services
# of 

families
% of families

Total Number of Families 16 100.00%

# of 

families
% of families

Families Who Received at Least One Family Service 16 100.00%

Specific Services
# of 

families
% of families

Emergency or Crisis Intervention 0 0.00%

Housing Assistance 0 0.00%

Asset Building Services 0 0.00%

Mental Health Services 0 0.00%

Substance Misuse Prevention 0 0.00%

Substance Misuse Treatment 0 0.00%

English as a Second Language (ESL) Training 1 6.25%

Assistance in enrolling into an education or job training 

program
5 31.25%

Research-based parenting curriculum 16 100.00%

Involvement in discussing their child’s screening and 

assessment results and their child’s progress
16 100.00%

Supporting transitions between programs 15 93.75%

Education on preventive medical and oral health 16 100.00%

Education on health and developmental consequences of 

tobacco product use
0 0.00%

Education on nutrition 16 100.00%

Education on postpartum care 0 0.00%

Education on relationship/marriage 0 0.00%

Assistance to families of incarcerated individuals 0 0.00%

Children with an Individualized Family Service Plan (IFSP), 

indicating they were determined eligible to receive early 

intervention services 



Family Empowerment Services Report 
 Our Comprehensive Energy Assistance Program (CEAP) 

Our Family Empowerment Intake Specialists, Teresa Webb, Teresa Fruth, and 
our RPM staff are eager to help. They are processing close to 100 applications a 
week. We are very proud of their hard work and dedication to helping our 
clients keep their utilities on in the hot Texas weather. 

         Community Services Block Grant (CSBG)  
Our Family Empowerment Team continues to strive to help families Transition 
Out of Poverty. Kari Furnish, our Family Empowerment Coordinator, works daily 
with our Family Empowerment Case Manager, David Johnston, and our Family 
Empowerment Advocates who are now on each of our school campuses to help 
our families reach their goals of being above the poverty level. 

         Tenant Tenant-Based Rental Assistance Program (TBRA)  
The TBRA Case Manager, Clay Hunter, is moving the families that are signed up 
towards self-sufficiency. He has also teamed up with our Empowerment Team to 
offer rental assistance to our Tops Clients.  

         Small but Makes a Difference Food Pantry  
Our food pantry in the Mount Pleasant office needs donations of non-perishable 
food items. The shelves are becoming bare! We would also like to add hygiene 
bags for clients. Imagine not being able to wash your hair for weeks, and you 
come in and get a hygiene bag that has everything you need. imagine how nice 
you would feel after that shower or bath.  
Most of us don’t worry about what we are going to eat or if we can brush our 
teeth or wash our hair. However, the people we serve worry every day.   
The pantry is run totally on donations. WE NEED DONATIONS of food items, bath 
items, and household items 

If you would like to donate, please contact Amy-903-717-7301 or email 
amy.perales@csntexas.org – Kari- 903-717-7305 email Kari.Furnish@csntexas.org 

Items Needed – Non-perishable food – canned fruits and vegetables – cereals- shelf-stable items – canned 
meats (Spam, Vienna sausage, Tuna, Chicken)  
Travel size – body wash- shampoo- conditioner-lotion – mouth wash- combs- wash cloths – tooth brushes – 
toothpaste – small bars of soap -floss – toilet paper 
We also need a lot of water because of the heat. 

mailto:amy.perales@csntexas.or
mailto:Kari.Furnish@csntexas.org
https://www.flickr.com/photos/thedigitelmyr/6972595593
https://www.flickr.com/photos/thedigitelmyr/6972595593
https://www.flickr.com/photos/thedigitelmyr/6972595593
https://www.flickr.com/photos/thedigitelmyr/6972595593
https://www.flickr.com/photos/thedigitelmyr/6972595593


 
 
Employee Count Updates 
 
Please note report information is as of 7/31/2025: 

  
Total 

Employees Full Time Part Time Sub/Temp 
Head Start 72 65  7 
Early Head Start 4 4    
CSBG/CEAP/TBRA 6 6    
ICP 4 4    
Totals 86 79  7 

July Hires: 3 (HS, Full Time) 
July Terminations: 4 (ICP, CEAP, Full Time) 
 

Wipfli HRO Updates 

• Testing new onboarding process with new hires 
• Reviewing hiring process (including completing initial screenings) 
• Leveraging Paychex Hiring Portal for a more seamless process 
• H.S.A. uploads completed 
• Gathering data for annual non-discrimination testing 

Wipfli CAS Updates 

• Standing up a close process 
• Sage Intacct implementation and Bill Pay implementation 



I.T. Report (August) 
david buford  

i.t. coordinator 

this month has been notably active as we prepared for the return of all 
head start staff and students to their respective campuses. the it 
department worked diligently to ensure that all necessary equipment 
and services were ready and operational in time for the start of the 
academic year. 

campus it status: 

all campuses have been inspected and tested to ensure proper 
functionality of all it systems and infrastructure. at this time, there 
are no reported issues with it equipment across any of the campuses. 
systems are running smoothly and are fully operational. 

software and application updates: 

to enhance document handling and editing capabilities, adobe acrobat 
licenses have been purchased and distributed to staff. this has already 
proven beneficial in allowing staff to access, read, and make necessary 
changes to official documentation with ease and accuracy. 

server project update: 

progress continues on the new server setup: 

one server has been successfully configured and is currently operating 
in a test environment without any issues. 

to ensure security and reliability, the server will remain offline from 
the agency's network until all bugs and performance concerns have 
been fully addressed. 

this is an ongoing project, and early testing results are promising. we 
are on track to integrate it with the agency’s infrastructure in the 
near future, once we are confident in its stability and performance 

 



 

 



Service Department Report 
JULY 2025 

 
Service Department              
 
Department makeup 
 4 full time employees 
 0 temporary employees 

0 Head Start employees under temporary supervision.  
 

Head Start Transportation             
 
    
   
 
   
            
Cost per child to transport: 0        
         
         
Transportation Costs:         
      Children Staff   Children Staff  
Vehicle Maintenance cost (Campus)      YTD =    
Vehicle Maintenance cost (Buses)      YTD =    
Vehicle Maintenance cost (Exec. Office)                 YTD =    
Vehicle fuel cost (Gas Campus)               730.32             YTD =             3381.47 
Vehicle fuel cost (Exec. Office)    338.95             YTD =            3616.74 
Vehicle fuel cost (BUS CAMPUS)    49.85               YTD =                      412.12 
 
 
Vehicle insurance cost (Buses)      YTD =    
Vehicle driver cost buses                             YTD =    
         
Total transportation cost:     1119.12    
         
 Total number transported:     0 
     
         



Check Num... Effective Date Vendor Name Check Amount

0300 7/29/2025 AEP-SWEPCO-EA 1,800.00
0301 7/29/2025 AEP-SWEPCO-EA 1,800.00
0302 7/29/2025 AEP-SWEPCO-EA 1,703.62
0303 7/29/2025 AEP-SWEPCO-EA 1,200.00
0304 7/29/2025 AEP-SWEPCO-EA 252.62
0305 7/29/2025 AEP-SWEPCO-EA 328.51
0306 7/29/2025 AEP-SWEPCO-EA 1,200.00
0307 7/29/2025 AEP-SWEPCO-EA 1,000.00
0308 7/29/2025 AEP-SWEPCO-EA 138.52
0309 7/29/2025 AEP-SWEPCO-EA 1,125.20
0310 7/29/2025 AEP-SWEPCO-EA 1,600.00
0311 7/29/2025 AEP-SWEPCO-EA 1,500.00
0312 7/29/2025 AEP-SWEPCO-EA 753.53
0313 7/29/2025 AEP-SWEPCO-EA 357.70
0314 7/29/2025 AEP-SWEPCO-EA 1,168.07
0315 7/29/2025 AEP-SWEPCO-EA 349.22
0316 7/29/2025 AEP-SWEPCO-EA 1,200.00
0317 7/29/2025 AEP-SWEPCO-EA 1,409.55
0318 7/29/2025 AEP-SWEPCO-EA 1,800.00
0319 7/29/2025 AEP-SWEPCO-EA 1,800.00
0320 7/29/2025 AEP-SWEPCO-EA 110.68
0321 7/29/2025 AEP-SWEPCO-EA 1,200.00
0322 7/29/2025 BOWIE CASS 250.00
6571 7/29/2025 STACY ADAMS 606.65
6572 7/29/2025 KIMBERLY COLLINS 1,039.96
6573 7/29/2025 SHELLEY MITCHELL 1,935.94
81770 7/1/2025 JESSICA BENTON (7.50)
81946 7/23/2025 CRUMP'S IGA (3.99)
82091 7/1/2025 SCHOOL NURSE SUPPLY, INC. (171.74)
82241 7/1/2025 CITY OF CLARKSVILLE WATER DEPT (186.00)
82274 7/8/2025 A & R SERVICE CENTER LLC 79.00
82275 7/8/2025 AMBIT ENERGY 1,137.97
82276 7/8/2025 ASSOCIATION OF NATIONALLY CERTIFIED ROMA T... 190.00
82277 7/8/2025 AT&T 1,467.69
82278 7/8/2025 ATMOS ENERGY 618.68
82279 7/8/2025 BLOOMBURG WATER SUPPLY 57.23
82280 7/8/2025 CASS COUNTY CITIZENS JOURNAL-SUN 550.00
82281 7/8/2025 CASTLE FAMILY DENTAL 2,137.00
82282 7/8/2025 CENTERPOINT ENERGY 1,482.98
82283 7/8/2025 CIRRO ENERGY 1,024.62
82284 7/8/2025 CITY OF HUGHES SPRINGS 425.26
82285 7/8/2025 CITY OF JEFFERSON WATER . 74.49
82286 7/8/2025 CITY OF LINDEN 345.48
82287 7/8/2025 CITY OF NEW BOSTON 114.22
82288 7/8/2025 FRANCES EVANS 235.20
82289 7/8/2025 FRONTIER 1,002.84
82290 7/8/2025 GREG'S MIRACLE MART 189.01
82291 7/8/2025 HEATHER HUMPHRIES 39.31
82292 7/8/2025 KAYE NELMS 200.00
82293 7/8/2025 LAMAR CO-OP 718.05
82294 7/8/2025 MANAGEMENT INFORMATION TECHNOLOGY USA, I... 4,347.00
82295 7/8/2025 MARGARETT JOHNSON 860.00
82296 7/8/2025 MAY'S LONE STAR FLOORING 342.00
82297 7/8/2025 MCI 68.79
82298 7/8/2025 MIRACLE HARVEY 200.00
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Check Num... Effective Date Vendor Name Check Amount

82299 7/8/2025 NORTH TEXAS TOLLWAY AUTHORITHY 25.50
82300 7/8/2025 PEST-PRO SERVICES INC 75.00
82301 7/8/2025 PHILIP R. NIXON 239.00
82302 7/8/2025 RELIANT ENERGY 2,609.55
82303 7/8/2025 RODGERS SPEAKS 2,475.00
82304 7/8/2025 S.W. ARKANSAS TELE. CO-OP 251.86
82305 7/8/2025 SCHOOL HEALTH CORPORATION 171.74
82306 7/8/2025 SCHOOL NUTRITION RESOURCE GROUP 720.00
82307 7/8/2025 SELETHA HUGHES 200.00
82308 7/8/2025 STREAM 1,055.22
82309 7/8/2025 SUMMIT UTILITIES OF ARKANSAS 300.00
82310 7/8/2025 TRICO LUMBER CO. 663.59
82311 7/8/2025 TRIEAGLE ENERGY 570.95
82312 7/8/2025 TXU-ASSISTANCE GROUP 4,471.09
82313 7/8/2025 UPSHUR RURAL ELEC. CORP. 4,657.16
82314 7/8/2025 VERIZON WIRELESS 2,351.36
82315 7/8/2025 WASTE MANAGEMENT CORPORATE SERVICES, INC. 202.19
82316 7/8/2025 WOOD CO. ELECTRIC COOP. 1,311.79
82317 7/15/2025 AMIGO ENERGY 1,158.61
82318 7/15/2025 ATMOS ENERGY 200.00
82319 7/15/2025 CENTERPOINT ENERGY 1,802.24
82320 7/15/2025 CITY OF PITTSBURG 369.03
82321 7/15/2025 CONN AUTO SUPPLY 232.00
82322 7/15/2025 DIRECT ENERGY 2,609.55
82323 7/15/2025 EAGLE AUTO GLASS 315.00
82324 7/15/2025 EAST TEXAS REALTY 1,500.00
82325 7/15/2025 FERGUSON CONSTRUCTION 1,148.00
82326 7/15/2025 FERRELL GAS 393.17
82327 7/15/2025 GREEN MOUNTAIN ENERGY 1,800.00
82328 7/15/2025 JESSICA BENTON 7.50
82329 7/15/2025 LINDEN FUEL CENTER 806.97
82330 7/15/2025 MY ALARM CENTER, LLC. 42.79
82331 7/15/2025 NATIONAL COMMUNITY ACTION PARTNERSHIP 635.00
82332 7/15/2025 NATIONAL HEAD START ASSOCIATION 1,530.00
82333 7/15/2025 PEST-PRO SERVICES INC 55.00
82334 7/15/2025 PTL VILLAGE LLC 431.00
82335 7/15/2025 SUMMIT UTILITIES OF ARKANSAS 600.00
82336 7/15/2025 TEXARKANA WATER UTILITIES 391.26
82337 7/15/2025 TRICO LUMBER CO. 253.62
82338 7/15/2025 TXU-ASSISTANCE GROUP 2,200.00
82339 7/15/2025 UPSHUR RURAL ELEC. CORP. 1,974.50
82340 7/15/2025 WELCH GAS DAINGERFIELD 548.93
82341 7/15/2025 WINDSTREAM 327.55
82342 7/21/2025 DAVID BUFORD 335.86
82343 7/22/2025 4 CHANGE ENERGY 1,200.00
82344 7/22/2025 A & R SERVICE CENTER LLC 13.00
82345 7/22/2025 ALLEN WILLIAMS 3,100.00
82346 7/22/2025 AMY PERALES PETTY CASH CUSTODIAN 100.00
82347 7/22/2025 AT&T 98.56
82348 7/22/2025 ATMOS ENERGY 2,459.13
82349 7/22/2025 BLUE MARLIN INVESTMENT PROPERTIES, LLC 1,279.00
82350 7/22/2025 CANDIE HARRIS PETTY CASH CUSTODIAN 100.00
82351 7/22/2025 CARLIN JOHNSON PETTY CASH CUSTODIAN 100.00
82352 7/22/2025 CARLIN JOHNSON PETTY CASH CUSTODIAN 100.00
82353 7/22/2025 CENTERPOINT ENERGY 2,663.05
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82354 7/22/2025 CITY OF DAINGERFIELD 186.00
82355 7/22/2025 CITY OF LINDEN 476.95
82356 7/22/2025 CITY OF MOUNT PLEASANT 11.00
82357 7/22/2025 CREEKSIDE HOLDINGS LLC 3,478.16
82358 7/22/2025 ERA MOORE-COLLINS PCC 100.00
82359 7/22/2025 Heartland Village - MAIN OFFICE 556.00
82360 7/22/2025 HUGHES SPRINGS ISD 800.00
82361 7/22/2025 JAN KITLINGER 623.00
82362 7/22/2025 JIMMY MITCHELL 1,799.00
82363 7/22/2025 JUST ENERGY 1,060.84
82364 7/22/2025 KALASHINE HOPKINS LLC 1,220.00
82365 7/22/2025 KAYE NELMS PETTY CASH CUSTODIAN 100.00
82366 7/22/2025 MARGARETT JOHNSON 819.00
82367 7/22/2025 MARIA B GUERRERO 500.00
82368 7/22/2025 MARK R MATHIS 369.77
82369 7/22/2025 Patricia Jones 350.00
82370 7/22/2025 PEST-PRO SERVICES INC 85.00
82371 7/22/2025 POLLO BUENO 818.00
82372 7/22/2025 PTL VILLAGE LLC 754.00
82373 7/22/2025 R. MORGAN, LLC 1,150.00
82374 7/22/2025 RAY STRUBE PROPERTIES LLC 591.00
82375 7/22/2025 RELIABLE MANAGEMENT 704.00
82376 7/22/2025 RENEWED HOPE HOMES 1,898.00
82377 7/22/2025 RENTONE LLC 453.00
82378 7/22/2025 SANDY MCNEIL PETTY CASH CUSTODIAN 100.00
82379 7/22/2025 STREAM 1,200.00
82380 7/22/2025 SUMMIT UTILITIES OF ARKANSAS 2,008.36
82381 7/22/2025 SUPER BUENO 1,542.05
82382 7/22/2025 TEXARKANA WATER UTILITIES 150.00
82383 7/22/2025 THE SIGN SHOP 90.00
82384 7/22/2025 TNT Properties of Texarkana 1,100.00
82385 7/22/2025 TRICO LUMBER CO. 216.39
82386 7/22/2025 TXU-ASSISTANCE GROUP 2,850.77
82387 7/22/2025 UPSHUR RURAL ELEC. CORP. 5,347.66
82388 7/22/2025 VERIZON WIRELESS 2,356.30
82389 7/22/2025 WINDSTREAM 351.38
82392 0.00

7/29/2025 ALFORD AIR CONDITIONING AND HEATING LLC 20,994.00
82397 0.00
82400 7/31/2025 AMBIT ENERGY 1,500.00
82401 7/29/2025 CENTERPOINT ENERGY 966.30
82402 7/29/2025 CITY OF LONE STAR 150.00
82403 7/29/2025 RAY STRUBE PROPERTIES LLC 591.00
82404 7/29/2025 JUST ENERGY 2,821.51
82405 7/29/2025 SUMMIT UTILITIES OF ARKANSAS 200.00
82406 7/29/2025 WHISPERING WOODS RV & MHP 1,199.58
V02182 7/8/2025 ABERNATHY COMPANY 659.40
V02183 7/8/2025 ABERNATHY COMPANY 1,056.00
V02184 7/8/2025 ABILA 1,296.06
V02185 7/8/2025 AEP-SWEPCO-EA 1,409.55
V02186 7/8/2025 AEP-SWEPCO-EA 1,000.00
V02187 7/8/2025 AEP-SWEPCO-EA 858.26
V02188 7/8/2025 AEP-SWEPCO-EA 105.03
V02189 7/8/2025 AEP-SWEPCO-EA 1,200.00
V02190 7/8/2025 AEP-SWEPCO-EA 287.35
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Check Num... Effective Date Vendor Name Check Amount

V02191 7/8/2025 AEP-SWEPCO-EA 1,200.00
V02192 7/8/2025 AEP-SWEPCO-EA 851.98
V02193 7/8/2025 AEP-SWEPCO-EA 1,800.00
V02194 7/8/2025 AEP-SWEPCO-EA 1,500.00
V02195 7/8/2025 AEP-SWEPCO-EA 1,307.20
V02196 7/8/2025 AEP-SWEPCO-EA 435.69
V02197 7/8/2025 AEP-SWEPCO-EA 295.60
V02198 7/8/2025 AEP-SWEPCO-EA 1,158.61
V02199 7/8/2025 AEP-SWEPCO-EA 817.02
V02200 7/8/2025 AEP-SWEPCO-EA 1,648.36
V02201 7/8/2025 AEP-SWEPCO-EA 248.29
V02202 7/8/2025 AEP-SWEPCO-EA 1,647.48
V02203 7/8/2025 AEP-SWEPCO-EA 225.77
V02204 7/8/2025 AEP-SWEPCO-EA 1,200.00
V02205 7/8/2025 AEP-SWEPCO-EA 204.11
V02206 7/8/2025 AMERICAN EXPRESS 11,871.58
V02207 7/8/2025 AMERICAN EXPRESS 390.49
V02208 7/8/2025 BENEFITS TECHNOLOGY RESOURCES LLC 200.00
V02209 7/8/2025 BLUE CROSS BLUE SHIELD 33,111.71
V02210 7/8/2025 BOWIE CASS 1,800.00
V02211 7/8/2025 BOWIE CASS 651.06
V02212 7/8/2025 BOWIE CASS 1,474.09
V02213 7/8/2025 BOWIE CASS 1,400.00
V02214 7/8/2025 BOWIE CASS 1,200.00
V02215 7/8/2025 BOWIE CASS 1,460.33
V02216 7/8/2025 CENTERPOINT ENERGY ENTEX 59.52
V02217 7/8/2025 CENTERPOINT ENERGY ENTEX 71.73
V02218 7/8/2025 CENTERPOINT ENERGY ENTEX 68.48
V02219 7/8/2025 CENTERPOINT ENERGY ENTEX 59.19
V02220 7/8/2025 ETEX TELEPHONE CORP, INC. 4,765.79
V02221 7/8/2025 HOPE FIRE EXTINGUISHER SERVICE, INC/ KLEEN KI... 28.95
V02222 7/8/2025 KATHY JO RODGERS 313.00
V02223 7/8/2025 MCQUEEN PROPANE INC 580.00
V02224 7/8/2025 MOUNT PLEASANT HOUSING AUTHOURITY 1,126.30
V02225 7/8/2025 ODP BUSINESS SOLUTIONS, LLC 716.75
V02226 7/8/2025 ODP BUSINESS SOLUTIONS, LLC 299.82
V02227 7/8/2025 ODP BUSINESS SOLUTIONS, LLC 132.09
V02228 7/8/2025 ODP BUSINESS SOLUTIONS, LLC 63.64
V02229 7/8/2025 ODP BUSINESS SOLUTIONS, LLC 266.71
V02230 7/8/2025 OMKAR INVESTMENT LLC 73.24
V02231 7/8/2025 PINE TERRACE APARTMENT 474.00
V02232 7/8/2025 PINE TERRACE APARTMENT 299.00
V02233 7/8/2025 REGION VIII ESC 300.00
V02234 7/8/2025 RELIABLE ALARM SERVICE, LLC 45.00
V02235 7/8/2025 REPUBLIC SERVICES #070 116.63
V02236 7/8/2025 SOUTHWESTERN ELECTRIC POWER 155.27
V02237 7/8/2025 SOUTHWESTERN ELECTRIC POWER 375.91
V02238 7/8/2025 SOUTHWESTERN ELECTRIC POWER 412.32
V02239 7/8/2025 SOUTHWESTERN ELECTRIC POWER 1,087.64
V02240 7/8/2025 TEACHSTONE TRAINING LLC 4,910.00
V02241 7/8/2025 VANCO SYSTEMS, INC. 356.48
V02242 7/8/2025 VESTIS GROUP , INC 63.88
V02243 7/8/2025 VESTIS GROUP , INC 63.88
V02244 7/8/2025 VESTIS GROUP , INC 63.88
V02245 7/8/2025 VESTIS GROUP , INC 30.69
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V02246 7/8/2025 VESTIS GROUP , INC 30.91
V02247 7/8/2025 WILLIAM MICHAEL BERRY 34.20
V02248 7/8/2025 WIPFLI LLP 5,300.00
V02249 7/15/2025 ABERNATHY COMPANY 588.00
V02250 7/15/2025 ABERNATHY COMPANY 756.00
V02251 7/15/2025 ABERNATHY COMPANY 608.00
V02252 7/15/2025 AEP-SWEPCO-EA 107.15
V02253 7/15/2025 AEP-SWEPCO-EA 1,158.61
V02254 7/15/2025 AEP-SWEPCO-EA 1,158.61
V02255 7/15/2025 AEP-SWEPCO-EA 610.56
V02256 7/15/2025 AEP-SWEPCO-EA 1,196.67
V02257 7/15/2025 AEP-SWEPCO-EA 859.53
V02258 7/15/2025 AEP-SWEPCO-EA 1,500.00
V02259 7/15/2025 AEP-SWEPCO-EA 270.05
V02260 7/15/2025 AEP-SWEPCO-EA 1,800.00
V02261 7/15/2025 AEP-SWEPCO-EA 419.02
V02262 7/15/2025 AEP-SWEPCO-EA 1,200.00
V02263 7/15/2025 AEP-SWEPCO-EA 1,411.35
V02264 7/15/2025 AEP-SWEPCO-EA 1,500.00
V02265 7/15/2025 AEP-SWEPCO-EA 211.48
V02266 7/15/2025 AEP-SWEPCO-EA 827.02
V02267 7/15/2025 AEP-SWEPCO-EA 1,200.00
V02268 7/15/2025 AEP-SWEPCO-EA 745.50
V02269 7/15/2025 AEP-SWEPCO-EA 134.77
V02270 7/15/2025 AEP-SWEPCO-EA 98.92
V02271 7/15/2025 AEP-SWEPCO-EA 1,500.00
V02272 7/15/2025 AEP-SWEPCO-EA 339.03
V02273 7/15/2025 AEP-SWEPCO-EA 1,200.00
V02274 7/15/2025 AEP-SWEPCO-EA 97.98
V02275 7/15/2025 AEP-SWEPCO-EA 1,500.00
V02276 7/15/2025 AEP-SWEPCO-EA 1,800.00
V02277 7/15/2025 AEP-SWEPCO-EA 1,200.00
V02278 7/15/2025 AEP-SWEPCO-EA 137.02
V02279 7/15/2025 AEP-SWEPCO-EA 1,200.00
V02280 7/15/2025 AEP-SWEPCO-EA 1,200.00
V02281 7/15/2025 AEP-SWEPCO-EA 992.70
V02282 7/15/2025 BOWIE CASS 755.63
V02283 7/15/2025 BOWIE CASS 651.07
V02284 7/15/2025 BOWIE CASS 1,500.00
V02285 7/15/2025 BOWIE CASS 1,071.96
V02286 7/15/2025 BOWIE CASS 1,051.01
V02287 7/15/2025 BOWIE CASS 1,200.00
V02288 7/15/2025 BOWIE CASS 1,409.55
V02289 7/15/2025 BOWIE CASS 1,200.00
V02290 7/15/2025 CENTERPOINT ENERGY ENTEX 85.54
V02291 7/15/2025 ERICK BALLESTEROS 3,320.00
V02292 7/15/2025 HEALTHCARE EXPRESS LLP 322.00
V02293 7/15/2025 MUTUAL OF OMAHA PAYMENT PROCESSING CENTER 4,137.45
V02294 7/15/2025 ODP BUSINESS SOLUTIONS, LLC 1,224.27
V02295 7/15/2025 ODP BUSINESS SOLUTIONS, LLC 14.99
V02296 7/15/2025 ODP BUSINESS SOLUTIONS, LLC 99.79
V02297 7/15/2025 ODP BUSINESS SOLUTIONS, LLC 576.36
V02298 7/15/2025 ODP BUSINESS SOLUTIONS, LLC 34.99
V02299 7/15/2025 RELIABLE ALARM SERVICE, LLC 45.00
V02300 7/15/2025 SOUTHWESTERN ELECTRIC POWER 308.06
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V02301 7/15/2025 SOUTHWESTERN ELECTRIC POWER 154.42
V02302 7/15/2025 WILLIAM MICHAEL BERRY 100.00
V02303 7/22/2025 ABERNATHY COMPANY 534.00
V02304 7/22/2025 AEP-SWEPCO-EA 877.37
V02305 7/22/2025 AEP-SWEPCO-EA 1,300.00
V02306 7/22/2025 AEP-SWEPCO-EA 1,800.00
V02307 7/22/2025 AEP-SWEPCO-EA 1,106.34
V02308 7/22/2025 AEP-SWEPCO-EA 351.21
V02309 7/22/2025 AEP-SWEPCO-EA 766.59
V02310 7/22/2025 AEP-SWEPCO-EA 1,500.00
V02311 7/22/2025 AEP-SWEPCO-EA 262.00
V02312 7/22/2025 AEP-SWEPCO-EA 1,000.00
V02313 7/22/2025 AEP-SWEPCO-EA 1,694.97
V02314 7/22/2025 AEP-SWEPCO-EA 395.77
V02315 7/22/2025 AEP-SWEPCO-EA 1,409.55
V02316 7/22/2025 AEP-SWEPCO-EA 543.24
V02317 7/22/2025 AEP-SWEPCO-EA 1,181.13
V02318 7/22/2025 AEP-SWEPCO-EA 174.72
V02319 7/22/2025 AEP-SWEPCO-EA 1,200.00
V02320 7/22/2025 AEP-SWEPCO-EA 135.00
V02321 7/22/2025 AEP-SWEPCO-EA 1,000.00
V02322 7/22/2025 AEP-SWEPCO-EA 72.00
V02323 7/22/2025 AEP-SWEPCO-EA 172.00
V02324 7/22/2025 AEP-SWEPCO-EA 260.00
V02325 7/22/2025 AREA WIDE PROPERTIES 1,400.00
V02326 7/22/2025 ATLANTA ISD 700.00
V02327 7/22/2025 BOWIE CASS 1,500.00
V02328 7/22/2025 BOWIE CASS 1,000.00
V02329 7/22/2025 BOWIE CASS 1,800.00
V02330 7/22/2025 BOWIE CASS 183.98
V02331 7/22/2025 CAMCO ELEVATOR INC 150.00
V02332 7/22/2025 CENTERPOINT ENERGY ENTEX 58.89
V02333 7/22/2025 CENTERPOINT ENERGY ENTEX 59.48
V02334 7/22/2025 FARMER ELECTRIC 1,800.00
V02335 7/22/2025 FARMER ELECTRIC 445.86
V02336 7/22/2025 GEXA ENERGY 829.14
V02337 7/22/2025 GLENN B. LANIER 240.00
V02338 7/22/2025 KATHY JO RODGERS 313.00
V02339 7/22/2025 MOORE PEST CONTROL 170.00
V02340 7/22/2025 MOORE PEST CONTROL 130.00
V02341 7/22/2025 MOORE PEST CONTROL 185.00
V02342 7/22/2025 MOUNTAIN VALLEY OF TEXARKANA 249.75
V02343 7/22/2025 PADDY PROPERTIES 542.00
V02344 7/22/2025 PAM MCMICHEAL 308.00
V02345 7/22/2025 PINE TERRACE APARTMENT 474.00
V02346 7/22/2025 PINE TERRACE APARTMENT 287.00
V02347 7/22/2025 PINE TERRACE APARTMENT 474.00
V02348 7/22/2025 PINE TERRACE APARTMENT 299.00
V02349 7/22/2025 S E BURTON ENTERPRISES 612.00
V02350 7/22/2025 SOUTHWESTERN ELECTRIC POWER 711.91
V02351 7/22/2025 SOUTHWESTERN ELECTRIC POWER 603.78
V02352 7/22/2025 SOUTHWESTERN ELECTRIC POWER 322.44
V02353 7/22/2025 SOUTHWESTERN ELECTRIC POWER 55.70
V02354 7/22/2025 SOUTHWESTERN ELECTRIC POWER 409.56
V02355 7/22/2025 TEXARKANA INDEPENDENT SCHOOL DISTRICT 3,882.00
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V02356 7/22/2025 WEX HEALTH, INC. 175.00
V02357 7/23/2025 TEXARKANA INDEPENDENT SCHOOL DISTRICT 2,000.00
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6570 7/10/2025 BRIDGET JANNISE 305.76
Report Total 352,955.82
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 COMMUNITY SERVICES OF NORTHEAST TEXAS
 Statement of Revenues and Expenditures

Head Start and Early Head Start Nutrition Program
CACFP

01 - HEADSTART
From 7/ 1/ 2025 Through 7/ 31/ 2025

Current Period Actual Current Year Actual

REVENUES
GRANTS

TDHS REVENUE 0.00 105,069.39 
Total GRANTS 0.00 105,069.39 

Total REVENUES 0.00 105,069.39 

EXPENSES
PERSONNEL

SALARIES - CACFP COOKS 3,526.40 55,194.40 
SALARIES - CACFP NUTRITION MANAGER 1,368.00 11,881.05 

Total PERSONNEL 4,894.40 67,075.45 
FRINGE BENEFITS

PAYROLL TAXES - CACFP COOKS 266.26 4,678.07 
PAYROLL TAXES - CACFP NUTRITION MANAGER 98.12 923.68 

Total FRINGE BENEFITS 364.38 5,601.75 
TRAINING AND TECHNICAL ASSISTANCE

CONTRACTING ORG COSTS - CACFP 0.00 3,344.05 
Total TRAINING AND TECHNICAL ASSISTANCE 0.00 3,344.05 

SUPPLIES
SUPPLIES & EQUIPMENT - CACFP 0.00 22,522.72 

Total SUPPLIES 0.00 22,522.72 
FOOD

RAW FOOD - CACFP (3.99) 87,377.22 
Total FOOD (3.99) 87,377.22 

OTHER
PURCHASED SERVICES - CACFP 597.60 597.60 
MEDIA COSTS - CACFP 0.00 371.25 

Total OTHER 597.60 968.85 
Total EXPENSES 5,852.39 186,890.04 

Total EXPENSES 5,852.39 186,890.04 

NET GAIN/LOSS (5,852.39) (81,820.65)

Date: 8/21/2025 3:25:21 PM Page: 1



 COMMUNITY SERVICES OF NORTHEAST TEXAS
 Statement of Revenues and Expenditures

32 - EARLY HEAD START GRANT
From 7/ 1/ 2025 Through 7/ 31/ 2025

Current Period Actual Current Year Actual

REVENUES
GRANTS

TDHS REVENUE 0.00 15,389.14 
Total GRANTS 0.00 15,389.14 

Total REVENUES 0.00 15,389.14 

EXPENSES
TRAINING AND TECHNICAL ASSISTANCE

CONTRACTING ORG COSTS - CACFP 0.00 318.22 
Total TRAINING AND TECHNICAL ASSISTANCE 0.00 318.22 

SUPPLIES
SUPPLIES & EQUIPMENT - CACFP 0.00 952.39 

Total SUPPLIES 0.00 952.39 
FOOD

RAW FOOD - CACFP 0.00 6,368.73 
Total FOOD 0.00 6,368.73 

OTHER
PURCHASED SERVICES - CACFP 122.40 122.40 

Total OTHER 122.40 122.40 
Total EXPENSES 122.40 7,761.74 

Total EXPENSES 122.40 7,761.74 

NET GAIN/LOSS (122.40) 7,627.40 

Date: 8/21/2025 3:25:21 PM Page: 2



 COMMUNITY SERVICES OF NORTHEAST TEXAS
 Statement of Financial Position

 As of 7/31/2025

Current Year Balance Beginning Period Balance Current Period Change   

Assets
Cash  $                              908,607  $                              978,813  $                              (70,206)
Grant receivables                                    57,325                                  145,956                                  (88,631)
Prepaid Expense                                  196,653                                  190,248                                      6,405 
Property and equipment                               3,158,094                               3,158,094                                            -   
Accumulated depreciation                             (1,710,669)                             (1,710,669)                                            -   

Total Assets                               2,610,010                               2,762,442                                (152,433)

Liabilities
Accounts payable                                    52,203                                    31,095                                    21,108 
Accrued expenses                                  376,419                                  460,266                                  (83,847)

Total Liabilities                                  428,622                                  491,361                                  (62,738)

Total Net Assets                               2,181,388                               2,271,082                                  (89,694)
         

Total Liabilities and Net 
Assets

 $                           2,610,010  $                           2,762,442  $                            (152,433)
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Risk Assessment Executive Summary 
Governance Risk 
This segment of your executive summary contains priority recommendations to strengthen your 
board.  

• Explore ways to convey and reinforce your agency's mission and purpose, such as 
through short videos, infographics, or even a draft 'elevator speech.' These tools will be 
valuable to your board as it works to fully understand what you do, and effectively 
convey your mission to other stakeholders. 

• See the full report for suggestions to increase the engagement and dialogue during 
Finance Committee presentations.  

Risk Management Basics 
This segment of the executive summary contains recommendations related to Risk Management 
Basics, including the assignment of responsibility for risk management, risk oversight, and risk 
committees. 

• Consider forming a risk committee to ensure a diverse array of perspectives in agency 
risk management. See the full report for tips to increase the effectiveness ofyour risk 
committee, or reach out to NRMC for Risk Help on this topic. 

Facilities and Building Security 
This section of your executive summary contains priority recommendations based on your 
answers to the questions in the Facilities and Building Security Module. 

• Review your evacuation plans to ensure that they are comprehensive; a list of elements 
that should be included in a thorough plan can be found in your full report for this 
module. 

 

Human Resources and Employment Practices 
• This section of your executive summary notes priority recommendations based on your 

answers to the questions in the Human Resources and Employment Practices module. 



 
 

Financial Reporting and Internal Controls 
• See your full report for suggestions to improve financial reporting. Remember to also 

review Category 8 (Financial Operations and Oversight) of the COE Developed CSBG 
Organizational Standards to make sure that your team fully understands these 
expectations for community action agencies. As indicated in the narrative introduction, 
"The fiscal bottom line of Community Action is not isolated from the mission, it is a joint 
consideration."  

• See your full report for suggestions to improve financial reporting. Remember to also 
review Category 8 (Financial Operations and Oversight) of the COE Developed CSBG 
Organizational Standards to make sure that your team fully understands these 
expectations for community action agencies. As indicated in the narrative introduction, 
"The fiscal bottom line of Community Action is not isolated from the mission, it is a joint 
consideration."  

Contracts 
This section of your executive summary features priority recommendations related to contracts 
and your nonprofit's contracting processes.  

• Incorporated entities answer for their debts and liabilities. When your agency is asked to 
indemnify another, you are being asked to agree in advance of an incident to pay for the 
debts or liability of another party. As a general rule, an organization receiving a service 
should not agree to indemnify (or name as an additional insured) the organization 
providing a service. 

Client and Participant Safety 
This section of your executive summary contains priority recommendations based on your 
answers to the questions in the Client and Participant Safety module.  

• We recommend that you update your organization's policies to include specific 
instructions about appropriate and inappropriate hugging. For example, hugs should 
never be offered or given to meet the caregiver's needs, and hugs should only be from the 
side, over the shoulders, and never from the front. 

Transportation 



 
This section of your executive summary contains priority recommendations based on your 
answers to the questions in the Transportation module. 

You indicated that your organization provides or sponsors transportation services or owns (or 
leases) vehicles. The following transportation issues were identified as concerns during the 
assessment. Look to the full report for details. 

• Your organization may be directly or vicariously liable when volunteers or employees 
operate a vehicle on behalf of your organization. The conditions for each situation and 
the proper procedures are addressed in the full report. 

• Creating a transportation risk management statement will provide an initial step toward 
richer risk management of transportation in your organization. The statement serves as a 
guide in creating other important items like policies or training programs. 

• Remember that cargo is not typically covered under regular vehicle policy. Check with 
your broker to see if you have the appropriate policy for coverage (usually inland marine 
coverage). 

Technology and Privacy Risk Management 
This section of your executive summary contains priority recommendations based on your 
answers to the questions in the Technology and Privacy Risk Management module. 

• We recommend that you adopt a Bring Your Own Device Policy that clarifies what 
agency information may and must never be accessed on personal devices, including 
whether employees may access Personally Identifiable Information (PII) on their personal 
devices.  

• We recommend that you being offering training to all staff on how to avoid phishing 
scams and frauds, and that after completing your training that you begin to conduct 
exercises no less than annually to test employee vulnerability to social engineering 
frauds.  

Special Events 
This section of your executive summary contains priority recommendations based on your 
answers to the questions in the Special Events module. 

• Hosting special events may require risk management efforts not normally associated with 
the normal operations of your organization. Be sure to consider the various components 



 
of the event and risks associated with these components. Doing so will help the event be 
successful and have a positive impact for your organization. 

• Documentation is an important part of risk management in all phases of activity. We 
recommend you begin documenting risk management activities as soon as possible. 

• An absence of personnel devoted to security (and other emergency situations) at your 
event creates a liability for your organization. You should implement appropriate staffing 
internally or contract the appropriate vendor to provide security. 

• Verify that the documentation and procedures used for accident reporting is consistent 
with the requirements of your organization and those of any insurance providers for the 
event itself. 

Crisis Management and Business Continuity Planning 
This section of your executive summary contains priority recommendations based on your 
answers to questions in the Crisis Management and Business Continuity Planning module.  

• To increase your confidence with respect to crisis planning, review the gaps in your crisis 
management plan identified in your full report for this module. 

• Having key information available during a crisis will assist in providing for timely 
response. Look to the full report for examples of what to include in your crisis 
management plan. 

• We recommend conducting a thorough review of your crisis communications plan within 
the next six months. See the full report for additional crisis communications tips. 

• We recommend that you establish a timetable and appoint a small task force to assemble 
existing components of business continuity planning into a true BCP. 

 

Volunteer Risk Management 
• This section of your executive summary offers priority recommendations based on your 

answers to the questions in the Volunteer Risk Management module. 

 



 
Fundraising and Resource Development 
This section of your executive summary contains priority recommendations based on your 
answers to the questions in the Fundraising and Resource Development module. 

• You indicated that your nonprofit may not be registered in all states where you solicit 
individual donations. We recommend that you make the resolution of this potential gap in 
policies a priority. See the full report for additional information and links to helpful 
resources. 

• You indicated that your nonprofit does not have practices in place to manage the risk of 
non-compliance with the CAN-SPAM Act. See the full report for additional information 
on this federal law, including resource links.  

• Nonprofits that have minimal experience with government contracts may be caught off 
guard and unprepared for some of the risks associated with such funding, including 
inadequate funding for infrastructure, late payment/reimbursement, and complex 
reporting requirements. Thoughtfully consider the range of risks and 'what ifs' before you 
seek any government contract.  

 

 

 

 

 

 

 



 

Community Services of Northeast Texas, Inc 
Risk Assessment Report 

Governance Risk 

Introduction 

This report section contains recommendations to strengthen your board, including its structure, 
policies and operations. Like other areas in an agency, governance weaknesses can be addressed 
with focus, commitment and consideration of the unique circumstances and needs of your 
agency. Keep in mind that governance should evolve as an agency evolves: the best possible 
board during a time of growth may not be an effective governing body of an agency that is 
winding down. 

Board Awareness of Mission, Structure and Programs 

You indicated that one or more members of your board do not fully understand and may not be 
able to convey your organization's mission and purpose. This fact puts your organization at risk 
from at least two perspectives. 

1. First, when one or more members of an organization board cannot convey the 
organization's mission and purpose they are practically unable to fulfill their legal duty of 
obedience. The duty of obedience requires that a director be faithful to the organization's 
mission, and act in a manner that is consistent with the mission and goals of the 
organization. A board member discharges the duty of obedience by monitoring the 
organization's activities to ensure that administrative and programmatic activities are 
consistent with the organization's underlying mission and goals. When a board is charged 
with malfeasance by a dissatisfied customer, funder, or constituent, the charge may allege 
that the organization board has failed to stay true to the organization's mission and 
purpose. 

2. Second, a board member who does not fully understand the organization's mission is 
unable to assist in identifying or evaluating the risks facing the organization or in the case 
of a larger organization with a risk management team that includes paid staff, the board 
member would not be in a position to evaluate the risk management program in light of 
the organization's core mission. 

We recommend that you explore ways to convey and reinforce your agency's mission and 
purpose. For example, in addition to the mission statement on your website, develop a short 
video, an infographic, or draft 'elevator speech' to capture what you do and why you do it. Strive 



 
to create simple, memorable messages, and encourage your board to take ownership of their 
ambassador roles. 

Legal Compliance 

You answered that the members of your board are confident that the organization is in 
compliance with federal, state and local regulations. Every organization board should operate 
with this high level of confidence with respect to the organization's legal compliance. 
Organizations are subject to a wide range of regulations and laws issued by various regulatory 
bodies. Keeping up with these regulations and ensuring compliance is not an easy task, even in 
an organization that has a large number of paid staff. 

Every organization needs professional advisors that it can turn to for assistance on legal, 
accounting, and insurance matters. These advisors can provide valuable assistance in keeping 
track of key laws and regulations, and suggesting strategies that ensure compliance. 

The board should receive periodic updates from the organization's key staff or professional 
advisors about changes in laws that apply to the organization. The board should also be kept 
abreast of the organization's compliance activities. Healthy boards are inquisitive, interested, and 
engaged in the organization's success. This means asking questions about legal compliance from 
time to time. 

Board Training 

You indicated that your organization provides a board orientation in compliance with Standard 
5.7, and that you also offer periodic educational session for your governing board. These 
practices are an excellent way to help a board meet its legal duty of care. Most organizations are 
dynamic organizations that regularly face new challenges and opportunities. By providing a 
regular forum in which to keep the board abreast of these changes you are providing the 
information the board needs to thoughtfully govern the organization. 

Providing Timely Materials 

You indicated that background materials are distributed to your board well in advance of board 
meetings. This is an excellent practice. A common complaint among organization CEOs is the 
time involved in preparing background materials for board meetings. Some argue that the time 
spent preparing for board meetings leaves little time to accomplish the organization's mission. 
Yet distributing thorough and comprehensive materials well in advance of board meetings is 
essential to managing an organization's governance risks. A board cannot meet its legal duty of 
care unless it has the opportunity to review information on programmatic activities, the 
organization's financial position, and current challenges and opportunities in time to formulate 
thoughtful questions. This review enables members to actively participate in board meetings. 



 
Board Minutes 

You indicated that the minutes of your board meetings reflect dissenting views and votes on 
specific issues. This is an excellent practice. Maintaining concise records of board votes and 
dissenting views could be helpful in defending a challenge or claim of malfeasance by the board. 

Evaluation of the CEO 

You indicated that a committee leads an annual review of the CEO, but that the entire board 
participates in the process. This is an excellent practice. Evaluating the chief executive's 
performance is an often neglected, but essential responsibility of a nonprofit board, and one that 
in NRMC's view, should not be delegated entirely to a committee. Congratulations on your 
diligence in undertaking this almost always difficult but critically important and valuable task. 

Fiscal Oversight 

You indicated that you have an active board committee that receives periodic financial reports 
from staff, and that the committee transmits and presents these reports to the full board at regular 
meetings. Beyond the board's legal responsibilities and pure survival instincts--the desire to keep 
the organization healthy and focused on its mission--there are additional motivating factors for 
diligence in the area of financial management. Federal and state governments may impose 
criminal penalties on organizations and their elected and appointed leaders who misuse funds, 
allow the waste of charitable assets, or squander donor resources. Also, civil actions may be 
initiated alleging harm based on the mismanagement of the organization.  

An active, engaged finance committee is key to effective fiscal oversight. Congratulations on the 
work completed to date to ensure a high level of engagement. Consider the following 
suggestions to sustain your success in this area: 

• Consider rotating membership on your Finance Committee, with every board member 
serving for at least one or two years during their full term on the board 

• Include discussion prompts and questions as part of financial presentations, to engage the 
board around critical financial issues facing the organization; strive to make financial 
presentations two-way conversations 

• Experiment with having members of the Finance Committee present different segments 
of the report. For example, one member could present an overview of the current 
financial statements, another could address the year-end forecast, and a third could speak 
to proposed changes in the organization's fiscal policies or banking relationships. 

 

 



 
Risk Oversight by the Board 

You indicated that your board discharges its responsibility for risk oversight through its receipt 
of reports from staff regarding critical risks and agency risk management. This is a common 
practice in nonprofit organizations. 

In addition to presenting information about risks, make sure that you're engaging the board in 
conversation about the risks and strategies described in your reports. These conversations can 
help the board engage with the management team to understand the changing risk landscape and 
also be assured that top risks have been assessed and addressed. 

In a survey of nonprofit organizations conducted by NRMC in 2017, 40% of participants 
reported that their boards talk about risk management more than once per year, and an additional 
15% indicated that the subjects of risk and risk management are discussed at every board 
meeting.   

Another increasingly common approach, which is a bit different from yours, is to assign risk 
oversight responsibility to an existing board committee. For example, some nonprofits have 
broadened the scope of the audit committee to become the Audit and Risk Oversight Committee. 
Other nonprofits form a risk committee of the board, such as an Enterprise Risk Management 
Committee or Risk Oversight Committee. Separating risk oversight from finance and audit is 
common when leaders believe that the most pressing risks fall outside the realm of financial 
management, internal controls and investments.  

For additional insights on helping the board discharge its responsibility for risk oversight, see 
Chapter 9 - Risk Oversight by the Board in the NRMC publication, World-Class Risk 
Management for Nonprofits. 

Conflict of Interest Policy 

You indicated that your organization has a conflict of interest policy that applies to board 
members. A conflict of interest policy is a risk management tool that can minimize the likelihood 
that the board will make a decision that is inconsistent with the best interests of the organization. 
You have taken an important step to protect your organization. If you haven't already done so, 
ask your legal counsel to review your policy to make certain that it meets the needs of your 
organization. 

Board Self-Assessment 

You indicated that your board of directors periodically assesses its own performance. This is an 
excellent practice that we encourage you to continue. Through a self-assessment exercise, an 
organization board can determine how well it is carrying out its responsibilities. A self-

https://www.nonprofitrisk.org/products/world-class-risk-management-for-nonprofits/
https://www.nonprofitrisk.org/products/world-class-risk-management-for-nonprofits/


 
assessment also provides an opportunity to identify areas where the board can improve its 
performance. Self-assessments are often conducted prior to board retreats, and may be a valuable 
resource to consultants or other outside experts working with the organization to improve its 
performance. 

Risk Management Basics 

Introduction 

Agency leadership teams manage risk in different ways and with different processes and 
structures. This segment of your Risk Assessment report provides feedback based on your 
answers to questions related to the assignment of risk responsibilities, whether you have a 
committee dedicated to risk management, risk oversight by the board, and your confidence with 
respect to understanding the property & casualty coverage purchased by your agency.  

Risk Manager 

You indicated that risk management has not been assigned to a key staff person at your agency, 
such as a risk manager. Designating a full-time risk manager can be an important step in 
strengthening a risk function. However, the vast majority of community action agencies do not 
have a risk professional on staff. 

If resources do not permit the hiring of a professional risk manager, consider naming one or 
more 'risk champions'--team members who can champion risk management initiatives at your 
agency.  

Risk champions:  

• uplift the notion of 'risk' as something more dynamic than a threat--something that is 
worth consideration and investment 

• cultivate a culture of inquiry and candor among team members who must be willing to 
openly discuss and deconstruct risks 

• drive a holistic or systems perspective that takes into account many diverse perspectives 
on risks and recognizes how risks intersect and play out across many departments and 
functions of an organization 

• instill productive--not punitive--risk assessment and risk management practices, 
including honest reflection on past risk events and organizational failures as a platform 
for collectively doing better next time. 

For more information on the risk champion role, see What's in a Word? Risk Management 
Leaders as Mission Champions. 

https://www.nonprofitrisk.org/resources/articles/whats-word-risk-management-leaders-mission-champions/
https://www.nonprofitrisk.org/resources/articles/whats-word-risk-management-leaders-mission-champions/


 
Risk Management Committees 

You indicated that your agency does not have a staff-level risk management committee. Risk 
management committees can be an invaluable resource to an agency that is striving to evolve its 
risk management capacity. Here are a few tips for developing a risk committee: 

• determine the process for appointing or recruiting members 
• draft a committee charter indicating the overarching purposes of the committee, 

frequency of meetings, specific goals and responsibilities, committee composition, and 
committee authority 

• develop realistic goals and a practical plan 
• plan a dynamic committee kick off meeting 

For additional tips on forming and sustaining a risk committee, see: The Nitty Gritty of a Risk 
Committee. 

Facilities and Building Security 

Introduction 

This section of your report contains recommendations based on your answers to the questions in 
the Facilities and Building Security Module. 

Renting Space for Special Events 

Your agency rents additional space for special events, meetings or field trips. Renting space 
when needed can be an economical way to manage your agency's assets and fulfill its mission. 
You might rent a bowling alley for an outing, a room at the town library for a board meeting, an 
historic mansion for a fundraiser or a campground for an overnight field trip. No matter what the 
use, it's always wise to put the agreement in writing (even if--and maybe especially if--the 
property is owned by a "friend" of the agency). The rental agreement spells out the expectations 
and limits of both parties and thus may defuse many disputes before they occur. 

Rental Agreement - Under the letter of the law, "rent" refers to property borrowed for a fee or for 
free. Rental agreements written by the owner/landlord serve the purpose of protecting the 
landlord. They are contracts and should be reviewed by the agency's attorney before being 
signed. The attorney can advise you whether or not you are getting the deal you discussed and 
whether you might protect yourself in other ways. 

A rental agreement should establish, in clear terms, the duties and responsibilities of the 
owner/landlord and the rental group. The following items should be considered for inclusion in 
the standard rental agreement, depending on the circumstances: 

https://www.nonprofitrisk.org/resources/articles/the-nitty-gritty-of-a-risk-committee/
https://www.nonprofitrisk.org/resources/articles/the-nitty-gritty-of-a-risk-committee/


 
• Maintenance and Upkeep: While the owner typically remains responsible for any 

hazardous condition on the property in existence at the time of the lease, the rental 
agreement can establish who will be responsible for general upkeep such as trash pickup, 
repairing broken steps, clearing snow and ice, etc. 

• Indemnification Clause: The agreement should include a provision holding the 
owner/landlord harmless for any negligent acts or omissions by the rental group during 
the term of the lease. 

• Instructions on Use of Property and Facilities: The owner/landlord should provide 
detailed instructions on how its facilities operate or what to do if problems arise. 

• Limits on Accessible Areas: If the rental group is only using a portion of the premises, 
or if certain areas are off-limits, those boundaries should be clearly established in the 
lease. Then, if a renter strays beyond this area, his status will change from an invitee to a 
trespasser. Once that occurs, the renter takes the risk of the place as he finds it and the 
duty of the landowner is greatly reduced. 

• Potential Hazards: Specific warnings about dangerous or hazardous conditions on the 
premises should be provided. 

• Delegation of Supervision: Depending on the situation, the owner/landlord may need to 
provide its own staff members to assist with supervision. For example, if swimming is 
available on the premises, additional lifeguards may be required. 

• Alcohol Consumption: If alcohol is part of the rental group's activities, it may be 
necessary to obtain a temporary liquor license. The lease or rental agreement should 
require the rental group to obtain both the license and, if available, liquor liability 
insurance, adding the owner/landlord as an additional insured. Finally, the contract 
should include an acknowledgment by the rental group that no one under the age of 21 
will be served alcohol. 

Evacuation Plan 

You indicated that your agency has an up-to-date evacuation plan. This is not only a wise risk 
management procedure, it is probably a jurisdictional (city, town, parish or county) requirement. 
If you are concerned that your plan may not be as thorough as it could be, check to make sure it 
contains the following elements: 

• Conditions under which an evacuation would be necessary 
• Conditions under which it may be better to shelter-in-place 
• A clear chain of command and designation of the person in your business authorized to 

order an evacuation or shutdown 
• Specific evacuation procedures, including routes and exits 
• Specific evacuation procedures for high-rise buildings 
• Procedures for assisting visitors and employees to evacuate, particularly those with 

disabilities or who do not speak English 
• Designation of what, if any, employees will remain after the evacuation alarm to shut 

down critical operations or perform other duties before evacuating 

http://www.bepreparedcalifornia.ca.gov/BePrepared/Businesses/Pages/KnowWhenandHowtoShelter-in-PlaceforBusinesses.aspx


 
• A means of accounting for employees after an evacuation 
• Special equipment for employees 

Although some agencies are reluctant to test their evacuation plan, not testing it can cause 
anxiety. Once the plan is complete, conduct evacuation drills no less than annually, and convene 
your team for a debrief to discuss what when well and how your plan can be improved. 

OSHA's helpful publication on evacuation planning is available 
here: www.osha.gov/Publications/osha3088.pdf 

Sign in/Sign out Log 

You answered that your agency uses visitor sign in/sign out logs. Many people have a narrow 
view of who constitutes a "visitor" to the building. For security purposes, anyone who isn't an 
employee - temporary employees, VIPs, consultants, contractors, volunteers and clients - should 
sign in upon entering the building and sign out when exiting. When in doubt, you might ask an 
unknown visitor for photo identification to verify the person is who he says he is. Record the 
driver's permit number or other traceable number in case you need to follow up later. 

Visitor Escort 

You indicated that visitors must be escorted while in your building. This practice along with 
visitor logs and visitor badges provides a level of protection for employees and clients of your 
agency. 

Human Resources and Employment Practices 

Introduction 

This section of your report contains feedback and recommendations based on your answers to 
questions in the Human Resources and Employment Practices Module.  

This report contains recommendations in the area of employment practices. Every agency with 
paid staff faces the possibility of a claim or lawsuit alleging illegal or unfair employment 
practices. The financial and other consequences of a claim can be substantial or devastating. 
Every organization can take steps to reduce the likelihood of a claim, and ensure a strong defense 
to charges of wrongdoing. 

As you review these recommendations, remember that obtaining the assistance and advice of an 
employment attorney licensed in your state is absolutely essential to protecting 
your agency's assets and good name. Your mission is too important to risk losing it all in a suit 
you could have avoided. 

https://www.osha.gov/Publications/osha3088.pdf


 
Multiple Locations 

You indicated that you employ workers at more than one location. While a structured approach 
to employment practices is advisable for all employers, it is particularly important for 
agencies with large workforces or workers deployed at more than one location. Multiple 
locations increase the likelihood that an employee will not be notified in a timely fashion of a 
new or changed policy. Therefore, it is very important that you commit to developing 
standardized, written employment policies and identify the most effective methods for ensuring 
that everyone in the organization receives timely notification of policies and practices. 

The Human Resources Function 

A cornerstone of effective and legal employment practices is the development and consistent 
application of sound policies. Unfortunately, some organizations develop and administer 
employment policies in an ad-hoc fashion. Where practical, it is advisable to centralize the 
human resources function. You indicated that responsibility for human resources in your 
organization is centralized in a position or department. This is an excellent first step to ensuring 
the development of coherent and effective policies. 

Periodic Review of Employment Policies 

You indicated that you have a process in place to ensure the periodic review of your employment 
practices. How often you review these practices depends on a number of factors, including 
your agency's hiring frequency, rate of turnover, employee satisfaction, resource constraints or 
opportunities, and size. Organizations facing rapid growth or high turnover should review hiring 
strategies and results semi-annually. All aspects of the recruitment and selection process should 
be considered in light of the organization's hiring goals and commitment to not pursue strategies 
that adversely affect a protected group of applicants. Smaller organizations or those with very 
low turnover may choose a less rigorous schedule, such as annually. 

The Board's Role 

Nonprofit boards have an important role to play in establishing appropriate employment policies 
and ensuring that an organization follows its policies. 

The board must recognize that the policies included in an Employee Handbook or Personnel 
Policy Manual - as well as those found in other documents, such as employment letters, and 
those policies which emerge from practice - not only impose responsibilities or requirements on 
the employee (such as coming to work on time), but also create promises that the employer must 
honor and a court may enforce. 



 
In most instances, a nonprofit board should avoid involvement in the day-to-day activities of 
personnel management - hiring (other than the executive director), promotions, discipline (except 
when the board has a defined role in a grievance process), and terminations. Overall, the board's 
main concern is the adoption and implementation of personnel policies and practices of the 
nonprofit, not its daily personnel actions. 

Every board should be confident that the agency's employment policies comply with applicable 
federal and state laws. The board should seek guidance and assurance on this matter from an 
employment attorney licensed in the state in which the nonprofit operates. In addition, each 
board should be confident that the nonprofit's managers and supervisors are applying the policies 
uniformly. Board members should raise any concerns about special or preferential treatment with 
the chief executive officer. 

For instance, did a manager terminate an entry-level employee for an infraction that he or she 
would have forgiven in a long-time staff member? This scenario raises the issue that every board 
should understand the nonprofit's policies concerning termination. Is "gross misconduct" - 
conduct for which an employee may be subject to immediate dismissal -- specified in the 
handbook? Is it clear in the handbook that certain policy violations (such as bringing a weapon to 
work) constitute grounds for immediate dismissal? The board should be informed and educated 
on these issues to ensure it fulfills its legal responsibilities. This does not mean that the board 
should review or question every employment action. Board members should, however, raise 
questions and seek clarification whenever they have reason to believe that the organization's 
employment policies are not in compliance with legal requirements or have not been followed. 

Because termination of an employee raises considerable risk to the nonprofit, the board should 
know what the nonprofit's procedures are for termination and have total confidence that these 
procedures are adhered to. 

Legal Review of Written Policies 

You indicated that your Employee Handbook was reviewed by an employment attorney licensed 
in your state before it was distributed. This is an excellent practice and we urge you to obtain 
further review and counsel before making any changes to this important document. 

You indicated that your Employee Handbook was reviewed by an attorney during the past year. 
We urge you to continue the practice of obtaining regular review of your Handbook by an 
attorney with expertise in employment matters. This practice will go a long way to protecting 
your organization from making costly missteps or creating unnecessary vulnerabilities in 
establishing and administering employment policies. 

Policy Changes 



 
You indicated that when a new employment policy is developed, a document explaining the 
policy is distributed to all staff. Written policies are the cornerstone to effective, defensible 
employment practices. Communicating the intent and nuances of new policies is essential. If not 
already your current practice, consider requiring each employee to acknowledge receipt of the 
written explanation of the policy and retaining these signed acknowledgements in your personnel 
files. In this way, the nonprofit will be able to prove that each employee was aware of the 
changed or new policy. 

Legal Review Prior to Implementing Policy Changes 

You indicated that you consult an employment attorney before revising existing policies or 
adopting new policies. It is prudent practice to request a legal audit of existing policies and seek 
an employment lawyer's recommendations for revisions. Another way to approach the review is 
to meet with key staff and any other personnel-related resources at your disposal and request 
suggestions on policies that they would like to see changed. With firm objectives in hand, 
consult legal counsel, who can recommend how to coordinate the nonprofit's objectives with 
legal obligations. 

Tracking Policy Distribution 

It is prudent to request newly hired employees, whether in the offer letter, during orientation or 
another time, to sign an acknowledgement of receipt of personnel policies that includes a 
commitment, signed by the employee, to adhere to the policies. We recommend that you keep 
these acknowledgements in employee personnel files. 

Confirming Receipt of Revised Policies 

Be sure to keep a copy of each employee's acknowledgement in their personnel file. In one 
instance an employer could not prove that a particular employee had received the newly revised 
version of personnel policies and therefore the former version of the policies applied to her 
termination. The court required the employer to re-hire the employee because her termination, 
under the prior policies, was found to be invalid. 

Workplace Violence Policy 

You indicated that your nonprofit has a workplace violence policy. This reflects your 
understanding that violence is a reality in many workplaces today. Nonprofits, like other 
employers, need to train staff to be aware of the risk of workplace violence. Review your current 
workplace violence policy to make certain that it includes: 

• Zero tolerance for violent, abusive conduct, threats of violence, or violent language; 
• A complaint procedure; 



 
• Emergency procedures in the event of any serious act of workplace violence; 
• Designation of management personnel and security personnel who will be responsible to 

investigate complaints of violence and who will be responsible in the event of an 
emergency; 

• Reservation of management's right to review employee e-mail, voice mail, and computer 
files. 

While policies and raising awareness cannot completely insulate any nonprofit from the risk of 
workplace violence, the fact that the nonprofit has undertaken good faith efforts to educate and 
prepare staff for emergencies, and has acted promptly to address concerns of the incompetence 
of staff or threats of workplace violence, conveys the message that safety is a primary concern. 

Technology Policy 

A comprehensive office technology policy should address privacy and appropriate conduct 
concerns. Consider reviewing your current policy to make certain that it: 

• Prohibits or limits personal use of the Internet and e-mail while at work and prohibits 
personal use of the nonprofit's hardware and software or copying of the nonprofit's 
software; 

• Defines the systems used at work as the property of the nonprofit; 
• Prohibits use of the telephone, facsimile, or e-mail system for the dissemination or 

solicitation of information about for-profit ventures, religious beliefs or political causes, 
or any non-job-related business; 

• Prohibits use of the telephone, facsimile or e-mail system to create or transmit any 
offensive, hostile, sexually explicit or suggestive messages, racial slurs, gender-specific 
comments or any comment that is unprofessional or offensive regarding someone's age, 
race, color, creed, sexual orientation, religious beliefs, national origin, gender, disability, 
marital status or any other protected category; 

• States that the nonprofit's e-mail system may not be used to upload or download any 
protected, copyrighted, or proprietary information; 

• States that the nonprofit reserves the right to review, audit, intercept, access and disclose 
all messages created, received, or sent through voice mail, facsimile or the e-mail system 
for any purpose, and that the content of such communications may be disclosed by the 
nonprofit for any purpose with or without notice to the employee; 

• States that the confidentiality of any message transmitted over the nonprofit's telephone, 
facsimile or e-mail system should not be assumed; 

• States that the use of a password does not indicate that the employee should have any 
expectation of privacy in computerized communications; and 

• States that the nonprofit will discipline any employee who violates the office technology 
policy, and that violations may result in termination of employment. 



 
Workplace Privacy Policy 

You indicated that you currently have a Workplace Privacy Policy. We recommend that you 
review your policy to make certain that it: 

• reminds staff that work areas (including desks, filing cabinets, etc.) are the property of 
the nonprofit. 

• requires that employees consent to monitoring. 
• cautions employees not to have an expectation of privacy in voice mail, e-mail or 

requires consent to monitoring. 

Sexual Harassment Policy 

You indicated that your Employee Handbook includes a policy specifically prohibiting sexual 
harassment. As you know, the risk of liability for harassment may also come from outside the 
organization: clients, vendors, consultants, board members, or a member of the general public 
could pose a threat of sexual harassment to your staff. Your written policy sends a message to 
staff that the organization will not tolerate harassment and helps ensure that your staff will know 
what to do in the event they experience or observe prohibited harassment. 

Your policy should also require the reporting of observed or experienced harassment at the 
workplace. It is to the employer's advantage to have knowledge of alleged wrongdoing. Once the 
nonprofit knows of allegations of improper conduct, steps can be taken to minimize the potential 
harm to victims -- and in so doing to minimize potential liability to the nonprofit. By taking swift 
and effective remedial action, many employers have been able to reduce their liability or 
eliminate it altogether. 

Congratulations on having a written policy in place. We recommend, however, that you review 
your policy to make certain that it: 

1. defines prohibited conduct; 
2. encourages reporting of any offensive conduct before it rises to the level of a hostile 

environment and imposes no barrier on reporting complaints, such as requiring that 
complaints be in writing; 

3. requires the reporting of observed or experienced harassment at the workplace; 
4. explains the rights of complainants under the policy (such as not to be retaliated against 

and to have complaints and the investigation file maintained in confidence); 
5. describes procedures for the investigation of complaints; 
6. contains a description of the consequences for breach of the policy; and 
7. provides at least two persons to whom the employee can report complaints to avoid any 

claim that the employee is excused from reporting because the person designated to 
accept complaints was the harasser, or a friend of the harasser. 



 
Internal Complaint Procedure 

You indicated that your Handbook describes your internal complaint procedure for sexual 
harassment. The burden on employers to promptly investigate and respond to complaints has 
increased in recent years. A well thought-out and prescribed complaint procedure is an excellent 
risk management tool. It sends a strong message to your employees that you intend to follow-up 
on any complaints of harassment and takes the guessing out of the process when an actual 
complaint is received. 

Job Descriptions 

Job descriptions should be used during the hiring process so that candidates for a position can 
review the job description and answer the question "Are you able to perform all the functions of 
this position?" Make sure that your written job descriptions are up to date and describe "essential 
functions." Identifying the essential functions is necessary in the event that an employee 
becomes disabled and there are concerns whether the employee is qualified. Essential functions 
are those tasks which are essential to the job. Examples are: the ability to lift a certain number of 
pounds, drive a van, carry a child, or raise arms over head. It is also helpful if the job 
descriptions identify whether the position is "exempt" from overtime or "nonexempt." 

Employment Applications 

Employment applications are important risk management tools. We suggest that you review your 
current application to determine if it contains: 

• an "at-will employment" disclaimer that expressly states that the applicant understands 
that employment with the nonprofit is on an at-will basis; 

• a truth clause or false information warning; 
• an authorization to conduct record checks (criminal history, credit, etc.) - remember that 

whether to conduct a certain check should be determined by the risks of the position, not 
the particular applicant; and 

• an authorization to check references (it is worthwhile to obtain permission from every 
applicant to check references, and it is required under the Fair Credit Reporting Act if 
your nonprofit uses a third-party agency to conduct reference checks). 

Reference Checks 

You indicated that you always check references, either before making an offer of employment or 
before a new hire begins work. This is an excellent practice. Reference checks are among the 
most valuable screening tools at your disposal. Remember that if a candidate does not provide 
work-related references, you should press him or her to do so. If you discover a discrepancy 
between the information provided on an application and the information obtained from a 



 
reference, you should always investigate further. This investigation might include asking the 
candidate to clear up the discrepancy, calling additional references, or verifying credentials 
directly. 

Pre-Employment Tests 

Employers in the nonprofit, business and government sectors use a wide variety of pre-
employment tests and background checks to obtain information about an applicant's suitability 
for particular positions. These screening tools are also used to verify factual information 
provided by an applicant. 

The risks of these screening tools fall into two broad categories: 

• inappropriate reliance on the information obtained through tests and background checks 
at the expense of more fundamental screening tools such as written applications, 
interviews and reference checks; and 

• the inappropriate use or interpretation of test/background check results or the violation of 
an applicant's legal rights. 

In the first category, the growing popularity of criminal history background checks as a 
screening tool for applicants in youth-serving organizations has led to the reliance on these 
checks as a barometer of suitability. Yet there is no question that these tests cannot be relied on 
to provide a "clean bill of health" for an applicant. Reliance on a "clean," state-based criminal 
history records check and discounting other screening tools is an unwise strategy. 

In the second category of risk, many employers have rushed to use tests and background checks 
without first considering the legal limitations on the use of these screening tools or their 
appropriateness for a particular position. For example, it is unlikely that a credit check would be 
appropriate for the position of playground supervisor. Before using such tests and background 
checks, you must determine: 

• what if any federal, state and local laws apply to restrict, limit or prohibit the use of these 
tools; 

• whether the potential benefits outweigh the negative affect of the use of tests (for 
example, one negative effect might be that the use of background checks discourages 
applicants from a particular group); 

• whether the proposed tests or checks offer truly reliable, job-related information; 
• how the test/background check results will be evaluated. For example, will certain scores 

or findings disqualify an applicant? The failure to identify the criteria that will be used to 
evaluate results in advance increases the likelihood that the process will be a waste of 
precious resources; 

• whether the proposed tests or background checks are clearly job-related and necessary to 
the thorough screening of applicants for a particular position. 



 
Remember that few, if any tests or background checks are appropriate for every position in an 
organization. 

Using a Hiring Checklist 

The reason why a hiring checklist is so important is to ensure that every candidate is subjected to 
the same level of scrutiny during the screening process. This not only helps guard against 
charges of discrimination, but provides a procedure so that elements of the screening process do 
not fall through the cracks. For example, after investigating an allegation of client abuse, a 
nonprofit discovers that the one employee for whom the nonprofit failed to get a criminal records 
check had a history of criminal abuse. Hiring checklists help allow the nonprofit to see at a 
glance if one step in the process has not been completed. 

Offer Letters 

A written offer letter is a practical way in which to confirm details about an offer of employment. 
It also provides an opportunity for an employer to obtain a prospective employee's 
acknowledgement of the terms of employment. An offer letter may increase the risk of a 
subsequent employment-related claim, however, if it is worded inappropriately or if it contains 
promises or commitments the employer is unwilling to live up to. 

It is important to make certain that any written offer letters do not needlessly impair the 
employment-at-will relationship. Review the language of your offer letters and make certain that 
these letters reiterate the employment-at-will nature of the relationship being offered to the 
prospective employee. Also, make certain that your discussion of topics such as annual salary, 
eligibility for benefits, duration of employment, potential for advancement, probationary period 
or other job rights, does not contravene your written policies. Before mailing the letter, make 
certain that you are willing to live up to the commitments made in the offer letter. 

Initial Work Review Period 

You indicated that new employees serve an initial work review period. Review your policy to 
make certain that successful completion of the first few months of employment does not ensure 
job security or in any way conflict with your employment-at-will policy. Make certain that you 
have defined the purpose of the work review period in your written policies, noting that 
completion of the work review period does not increase an employee's rights in a job. Consider 
using language such as: 

"An initial work review period is a training and get-acquainted period, completion of which does 
not guarantee continued employment. Following completion of this period, you still may resign 
and the organization has the right to terminate your employment at any time, with or without 
cause." 



 
Employee Orientation 

You indicated that you have an orientation program for new employees. This is a good risk 
management strategy, and may help ensure that all new hires receive the same, thorough 
orientation to the nonprofit's policies. From a legal perspective, a formal orientation program 
where policies are explained provides a defense to a claim that an employee was not informed 
about a specific policy. But providing an orientation with out-of-date, incomplete or inaccurate 
materials may be more risky that never conducting one in the first place. Review your orientation 
format and procedures to make certain that all policies distributed and explained to new hires are 
current. 

You indicated that you maintain up-to-date personnel files for each employee. This is an 
excellent risk management practice. 

Performance Appraisals 

You indicated that you conduct annual performance reviews for each employee. This practice is 
essential to (1) put employees on notice of unsatisfactory performance, and (2) articulate in an 
objective manner the goals and objectives for the employee's performance. In this way, 
employees are aware of their shortcomings and the nonprofit is in a strong position to support a 
discharge for poor performance. The practice of conducting regular, objective performance 
appraisals will also ensure that your organization is able to defend itself against charges of 
discriminatory employment practices. 

A growing number of cases have reached the courts in which inadequate or nonexistent 
performance appraisals were the principal determining factor in a judgment for damages against 
an employer. Typically the litigation is brought by someone fired or denied a promotion, who 
then claims to be the victim of race, sex or age discrimination. The employer defends itself by 
claiming that the plaintiff simply wasn't doing his or her job. The plaintiff easily rebuts the 
employer's case by showing that his performance appraisals never mentioned any concerns or 
disappointments with performance. Employers that can present strong performance appraisal 
documentation are in a good position to defend their actions, whereas those that do not have 
written support for their position most often face liability. Consequently, evaluating the 
performance of staff and documenting the process carefully is "where the rubber meets the road" 
in employment-related risk management. Most often if there is a smoking gun in an employment 
action, performance appraisals (or the lack thereof) are the weapons of choice. 

Evaluating performance is sound management and critical for the long-term health and 
prosperity of the nonprofit. In most cases the nonprofit's staff members are among the 
organization's most valuable assets. Staff influence the public's perception of the nonprofit, 
provide services to clients, and may be responsible for the welfare of vulnerable individuals on a 



 
daily basis. When staff can see how their own work successfully supports the achievement of the 
nonprofit's goals, a more effective organization will result. 

If you are not already doing so, consider adding the review of performance appraisals by an 
administrator one tier above the actual supervisory relationship. This review can expose 
subjective comments or inconsistent rankings. The objective review is also an opportunity to 
evaluate how well the supervisors are conducting their roles as job coaches. In order for the 
objective third-party review to be effective, you need to work out a schedule for annual or six-
month reviews which permits an extra period of time for the objective reviews. The objective 
reviews should occur prior to the employee's receipt of the formal review, in order to allow time 
in the event the reviewer challenges what is written and the appraisal needs to be revised. 

Narrative Versus Multiple Choice Ratings 

Some experts believe that the most insightful appraisal format is pure narrative because 
supervisors are then forced to describe the employee's performance and can't make the mistake 
of checking a box that doesn't apply. However, narrative responses are also legally risky because 
a supervisor's comments might go off on a tangent that is irrelevant and subjective, or fails to 
support the rest of the appraisal. Or supervisors may put the nonprofit at risk by writing 
observations about performance that are not job-related and therefore inherently inappropriate 
Most appraisal forms feature a combination of narrative and rating questions. Often there is a 
summary statement or rating which is useful when a distinction based on performance is required 
between similarly situated employees. 

Performance appraisal software and human resources consultants are available to help customize 
appraisal forms. Customization is recommended over simply borrowing a format from another 
workplace. However, many nonprofits successfully borrow forms developed for another 
organization, and then customize those forms as they discover what works and what doesn't. 

Remember that a senior manager or the executive director should review completed appraisal 
forms before they are shared with an employee. The purpose of this review is to make certain 
that the review does not contain inappropriate information or anything that is inconsistent with 
the organization's policies. For example, a statement on a review indicating, "I'd like to see Mary 
retire from this organization" could contravene the nonprofit's employment-at-will policy. 

Third-Party Review 

The best insurance against any pitfall in the performance appraisal process is an objective review 
by an administrator one tier above the actual supervisory relationship. This review can expose 
subjective comments or inconsistent rankings. The objective review is also an opportunity to 
evaluate how well supervisors are performing as job coaches. Remember that objective reviews 



 
should occur prior to the employee's receipt of the formal review, in order to allow time in the 
event the reviewer challenges what is written and the appraisal needs to be revised. 

Training Supervisors to Conduct Reviews 

You indicated that you currently train or coach supervisors on the implementation of your 
performance review system. This is an excellent practice that should be continued. 

Consider reviewing your training or coaching program to make certain it addresses the following 
issues: 

• The common reluctance to provide a candid review. Suggest strategies for 
communicating "bad news" in a respectful fashion and explain that an individual who is 
unable to convey bad news or impose discipline on an employee risks disqualification 
from supervisory status. 

• The importance of providing ongoing feedback. Inform supervisors that they should 
never wait until the annual review to communicate dissatisfaction with an employee's 
performance. They should also remember to document any performance counseling 
sessions, making certain that these reports are signed by the employee and retained in the 
personnel file. The supervisor's notes - if not signed - may be disputed. 

• The legal significance and importance of candid reviews. Written performance reviews 
are an organization's best evidence of whether an employee is meeting, surpassing or 
failing to meet the organization's expectations. Someone who is unwilling or unable to 
provide candid reviews of performance should not be allowed to continue in a 
supervisory capacity. The notion that a favorable review will motivate improved 
performance is untrue. Explaining to an employee why his or her performance falls short 
of the nonprofit's expectations remains the best strategy to motivating improvement. 

Multi-Source Assessments 

The newest trend in performance evaluations is a multi-source assessment, also known as the 
"360 degree" evaluation. In this system each employee's performance is assessed by several, 
rather than only one, appraiser. Typically the supervisor reviews the subordinate, who may also 
be reviewed by the employee himself, and by clients, peers and vendors. In turn, the supervisees 
provide comments on their supervisors' performance. Usually the data on each supervisor is 
collected anonymously and bypasses the supervisor, going directly to the supervisor's supervisor 
for evaluation, in order to provide insurance against real, or perceived, retaliation. 

As supervisors and subordinates become more comfortable with the process, supervisors can 
directly review feedback from their own subordinates. While the potential for helpful 
information using a multi-source appraisal system is great, there can be problems with the 
credibility of the feedback if staff are cynical and concerned that the feedback is an opportunity 



 
for retribution against an unpopular supervisor. Alternately, such a system could be seen as an 
opportunity for "deal-making: "I'll give you a favorable rating if you give me one...". In theory, 
the idea of a multi-source system is supposed to provide the highest level of management with a 
good sense of the effectiveness of the organization's supervisory staff. In practice, collecting 
such data as part of the formal appraisal system may not yield the most reliable results. 
Nonprofits must first have a culture of trust and honesty in order for 360-degree evaluations to be 
taken seriously. Many nonprofits find that facilitating roundtable discussions with staff about 
effective supervision and in extreme cases, arranging an internal arbitration between supervisors 
and supervisees is as effective as a formal system of multi-source evaluations. 

Merit Raises 

More and more nonprofits are moving to a "merit raise" system that rewards strong performance 
with the possibility of a higher salary adjustment. Some award merit raises in addition to cost-of-
living (COLA) increases. A merit raise system provides an incentive for employees to improve 
performance. It also rewards strong performers, helping with the nonprofit's ability to retain the 
most effective employees. A common way to structure a merit raise system is to create a salary 
scale which assigns a certain percentage or range of percentages for salary increases in each of 
several categories. The categories correspond to the rating system on the performance appraisal 
instrument. Each employee is eligible for whatever percentage raise is appropriate given the 
range for the rating assigned to that employee. For example, "Unacceptable" would merit no 
increase. "Meets expectations" would merit a 1-3% increase, "Exceeds expectations" would earn 
a 3.5%-4.5% increase, and "Greatly exceeds expectations" would be awarded a 5%+ increase. In 
this way, the CEO, finance or personnel committee can determine the budget for salary and 
compensation for the coming year by looking at historic data on the number of employees in 
each salary and performance range. 
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compensation for the coming year by looking at historic data on the number of employees in 
each salary and performance range. 

Progressive Discipline Policy 

You indicated that you currently have a Progressive Discipline policy. Remember that in general, 
only gross misconduct and serious violations of the nonprofit's policies justify skipping the first 
warning phases of progressive discipline and imposing more serious discipline in the first 
instance. The progression of disciplinary steps set forth in the nonprofit's Employee Handbook 
should be followed whenever possible, unless starting with a verbal warning would be illogical, 
as in a situation where an employee threatens another employee with physical violence.  

Progressive discipline, if consistently applied and with flexibility for unusual cases, can be an 
effective risk management tool because it affords some assurance of fundamental fairness. The 
downside of progressive disciplinary policies is that they can create contractual obligations. If 
not carefully drafted, in most states policy language can be binding on the nonprofit under the 
theory of implied contract. Another downside of progressive discipline is that because the policy 
lists disciplinary steps in a certain order, the nonprofit's flexibility to select appropriate 
disciplinary action on a case-by-case basis can be greatly reduced. Even with language that states 
that the disciplinary policy is not a contract, employees will expect to be treated as described in 
the policy, so fundamental fairness dictates that the progressive disciplinary procedures be 
followed unless the employee is given notice otherwise. "Taking the high road" in employment 
practices requires an employer to live up to its promises, and employees regard policies as 
promises. 

Keep in mind that progressive discipline policies should be carefully drafted and reviewed by an 
employment lawyer to ensure that the nonprofit will not be needlessly vulnerable to claims of 
breach of contract. In order to give the nonprofit the most flexibility, it is advisable to draft 
progressive discipline policies as guidelines, rather than set procedures to be followed in all 
cases. 

Opportunity to Correct Deficiencies 

It is prudent to provide an opportunity for employees to correct deficiencies before you take 
adverse action against them. We urge you to continue this practice. 

Third Party Review Prior to Termination 

We urge you to continue the practice of having a person other than the affected employee's 
supervisor review the written record before an employee is terminated. This practice enables the 
organization to make certain that the action taken is supported in the written record, legally 
defensible, and consistent with action taken towards other employees. 



 
Financial Reporting and Internal Controls 

Introduction 

This report section contains recommendations based on your answers to the questions in the 
Financial Reporting and Internal Controls Module. As a reminder, the assessment topics were: 
Fiscal Oversight, Financial Reporting, Financial Planning and Forecasting, Budgeting, Financial 
Monitoring, Contracts and Grants Management, Managing Fraud Risk and Internal Controls, 
Investments, Fiscal Policies and Audits.  

As you review and consider these recommendations, keep in mind that some recommendations 
may need to be revised or tailored to suit your agency's unique structure or circumstances. In 
addition, remember to ask key advisors for their guidance and insights, including your internal 
finance team, board-level Finance Committee, Audit Committee, and any external finance 
advisors or audit firms.  

Board's Ability to Discharge Fiscal Oversight Responsibilities 

You indicated that you have 'moderate' confidence in the ability of your board to discharge its 
fiduciary and fiscal oversight responsibilities. Lack of confidence in this area is sometimes due 
to concern that some members of the board don't fully grasp the implications of your financial 
statements, or in some cases, board members may focus on small dollar issues and miss the big 
picture trends.  

To help your board discharge its responsibilities in these important areas, consider: 

• Planning and convening an annual workshop on nonprofit financial statements; invite a 
qualified volunteer or consultant to discuss the structure of nonprofit financial statements 
generally, followed by a deep dive into your agency's statements 

• Including narrative explanations of your financial statements along with spreadsheets and 
reports such as the Statement of Financial Position, Statement of Activities and Statement 
of Cash Flows. Your narratives should alert the reader to high points, low points, and also 
trends. 

• Developing a fiscal dashboard that shows financial results over several years. Make 
certain that the scale of the dashboard is appropriate and shows trends clearly. 

• Including a report on key financial indicators (sometimes called key performance 
indicators) in your regular reports to the Finance Committee and Board. A list of 
Nonprofit Financial Stability KPI Recommendations is available from the Human 
Resources Council. A downloadable Ratio Calculation Worksheet is available from 
Propel Nonprofits (formerly the Nonprofits Assistance Fund). 

Improving Financial Reporting 

https://humanservicescouncil.org/wp-content/uploads/Initiatives/HSCCommission/Nonprofit-Financial-Stability-KPI-Recommendations.pdf
https://humanservicescouncil.org/
https://humanservicescouncil.org/
https://www.propelnonprofits.org/resources/ratio-calculation-worksheet/
http://www.propelnonprofits.org/


 
You indicated that you provide financial statements on a monthly basis to your Finance 
Committee and Board, however you recognize that there are opportunities to improve how you 
tell your agency's story in financial terms, and to improve the board's engagement on fiscal 
matters. 

Consider the following suggestions to strengthen your practices in these areas: 

• Add key discussion questions to Finance Committee and Board agendas to make these 
presentations more engaging and interactive 

• Propel Nonprofits offers a downloadable Financial Self-Assessment with helpful 
reminders and tips  

• The Human Services Council has developed a "Standards of Excellence in Nonprofit 
Financial Management" resource which suggests key components of monthly reporting to 
senior/executive staff and key components of financial reporting to the Board and senior 
staff. For example:  

o Consider providing Monthly Executive Liquidity Reports with Key Financial 
(Performance) Indicators, Supporting Reports (e.g., cash flow projections, AP 
aging, AR aging) and Other Reports (budget-to-actual reports for the 
organization, and budget-to-actual reports for each program) to senior staff 
monthly 

o Consider providing Management Narrative/CEO Report, a Performance 
Dashboard, and Supporting Reports to the Board and senior staff no less than 
quarterly 

• Strive to provide financial reports by 20 business days after the end of the prior month 
• Strive to provide detailed reports to the Finance Committee 4-5 days prior to Finance 

Committee meetings 

Financial Forecasting 

You indicated that your agency does some financial forecasting, but it tends to be relatively 
short-term. We recommend that you consider the following strategies to strengthen financial 
forecasting: 

• Ask members of your Finance Committee, Board and audit firm if they are able to 
recommend forecasting tools or resources used in their own organizations. 

• Use rolling forecasts and require operating teams to update financial projections monthly 
or quarterly. Increasing the frequency of your forecasting will provide a more accurate 
picture and allow for more nimble management of staff time and financial resources. 

• Identify key external drivers that could potentially impact financial results. Note a short 
list of drivers in forecasting reports.  

• Visit the websites of The Wallace Foundation and Resource Library of the Nonprofits 
Assistance Fund for additional financial planning resources that may be helpful in your 
efforts. 

https://www.propelnonprofits.org/resources/financial-self-assessment/
http://www.humanservicescouncil.org/Commission/Standards%20of%20Excellence%20in%20Nonprofit%20Financial%20Management.pdf
http://www.humanservicescouncil.org/Commission/Standards%20of%20Excellence%20in%20Nonprofit%20Financial%20Management.pdf
http://www.wallacefoundation.org/knowledge-center/resources-for-financial-management/Pages/Planning.aspx
https://nonprofitsassistancefund.org/resources


 
Inclusive Budgeting Process 

You indicated that your agency has a modestly inclusive budgeting process. According to Propel 
Nonprofits, "a budget is just another version of a mission statement or strategic plan expressed in 
a different language, the language of numbers. In order for this to be true in practice, a budget 
must be the cumulative effort of all who implement the organization's mission..." 

To improve collaborative budgeting at your agency, check out the following resources: 

• Download Propel's 10 Step Budgeting Checklist 
• Download The Wallace Foundation's 5-Step Guide to Budgeting for Nonprofits 

Restrictive Endorsements 

You indicated that incoming checks are not restrictively endorsed "for deposit only" with a 
stamp bearing your nonprofit's bank account number by the individual who opens the mail. 
Having checks endorsed with the nonprofit's account information upon receipt by a person who 
is not connected with the accounting function helps reduce the risk of "skimming." Skimming is 
a form of fraud whereby an individual steals incoming receipts prior to deposit. Skimming 
sometimes occurs when the person who receives incoming payments is also able to make journal 
entries in an accounting system. Skimming risk is greatest when incoming payments haven't 
been accrued or recorded in your accounting system, such as when someone sends an 
unanticipated donation. Payments expected by your nonprofit should be "accrued" and shown as 
accounts receivable until paid. A thief can intercept a payment for an outstanding invoice, but the 
theft should be detected when the payment is reported as overdue and follow-up notices are sent. 
Ensuring timely, restrictive endorsements and segregation of duties are facets of internal 
controls.  

Use of a Bank Lock Box 

You indicated that your organization does not use a bank lock box. A lock box is like a cross 
between a post office box and direct deposit. When you rent lock box services from your bank, 
the bank provides you with a unique box number to which your organization can have payments 
sent. Once the payment arrives, the bank deposits the funds in your account and sends the 
documentation (invoices, correspondence, etc.) along to you. A lock box offers the following 
advantages: 

• Funds are deposited to your account immediately without delay and begin earning 
interest. 

• Reduces the risk of theft or mishandling of funds. 
• Saves staff time in processing checks onsite and preparing and making deposits 

https://www.propelnonprofits.org/resources/10-step-budgeting-checklist/
http://www.wallacefoundation.org/knowledge-center/Resources-for-Financial-Management/Pages/A-Five-Step-Guide-to-Budget-Development.aspx


 
The fees banks charge for lock box service can vary widely. Contact two or three institutions 
before making your choice. 

Contracts 

Introduction 

This section of your report contains recommendations on the subject of contracts. Effective 
contracts help the contracting parties begin an endeavor with a shared vision of desired outcomes 
and deliverables, options to limit risk and exposure if either party decides to withdraw from the 
relationship, tools to minimize or prevent surprises with respect to staffing and cost, and a 
roadmap for winding up or winding down the relationships if warranted by the circumstances of 
either organization.  

Typical Contract Problems 

Some of the typical challenges nonprofits encounter with contracting include: 

• failing to limit contracting authority to designated persons 
• not specifying expectations 
• signing contracts that lack sufficient clarity 
• not considering the possibility of termination, breach, or the possibility of circumstances 

that make it impossible to continue 
• not realizing they have entered into a contract in the first place 
• failing to assign responsibility for harm and the costs of harm 
• failing to protect the nonprofit's assets, such as copyrights 
• unexpected costs or disagreement about each party's responsibility for project expenses 

As you review the recommendations in this report, remember that obtaining the assistance and 
advice of a lawyer licensed in your state is absolutely essential to protecting your agency's assets 
and good name. Your mission is too important to risk losing it all in a lawsuit or over 
unfavorable (and avoidable) terms in a contract. 

Indemnification 

Incorporated entities answer for their debts and liabilities. When your agency is asked to 
indemnify another, you are being asked to agree in advance of an incident to pay for the debts or 
liability of another party. As a general rule, an organization receiving a service should not agree 
to indemnify (or name as an additional insured) the organization providing a service. 



 
If you are providing goods or services, you may be asked to indemnify another party. The most 
likely places you will be asked for indemnification are: (1) facility rental agreements or leases; 
and (2) contracts to provide services to government agencies or other funding sources. 

When you are asked to indemnify another, remember: 

1. Avoid indemnifying another party for anything that falls outside the control of your 
agency.  

2. The only actions that you should think of as being within your control are the actions of 
your directors, officers, employees, and, to a lesser extent, your members/attendees. 

3. You should never agree to an all-inclusive indemnification provision, such as one 
requiring that you indemnify "for any and all liability" incurred in the conduct of an event 
because that would include liability even if it is caused by another organization's staff or 
negligent conduct, or caused by or to someone in the general public. 

4. Try to limit any indemnification that you provide to any claims, losses, or damages to 
persons or property due to the negligence or gross negligence of your directors, officers, 
employees, and (if necessary) your members and attendees. 

5. Don't provide indemnification for your contractors. They should indemnify you. 
6. Before you provide any indemnification, check to make sure that you have 

insurance or other financial means to cover your promise to indemnify. Agreeing to 
assume responsibility for another party's debts or liability is foolish unless you have the 
financial means in place to live up to your promise. 

7. If you are asked to indemnify, try to make it reciprocal. Make sure the other party is 
indemnifying you for at least everything within their control. 

8. If you are uncertain that someone who is indemnifying you can pay for the potential costs 
of indemnification (e.g., an author, an equipment rental company), have them provide 
evidence (e.g. a certificate of insurance) that they carry insurance that will cover their 
indemnification, and ask that your agency be named as an additional insured. 

Independent Contractor Agreements 

You indicated that your agency uses written agreements with independent contractors. This is an 
important risk management practice that can dramatically reduce the risk of a misunderstanding 
concerning the nature of the appointment and each party's expectations. 

As you may know, an effective independent contractor agreement does not have to be lengthy (a 
page or two can often suffice). You should review your current contract form to make certain 
that, at a minimum, it contains the following information: 

• Name, type of entity (e.g., corporation, limited liability company, partnership, other?), 
street address, telephone number, and individual contact person of the independent 
contractor. 



 
• A description of the services being provided and a timetable with measurable mileposts 

for when specific aspects of the service/work must be completed. 
• Compensation (on monthly/work completed basis) based on invoices with dates, hours, 

and services performed, reports on milepost completion of work, and any out-of-pocket 
expenses that are necessary for the performance of the services (such as travel, lodging, 
and meals), but only if approved in advance and supported by appropriate documentation. 

• The term of the agreement (beginning when, ending when). 
• Provisions for terminating the agreement: 

o How much prior notice is required before termination? 
o How much, if anything, must the parties pay upon termination? 

• Statement clarifying that the contractor is an independent contractor solely responsible 
for determining the means and methods for performing the services and for its own 
payment of taxes, with no entitlement to workers' compensation, unemployment 
compensation, or any employee benefits, statutory or otherwise. 

• Statement that the contractor shall at all times comply with all laws, rules, regulations, 
and ordinances applicable to the performance of the services described in the contract. 

• Statement that information obtained from you and about your organization and its 
operations and clients is confidential. 

• Statement that the contractor agrees that all creative ideas, developments and creations 
conceived in the performance of the contract are the property of the Organization and 
assigns all those rights to the organization. 

• Statement that the contractor will not engage in discrimination. 
• Statement that the contract is the entire agreement, which cannot be amended except in 

writing by both parties. 
• The State of governing law and forum for any legal action. 
• Statement that the work may not be re-assigned by the contractor (e.g., the contractor you 

choose has to do the work; he cannot have someone else do it). 
• The signatures of both parties. 

Obtaining Legal Review of Contracts Prior to Execution 

By using legal counsel to draft or review contracts, you are engaging in the best possible practice 
to limit your organization's contracting liability. In fact, using counsel immediately limits your 
organization's contracting exposure in three ways. First, you are virtually assured that every 
significant contract your organization has will be in writing. (Your lawyer already has - or will - 
insist upon that!). Second, you can expect that the contract will address all the general contract 
elements in a way that maximizes your organization's interests and protection. (That's good legal 
practice in contracting.) And third, as much as possible, your organization's specific needs and 
demands with each particular contract (e.g., your fundraising, hotel, and independent contractor 
agreements) will be reflected in when, where, and how the work, services, or goods will be 
provided to your organization. 



 
Client and Participant Safety 

Introduction 

Every nonprofit offering services to children, dependent adults, individuals with disabilities and 
the elderly should take reasonable steps to protect its clients from foreseeable harm. The risk 
management tools available to a nonprofit must be evaluated and considered in light of practical, 
financial, and other considerations. This section of your report contains feedback and 
recommendations based on your answers to the questions in the Client and Participant Safety 
module.  

Explicit Prohibitions Against Sexual Conduct 

You indicated that your organization's guidelines make it clear that any behavior that is sexual in 
nature -- or that could be interpreted as sexual in nature -- is not permitted. While many 
organizations assume that such common sense guidance would not be needed, some have 
discovered that failure to be explicit concerning sexual behaviors has resulted in service 
recipients being victimized and some organizations subjected to lawsuits. This has been 
especially true in some programs for adolescents in which staff members may be close in age to 
the residents of the facility. 

Hugging and Other Non-Sexual Contact 

You indicated that your organization's guidelines do not specify that, when a hug is appropriate, 
it should be given from the side, over the shoulders - and not from the front. Hugging and other 
forms of non-sexual contact are important to the nurturing of most individuals. When hugging is 
a full frontal embrace, there is a possibility that it will be misinterpreted in a sexualized context. 
Staff should be admonished to respect the boundaries that are set by clientele and if any 
resistance to physical contact is sensed, they should refrain from such contact. 

Staff Responses to Inappropriate Client Behavior 

Staff members must know that it is their responsibility to set the boundaries when service 
recipients attempt to engage staff or other participants in inappropriate activities. You indicated 
that you have a policy that instructs staff about how they should respond when a service recipient 
attempts to initiate inappropriate contact. 

Consider reviewing your policy to make sure that it instructs the staff to: confront the service 
recipient at the first sign of inappropriate behavior, identify the offensive behavior, explain that it 
is inappropriate, and request the service recipient to stop the behavior and not repeat it. Staff 
members should be directed to report all incidents to their supervisors. It is possible that service 
recipients may be attempting the same kind of boundary violations with other staff members and 



 
reporting it ensures that a consistent response is given. Repeat episodes should result in increased 
sanctions, including suspending the service recipient from the program. 

Ensuring Adequate Staffing 

Adequate staffing of all your organization's services is critical to the effective control of risks of 
personal injury and harm. Your policy that requires a minimum of two adults (such as two staff 
members or a staff member and a parent) to accompany all trips and outings helps to ensure that 
the opportunity for sexual abuse is minimized. 

You indicated that your organization has a policy that establishes a required minimum ratio of 
staff/volunteers or parents to number of service recipients, depending on the nature of the 
activity and the requirements of participants for assistance. Adequate staffing is a key component 
of conducting safe activities and also provides protection for the staff and volunteers from false 
allegations of inappropriate conduct. 

Limiting One-to-One Contact 

You answered that your organization's policies do not limit one-to-one contact between staff 
members and service recipients. Many organizations have established strict guidelines for their 
staff members that, in some cases, prohibit contacts that result in isolation of a staff member with 
a service recipient. When such a contact occurs despite the rule, the staff member is required to 
report it to his or her supervisor. This rule limits the opportunity for sexual molestation of the 
service recipient and also helps to protect the staff member from false allegations of molestation. 

Your organization should also examine the opportunity for one-to-one contact with service 
recipients in the context of transportation offered by the organization to vulnerable service 
recipients. When possible, the organization should minimize opportunities for one-to-one contact 
between vulnerable service recipients and individuals transporting them to and from organization 
sponsored activities. 

When it is not possible to eliminate one-to-one contact when transporting clients, the 
organization should consider setting up a tracking system similar to that used by police 
departments when a male officer transports a female prisoner by himself. Generally this involves 
contacting the dispatcher when the prisoner is picked up and then contacting the dispatcher when 
the prisoner is dropped-off. The duration of the trip should be only long enough to transport from 
point A to point B. If an accusation of inappropriate behavior is lodged against the transporting 
officer, the time log may offer evidence that belies the accusation. 

 

 



 
Protecting Client Privacy 

You indicated that your organization has a written privacy policy that protects service recipients. 
Having a policy concerning client privacy is an important first step. It is also important to make 
sure that all staff members - employees and volunteers - understand the policy and are aware of 
their responsibility to use information about service recipients only as required by the 
organization for the delivery of its services. 

Preventing the Release of Sensitive Information 

Service recipients expect that organizations offering them services will not release information 
about their association with the organization unless the organization received permission from 
them. By having a policy that provides a reasonable safeguard against the release of sensitive 
information, you are upholding an important trust. 

Nonviolent Conflict Resolution Options 

Resorting to violence may be due to frustration -- the feeling that no other options are available. 
By offering opportunities for nonviolent conflict resolution and stressing the importance of using 
them, your organization has taken an important step to lessen the level of frustrations that 
individuals may otherwise experience and thereby avoid violence. 

Review of Disciplinary Actions 

You answered that you have a review process for disciplinary actions to ensure fair treatment of 
service recipients. An administrative review process before disciplinary action is taken can 
prevent unfair and angry reactions by service recipients against staff. Your current practice 
reduces the risk that service recipients will respond inappropriately to discipline. 

Activity Selection Policies 

You indicated that your organization has policies that guide the selection of activities offered by 
your organization. You have taken an important step in managing the risks which result from the 
kinds of activities you sponsor. 

Ensuring That Programs and Services Support the Mission of an Organization 

An organization should only place the safety of their service recipients at risk to the degree 
necessary to accomplish its mission. You indicated that the programs and services offered by 
your organization are evaluated in terms of their relationship to the mission of your organization. 
This is an excellent practice that reduces the likelihood that service recipients will be needlessly 
exposed to risk. 



 
Offering Appropriate Activities 

You indicated that the activities and programs offered by your organization are assessed for their 
appropriateness for the ages and abilities of the intended participants or service recipients. This is 
an excellent practice. Keep in mind that appropriateness may be measured in the context of the 
mental, physical, and emotional requirements for the program. 

Identifying Client Medical Conditions 

You indicated that your organization does not have policies and procedures for identifying 
service recipients' medical conditions that may limit participation in your organization's program. 
Many organizations that offer services to vulnerable clientele require either the service recipients 
or one of their family members to complete a medical history form. Information typically 
collected includes information about chronic conditions such as respiratory or cardiac problems, 
allergies, contagious diseases, immunizations and other relevant medical facts. Most 
organizations also obtain the name of the individual's physician or primary care provider and his 
or her telephone number. 

When service recipients' medical histories indicate that participating in your organization's 
programs might inflict harm on the service recipient, it is prudent to seek professional guidance 
before placing individuals in potentially life-threatening circumstances. Some individuals may be 
denied the opportunity to participate based upon their medical histories. Other individuals may 
need to have their activities restricted. Further, and above all else, the staff members in charge of 
the activities need to be informed of the risks and the appropriate responses if any of the risks 
materialize. 

Instructing Trip Leaders 

You indicated that you require or provide instruction for leaders of trips and outings concerning 
the appropriate steps in emergency situations such as medical emergencies, automobile 
collisions, fatalities, or injuries. Often tragedies can be averted when prompt action is taken. 
When leaders of an organization's activities know how to respond in the face of an emergency, 
precious moments can be saved in obtaining the required assistance. While every organization 
should take reasonable steps to prevent injuries and other kinds of emergencies, every nonprofit 
and its staff members should be prepared to respond when necessary. 

Obtaining Emergency Medical Care 

Planning for activities should include the possibility that one or more participants may be 
injured. Individuals in charge of activities need to know how to respond when a service recipient 
is injured. Congratulations on your policy of providing instructions to key personnel about 
obtaining emergency medical care. 



 
Prompt Reporting of Injuries 

You indicated that your emergency procedures require staff to promptly report incidents that 
result in injuries to participants. This is an excellent practice. Reporting incidents involving 
injuries to participants enables the organization to mobilize its resources to assist the injured 
parties and their families. It also enables the organization to be prepared for any media attention 
that the incident generates. 

Communicating During an Emergency 

In many respects the availability of cellular communications has facilitated ready access to 
emergency services when a crisis looms. Cell phones are not a total answer, however, as cellular 
service may not be available in some areas in which your organization conducts its programs. 
Even when cellular service is available, batteries go dead and equipment may malfunction. In 
widespread emergencies, circuits may become overloaded. For these reasons, additional options 
should be considered. 

Guidelines for Media Relations 

You indicated that your organization has written guidelines governing contact between staff 
members and media representatives. A media relations policy is an excellent risk management 
tool that can preserve public support of nonprofit programs while ensuring appropriate and 
timely responses to inquiries. 

Guidelines Governing Access to Facilities and Clients 

You indicated that your organization requires visitors to report to a central check-in point. A 
sign-in procedure for visitors enables the organization to identify individuals who visit your 
location and determine if they have a legitimate reason for visiting by asking them whom they 
are visiting and the purpose of their visit. 

Physical Barriers to Control Access 

You indicated that your organization employs physical barriers in order to control access to its 
facilities. Physical barriers can lessen the opportunity for unauthorized persons to gain access to 
your facilities and clients. Please note: do not create safety hazards by inappropriately locking 
fire/emergency exits in such a manner as to prevent evacuation in emergency situations. Also, 
never install or leave bars on windows unless the appropriate panic hardware is also installed. 

Inspecting Facilities and Equipment 



 
You responded that your organization requires periodic inspections of facilities and equipment 
used in conjunction with the services you offer. Inspecting program areas is an important risk 
management tool for identifying hazardous conditions before they injure a program participant. 

Checklists 

You indicated that your organization uses checklists for its inspections. Remember to keep your 
signed and dated checklists on file as documentation that scheduled inspections were performed. 

Inspecting Equipment 

You indicated that your organization requires regular safety inspections of your equipment. This 
is an excellent practice. Safety inspections ensure that equipment used by your organization is in 
safe operating condition and does not constitute a hazard when used for its intended purpose. 

Making Your Expectations Clear 

You indicated that your organization makes it clear during the screening and selection process 
what you expect with regard to the behavior of staff towards vulnerable service recipients. This 
is an important practice that reduces the risk that staff will subsequently act inappropriately. 

Managers and board members of some organizations feel that an explicit statement prohibiting 
sexual acts with service recipients is unnecessary because no one in their right mind would 
consider such relationships to be proper. Unfortunately, the prevalence of inappropriate sexual 
conduct involving staff members and vulnerable service recipients gives rise to the need to 
clearly state what should be obvious. By making these statements during the screening process, 
you are putting individuals who are seeking a position with your organization in order to gain 
access to sexual opportunities on notice that the organization does not and will not tolerate such 
behaviors. 

Position Descriptions for All Staff 

You indicated that your organization uses written position descriptions for paid staff and unpaid 
volunteer positions. Position descriptions are a valuable risk management tool. Through the use 
of written position descriptions for all of your organization's employees and volunteers, you may 
establish the boundaries for the responsibilities that each position has and may even limit the 
activities of staff members to those that are within the scope of the position. This will help avoid 
staff members' involvement in activities for which they are not qualified or are outside the scope 
of your organization's services. 

 



 
Use of Criminal History Record Checks 

The most common types of criminal history record checks are state-based checks and federal 
(FBI) record checks. Generally, checking both state and federal criminal history databases 
involves two separate processes. State-level criminal history record checks will only reveal 
convictions for crimes that occurred in the state being checked. If you do not conduct a federal 
criminal history record check you may miss offenses committed in other states. 

Verifying Required Credentials 

When specific credentials -- degrees, licenses, or certificates -- are required for holding a 
position, your organization is wise to verify that applicants possess the applicable credentials. 
According to human resources experts, more than a third of all resumes contain material 
misstatements. 

Orienting New Staff 

You indicated that your organization provides an orientation session for new staff members. This 
practice is an important tool for reducing the risk that staff members will behave inappropriately 
toward clients, or otherwise violate the organization's rules and procedures. An effective 
orientation provides a clear explanation of the organization's mission, policies, procedures and 
expectations, and affords an opportunity for participants to pose questions about specific 
circumstances. 

Mandatory Reporting 

You responded that you provide information about reporting procedures for suspected abuse of a 
service recipient during your orientation for new staff. Vulnerable service recipients, both child 
and adult, may be targets for abuse. Staff members need to know what abuse is, red flags of 
possible abuse, what actions to take when abuse of a service recipient is suspected, and what the 
staff member's legal responsibilities are. 

Most states have laws requiring caregivers of vulnerable individuals to report suspected abuse to 
either a protective services agency in state or county government or to a law enforcement 
agency. Failure to report suspected abuse could result in both criminal and civil penalties. 

See the following website for an overview of mandated reporter obligations in New York and 
basic information about the New York State Child Protective Services (CPS) system. 

In-service Training 

http://ocfs.ny.gov/main/publications/pub1159text.asp


 
You indicated that your nonprofit provides in-service training for staff who work with vulnerable 
populations. This is an excellent practice. Congratulations on your efforts to train staff members 
in order to maintain the quality of your programs and the safety of your service recipients. 



 
Transportation 

Introduction 

This segment of your report contains feedback and recommendations on the subject of 
transportation risks. Vehicular accidents are one of the leading causes of injury to nonprofit staff 
and volunteers and they are a common source of claims filed against nonprofit organizations. A 
surprisingly high percentage of these claims involve a single vehicle, such as property damage 
caused by backing into a post in a parking garage. Single vehicle accidents are most likely to 
occur when a driver is unfamiliar with a vehicle.  

The risk of a transportation claim exists whenever a car, truck, bus, or other vehicle is used on 
behalf of a nonprofit. Many accidents can be avoided through the adoption of policies and 
procedures concerning drivers, vehicles, and passengers. In some cases, risk can be transferred to 
or shared with a contract transportation provider. A transportation risk financing strategy that 
includes automobile coverage is a must for every nonprofit. 

Understanding Your Transportation Exposure 

You indicated that your organization provides or sponsors transportation services or owns (or 
leases) one or more vehicles. Transportation is the means for an organization to carry clients, 
volunteers, employees, goods, or equipment from one place to another. For many nonprofits, 
transportation services are an integral part of fulfilling the organization's charitable mission. For 
example, a nonprofit that delivers hot meals to shut-ins cannot operate without volunteers or 
employees driving either their own or agency vehicles. Many nonprofits that do not provide 
transportation services overlook their incidental transportation exposures. It is nearly impossible 
for a nonprofit to operate today and not have some form of transportation exposure. The risks 
may arise from "incidental driving" such as an employee or volunteer driving his or her own 
vehicle to attend meetings, or an agency function, or to run an errand to the bank, post office, or 
office supply store. 

While every nonprofit has the possibility of a loss from an automobile claim, the level of risk 
increases when an organization's core business includes transporting people, materials, or 
equipment, or when an organization owns or leases vehicles. Therefore, your agency must be 
diligent in managing the risks associated with your transportation activities as well as the risks 
from incidental driving. 

It is always prudent to consider whether your nonprofit's transportation activities are essential to 
achieving your core mission, or whether you can transfer or share the risk of loss by engaging a 
contract provider of transportation services. 

 



 
Direct Versus Vicarious Liability 

Your organization's potential liability can be direct or vicarious. With direct liability, your 
organization may be responsible for the actions that caused harm to another. These allegations 
can include failure to screen, select, train, or supervise your drivers. Vicarious liability occurs 
when responsibility for the actions of your "agents" (drivers) is transferred to your nonprofit. 
Vicarious liability is the reason why your organization needs to be concerned about who is 
driving on its behalf - especially when they are driving their own vehicles. To be considered your 
"agent," the driver or agent must be acting on behalf of the organization and with its authority. 
Second, the organization must have the right to control the driver's actions. Finally, the incident 
must have occurred while the driver was acting within the scope of his or her duties. 

The following section further explains the conditions needed for your organization to be deemed 
vicariously liable. 

Organizational Authority 

In order for a nonprofit to be vicariously liable for the actions of its drivers, the drivers must be 
acting on behalf of the organization and with its authority. Therefore, the driver must be an 
active part of your program and someone to whom you granted authority to drive on your behalf. 
Consider the following in determining if your personnel are operating with organizational 
authority. Did your organization: 

• sanction or approve the activity? 
• approve either the driver or the transportation activity (either actively or passively)? 
• benefit from the approved transportation activities? 
• have a formal driver selection and training program? 

The issue of organizational authority is related closely to the organization's right to control its 
personnel and the scope of the person's duties. 

Right to Control 

The organization can also be liable if it had the right to control the driver, even if the 
organization never exercised its right of control. Consider the following questions when 
determining control. Did your organization: 

• decide to undertake the activity? 
• plan the scope and detail of the activity? 
• ask the driver to participate? 
• supervise driver performance and, if necessary, could it have reassigned the task to 

someone else? 



 
Under some circumstances, a "yes" answer to any of these questions may prove to be sufficient 
evidence of the organization's right to control the driver. 

Scope of Responsibility 

Another factor in determining liability is whether or not the person causing the harm was acting 
within the scope of his or her duties. To determine the scope of the driver's responsibilities, 
consider: 

• Was the activity consistent with your organization's mission? 
• Was the activity a regular part of the organization's program? 
• Did anyone within your organization authorize the trip? 
• Was driving part of the person's position description? 
• Was driving related, or incidental, to normal duties? 
• Did your organization benefit from the trip? 

A "yes" answer to any of these questions may prove to be sufficient evidence that the driver was 
acting within the scope of his or her duties. 

Transportation Risk Management Statement 

You responded that your organization does not have a written transportation risk management 
statement. Although you do not have a written statement, organizational culture and common 
practices may imply your transportation risk management philosophy. However, it is always 
better for an organization to create written guidelines, rather than assume personnel understand 
your goals and priorities. Consider adopting a formal "safety first" philosophy for all of your 
organization's activities and services, not just for your transportation exposures. 

The statement can also incorporate your basic driver safety rules. The rules may delineate 
desired behavior, such as always wear seatbelts, lock car doors, and do not play loud music, or 
have other distractions. Other guidelines are to not drive when overly tired or taking medication 
that impairs your abilities, do not use cell phones while driving and so on. 

Vehicle Use Policy 

You indicated that you have a policy concerning the use of your organization's vehicles. This is 
an important risk management tool. 

We recommend that you review your policy and consider making sure that it clarifies: 

• Who is authorized to drive the agency's vehicles; 
• Who is authorized to drive their own vehicles on behalf of the organization; 



 
• The approved uses for the vehicles (transporting clients, materials and equipment, etc.); 
• If employees, volunteers, or clients can use the vehicles for personal errands. If yes, the 

process for requesting and granting permission for personal use of the organization's 
vehicles; 

• If members of the employee's or volunteer's family can drive the organization's vehicles; 
• Whether your organization prohibits any uses such as transporting hazardous materials, 

carrying passengers in an open truck bed, participating in car rallies, or other activities; 
• What driving restrictions apply, such as limited night driving, limits on the number of 

hours someone may drive in one day, or the requirement that drivers take periodic rest 
breaks. 

Passenger Behavior Policy 

Most people have witnessed drivers coping with mild to severe passenger distractions. From 
heated arguments with "back seat drivers" to imposing discipline on children or other passengers 
within the vehicle, passenger distractions are accidents waiting to happen. 

You indicated that you have a policy concerning passenger behavior. This is an important 
component of a comprehensive transportation program. All passengers transported by your paid 
and volunteer staff should be required to use basic safety equipment such as seatbelts, child 
safety seats, and wheelchair tie-downs as needed. Passengers should also adhere to minimum 
safety procedures, such as not causing distractions to the driver of the vehicle, remaining seated, 
not playing loud music, and no horseplay while in the vehicle. Drivers and other passengers 
should be required to report all violations of these rules to the appropriate personnel. The 
organization should consider taking action with respect to passengers who repeatedly violate the 
organization's rules, such as suspending future transportation privileges. Passengers should also 
be encouraged to report any observed unsafe driving practices to the appropriate personnel. 

Accident Reporting Procedures 

Consider reviewing your guidelines to make sure that they: 

• Stress the importance of reporting accidents to the organization as soon as practicably 
possible (after medical assistance has been rendered to victims). 

• Clearly delineate the person to whom accidents should be reported. 
• Emphasize that the organization's primary concern - and that of its drivers - is the health 

and well-being of the driver, passengers, the occupants of any other vehicles involved in 
the accident, and, if applicable, involved pedestrians or bystanders. Instruct the driver to 
stop at once and give aid to anyone injured in the accident and check for injuries. Drivers 
should also be told not to move occupants who appear to be seriously injured. 

• Emphasize the importance of getting out of harm's way and protecting everyone after the 
accident. Many secondary accidents occur when drivers involved in a collision fail to pull 



 
over and get out of traffic lanes. A growing number of states are adopting fender-bender 
laws that require motorists involved in accidents to move their vehicles into breakdown 
lanes. 

• Explain the importance of placing warning devices 200 to 300 feet behind the vehicle. 
Flares or markers should be placed so that traffic has enough warning to react and slow 
down. 

• Instruct drivers and passengers involved in an accident to notify the police or highway 
patrol immediately, and also, to request a copy of the police accident report. 

• Instruct drivers to collect additional information at the accident scene such as the license 
plate numbers of all involved vehicles, and the names, addresses, and driver's license 
numbers of all persons involved in the accident, including any witnesses. Require that an 
Accident Reporting Form be kept in the glove box of a vehicle at all times. Train all 
personnel in the proper completion and distribution of the form. 

• Inform drivers and passengers that they may furnish the name and address of the 
insurance company that provides your organization's automobile liability insurance 
coverage to anyone involved in the accident who requests the information. They must 
also give the name of the organization's local insurance agent. This information should be 
accessible to all drivers, and may be stored in the glove compartment with blank accident 
forms. Most states require that every vehicle contain proof of insurance. 

• Explain the importance of preserving evidence after a collision. Many organizations keep 
a disposable camera in their vehicles to use in taking pictures at the accident scene. 

• Clarify the importance of avoiding a discussion with persons at the scene about who is to 
blame for the accident. Drivers should be instructed not to apologize or admit 
responsibility or guilt for the accident, but express concern without admitting liability. 

Require an internal review following an accident to determine if the organization's policies and 
procedures were followed and if they were effective. Based upon the findings, revise any policies 
or procedures to more effectively respond to an automobile accident. 

Potential Liability for Damages Caused by an Unpaid Driver 

A nonprofit can be held liable for the negligent act of a volunteer whether the volunteer is 
driving an agency vehicle or his or her own auto on agency business. An organization can be 
held directly liable for actions that cause harm to another. The injured party might assert that the 
organization failed to screen and select its drivers properly. Another plaintiff might allege that a 
nonprofit failed to train or to supervise its drivers and other personnel. 

A second form of liability is vicarious liability where the actions of an organization's agents are 
transferred to the nonprofit. Vicarious liability becomes important when a nonprofit has 
employees or volunteers driving their cars or other vehicles not owned by the nonprofit on 
agency business. Under the theory of vicarious liability, a nonprofit could be responsible for the 
actions of its drivers and other personnel if three conditions are met. First, the driver or agent 
must be acting on behalf of the organization and with its authority. Second, the organization 



 
must have the right to control the driver's actions. Finally, the incident must have occurred while 
the driver was acting within the scope of his or her duties. 

Driver Screening 

Screening all drivers makes good sense. Since you are already screening your drivers, you know 
how important this step can be. However, an effective screening and selection process needs to 
be quite thorough. Some organizations are casual about screening and selecting their drivers, but 
if there's an accident involving an "unqualified" driver, the organization's lax attitude toward 
screening may come back to haunt it. 

The establishment of a driver selection process should be a part of your usual employee or 
volunteer screening program. As a rule of thumb, the greater the transportation exposure, the 
more extensive the driver screening process should be. First, you should review each employee 
and volunteer position description to determine if driving is a part of the position. The extent of 
the transportation exposure will vary by the position. You can view the exposures and 
appropriate selection process as a continuum. On one end of the continuum are the positions that 
do not involve any driving. At the other end of the continuum are the most hazardous positions 
that involve activities such as the use of buses and vans to transport people, handling special 
materials or equipment, transporting people with special needs such as wheelchair lift vans, or 
driving large, heavy vehicles. The middle section includes positions with less hazardous 
exposures such as transporting people in private passenger vehicles or more frequent driving as 
an essential function of the position that doesn't require any special licenses or training. 

A basic screening process might include an application, personal interview, reference checks, 
verification that the applicant has a valid driver's license, and proof of personal auto insurance. 
Additional items that might be considered in a more rigorous process include: a statement of 
driving history, statement of medical condition, motor vehicle record, and a driving test. 

A description of some of the tools available for driver screening and selection is provided below: 

• Position Application - Collect basic personal information and questions regarding the 
person's driving status. 

• Personal Interviews - Have someone from your organization interview the applicant to 
determine their acceptability for the position. Consider requiring the applicant to bring 
their motor vehicle record (MVR) to the interview. 

• Reference Checks - Contact non-family references to determine the person's suitability 
for the position. 

• Valid Driver's License - Confirm that the applicant has a valid driver's license and note 
any restrictions or limitations placed on their ability to drive (i.e., no night driving, 
special equipment, corrective lenses, etc.). 



 
• Statement of Driving History - For the occasional driver, it may be acceptable to ask the 

applicant to complete a statement of driving history instead of ordering a copy of his or 
her motor vehicle record. 

• Proof of Personal Insurance - If the person will be driving his own vehicle, your 
organization may want to require proof of personal automobile insurance with stipulated 
limits. 

• Motor Vehicle Records (MVR) Check - Look to your state guidelines for how to 
access DMV records.  

• Special Licenses or Certifications - Certain sizes and types of vehicles require special 
driver's licenses such as the Commercial Driver's License. In some jurisdictions drivers 
who transport persons with developmental disabilities must obtain a special certificate. 
Determine if there are any special requirements applicable to the types of vehicles your 
organization operates or the types of passengers served. 

• Statement of Medical Conditions - Some organizations require their drivers to submit a 
statement of their medical condition that includes any medications the person is taking. 

• Driving Test - You may want to work with your local police department to have 
applicants take an "on-the-road" driving test. 

• Physical Examination - Some driving positions may require that the person receive a 
physical medical examination prior to operating the vehicle. 

• Drug and Alcohol Testing - An organization may decide to implement a drug and alcohol 
testing program for its drivers. Such a program is mandatory for any position that 
requires a Commercial Driver's License. 

 Additional screening tools are available, but this highlights the main methods used by nonprofit 
organizations. 

Driver Applications and Supplements 

If a person is recruited as a driver or driving constitutes an important or major aspect of the 
person's position, a specific Driver Application should be used in conjunction with your 
organization's usual employment or volunteer application. When driving is not a major job 
function then you can either incorporate driving questions into your standard applications or use 
a supplemental application. 

For positions requiring extensive driving, a Driver Application should request: 

• Name 
• Address 
• Telephone Number 
• Date of Birth 
• Driver's License Number and State of Issue 
• Emergency Contact Name and Telephone 
• Current Employer (name and address) 



 
• Position Held 
• Dates of Employment 
• Reason for Leaving 
• Special Certificates: e.g., CPR, Medical Certificate, Defensive Driving, First Aid 

(indicate certificate(s) and expiration dates) 
• Accident Record for the Past Five Years - Consider asking the applicants to list the dates 

of accidents, describe the nature of each accident (e.g. head-on, rear-end). Also indicate 
whether the applicant was found to be at fault, and if there were any fatalities or injuries. 

• Traffic Violations for the Past Five Years - Moving violations only, but include any cases 
where the applicant received "probation before judgment." Request the city and state of 
each violation, date of the violation, and infraction and penalty. 

• Have you ever been denied a license, a permit, or the privilege to operate a motor 
vehicle? 

• Has any license, permit, or privilege ever been suspended or revoked? 
• Personal Insurance - Do you have an insurance policy for your personal vehicle that 

meets or exceeds the limits required by state law? If yes, provide the name of your 
insurance carrier and your policy number. 

• Agreement to Abide by the Nonprofit's Policies - The application should include a 
statement indicating that the applicant has read and agrees to abide by the nonprofit's 
policies, including its driving policies, will attend any courses or training required by the 
nonprofit, and will inform the nonprofit of any moving violations or at-fault accidents 
that occur during the applicant's tenure as a volunteer or staff member, whether or not 
they occur while working for the nonprofit. 

• Seatbelt Warranty - Some nonprofits add language about seatbelt use as a warranty at the 
bottom of the application. For example, "I also understand it is the policy of [Nonprofit] 
that all passengers and drivers must at all times wear seatbelts when riding in an 
organization vehicle. I agree to abide by this policy and will not transport a passenger 
who refuses to fasten or have his or her seatbelt fastened unless he or she is excused from 
this requirement by a physician's certificate." 

• Truth Clause - Just above the applicant's signature should be a truth clause or false 
information warning. While there are many reasons for rejecting an applicant for a 
position at your nonprofit, dishonesty on the application is among the most defensible 
reasons for rejection. Every nonprofit application for volunteer or paid employment 
should include a truth clause. A sample is provided below: 

"I certify that the answers given by me to all questions on this application and any attachments 
are, to the best of my knowledge and belief, true and correct and that I have not knowingly 
withheld any pertinent facts or circumstances. I understand that any omission or 
misrepresentation of fact in this application or on my resume may result in refusal of or 
separation from employment/volunteer service upon discovery thereof." 

• Applicant's Signature, Date 



 
For those positions with only incidental driving, the driving supplement might include the 
following: 

• Driver's License Number and State of Issue 
• Personal Insurance - Do you have an insurance policy for your personal vehicle that 

meets or exceeds the limits required by state law? If yes, provide the name of your 
insurance carrier and your policy number. 

• Special Certificates - e.g., CPR, Medical Certificate, Defensive Driving, First Aid. 
Indicate certificate(s) and expiration dates. 

• Accident Record for the Past Five Years - Ask the applicant to list the dates of accidents, 
describe the nature of each accident (e.g. head-on, rear-end), indicate whether the 
applicant was found to be at fault, and indicate if there were fatalities or injuries. 

• Traffic Violations for the Past Five Years (moving violations only, include even if 
received "probation before judgment") - Request the city and state of each violation, date 
of the violation, and infraction and penalty. 

• Agreement to Abide by the Nonprofit's Policies. 

Verifying Licenses 

By making certain that all authorized drivers of the organization's vehicles have current, valid 
drivers' licenses, you are performing a very simple, but important, task. Make sure that each 
driver is legally licensed to drive the type of vehicle to be used and that no license restrictions 
affect the person's ability to perform his or her duties. Always make a copy of the license for 
your files. 

It is also a good practice to check for valid driver's licenses for all employees or volunteers that 
might drive occasionally for the organization. This includes employees and volunteers that use 
their own vehicles, not just the people driving the organization's vehicles. 

You might also consider checking drivers' records through your state Department of Motor 
Vehicles. Some nonprofits require applicants for volunteer positions to produce a copy of their 
current Motor Vehicle Record (MVR), while other organizations obtain the applicant's 
permission to check their motor vehicle records and do so later. 

MVR Checks 

Checking the driving records of applicants for driver positions of agency vehicles is a reasonable 
and appropriate risk management procedure. You should consider also checking the records for 
personnel that may drive their cars on your behalf. Driving records are maintained by the 
Department of Motor Vehicles (DMV) in each state. These agencies track each licensed driver's 
traffic violations and vehicle accidents. Like other tools, however, you need to use the 
information gathered properly to achieve your desired results. Checking official agency records 



 
is not a panacea. Do not be lulled into a false sense of security. Conducting a motor vehicle 
record check is not a substitute for using other screening tools or risk reduction techniques such 
as closely supervising personnel (employees and volunteers) and monitoring their performance 
after placement. Moreover, conducting a record check should not lead you to disregard danger 
signs that appear during other parts of the screening process. 

Here's a suggested approach for checking motor vehicle records: 

Step 1 - Determine if the position involves driving 

The decision to check official agency records - including motor vehicle records - should be based 
primarily upon the specific responsibilities of the position. If operating a motor vehicle is not 
part of the position description, then why check driving records? 

Step 2 - Decide if an MVR check is necessary 

Decide which positions require that each person's MVR needs to be checked. Consider checking 
the MVRs of persons authorized to drive your nonprofit's vehicles. Remember, it may still be a 
good idea to check a driver's MVR, even when they will be driving their own vehicle. If the 
position involves only incidental driving, you may want to consider using a Statement of Driving 
History as a screening tool. 

Some proponents of record checks assert that a check encourages self-screening. They believe 
that individuals with disqualifying records will be discouraged from applying for driving 
positions. Using official records as a screening tool may also strengthen your position in 
litigation. Although the organization is responsible if its driver is at fault (negligent) it can avoid 
possible allegations of gross negligence by showing that it took proper care in screening its 
drivers. An organization with access to these records may be subject to criticism if it fails to use 
it especially if the information is readily accessible and affordable. Both of these reasons for 
using record checks may be valid. However, every nonprofit must balance its selection of 
screening tools against the factors of relevance to the position, availability, usefulness, cost, and 
legal permissibility. 

Step 3 - Establish criteria 

Before ordering motor vehicle records on applicants, you must first carefully define your 
selection criteria that will enable your organization to function while following its policies and 
procedures on a consistent basis. The selection process should identify traffic violations or 
accidents that will disqualify someone automatically, establish rating criteria, define judgment 
factors, and permit the information to be examined in the context of organizational requirements 
and other life experience factors of the applicants. 



 
For example, what motor vehicle offenses would automatically disqualify an applicant? Would 
an applicant with a recent moving violation be automatically disqualified? Would an applicant 
with a moving violation five years ago be disqualified automatically? What was the nature of the 
moving violation - speeding, running a stop sign or red light or driving under the influence? We 
suggest starting with a list of offenses that would automatically disqualify any applicant, e.g. any 
arrest or conviction for driving under the influence or driving while intoxicated, vehicular 
manslaughter, or reckless driving. Then develop more specific criteria: e.g. two moving 
violations in the past 5 years, for disqualifying an applicant. 

Step 4 - Obtain MVR checks on all applicants for designated positions 

If you decide that MVR checks are necessary for specific positions, you should obtain motor 
vehicle records for all candidates for those positions. Consistency is a key issue in any effective 
screening and selection process. The failure to conduct record checks on all candidates for a 
position may be viewed as discriminatory. In addition, it may be hard to explain if your 
organization placed a person not screened in accordance with your policies in such a position and 
that person caused an injury or perpetrated a crime. 

Step 5 - Provide applicants with disqualifying offenses an opportunity to respond 

Unfortunately, states can make errors in recording traffic violations. It is a good risk 
management practice to allow applicants with disqualifying offenses to confirm if the 
information is correct. If the information is incorrect, the applicant should have the opportunity 
to "correct the record." 

At a minimum, all of your drivers should have an acceptable driving record as defined by your 
organization. Your insurance company and agent or broker can assist you in establishing 
effective guidelines. Remember that checking motor vehicle records must be an on-going 
process. Depending upon the extent of driving exposure, the MVRs can be reviewed annually. 
Also be prepared to take the appropriate action if a volunteer or employee develops an 
unacceptable driving record while working or volunteering for your organization. 

NOTE: Under Federal law anyone driving a vehicle that holds sixteen or more people (including 
the driver), such as vans or buses, must have a valid Commercial Driver's License (CDL). The 
law also requires the driver of any vehicle over 26,000 pounds to have a Commercial Driver's 
License. Many states have adopted more stringent requirements for Commercial Driver's 
Licenses. For example, California requires that anyone driving a vehicle holding ten (10) or more 
passengers, including the driver, have a Commercial Driver's License (Class "B" License). 
Check with your state Department of Motor Vehicles or your insurance agent to determine your 
state's requirements. 

The U.S. Department of Transportation's CDL regulations require prospective employers to 
check, within thirty days of the date the driver's employment begins, the motor vehicle records 



 
for the applicant's driving history. The organization must also conduct an investigation of the 
driver's employment record for the past three years. 

Driver Training 

You indicated that you train your drivers. This is an important risk management step. Just be sure 
that you train all drivers - employees and volunteers. In fact, you should provide the same 
training and risk management procedures for any person holding a specific position whether they 
are volunteers or employees. One training tool is a driver's handbook that states your policies and 
expectations clearly. 

An effective training program, like the selection process, should be developed based upon the 
nature and extent of the driving performed for each position. Not everyone needs to be trained to 
the same level unless they are performing the same tasks. 

Consider reviewing your training program to make sure that the topics listed below have been 
covered. 

New Employee/Volunteer Orientation 

• General Overview of transportation policies and procedures 
• Transportation risk management statement including your organization's general driving 

rules 
• Authorized drivers and vehicle use 
• Mileage reimbursement policy 
• Accident procedures 

Position Specific 

• Any skill requirements or special training or licenses (first aid, CPR, special driver's 
license, etc.) 

• Training on driving certain types of vehicles (i.e., panel trucks, large passenger vans, 
trucks, or buses) 

• Defensive driving and other driver training programs 
• Passenger assistance 
• Vehicle inspection and maintenance procedures including documentation 
• Use of trip logs 
• Supervision - chain of command 
• Transportation safety program - incentive awards, safety meetings, safety committee, 

review of transportation issues/problems 

Supervising Drivers 



 
You indicated that you have someone responsible for overseeing your paid and volunteer drivers. 
Having a supervisor for driving activities is an important first step in managing transportation 
risks in your nonprofit. Make certain that this person has the authority to enforce the policies 
adopted by your organization. Also ensure that the supervisor is well versed on your 
transportation policies and procedures and can articulate them to all drivers in the program. 

Monitoring Driver Performance 

Monitoring driver performance on an ongoing basis is another effective risk management tool. 
The proper supervision of drivers requires continuous performance monitoring and evaluation. 
You indicated that you do evaluate your drivers. This is an important practice that we encourage 
you to continue. Consider reviewing your process for drivers of agency vehicles to include the 
applicable following elements: 

• Periodic review of each driver's motor vehicle record 
• Periodic road test 
• Confirmation of medical condition if applicable 
• Written driver safety tests 
• Review of accident and incident reports 
• Regular performance reviews and conferences 
• Review of complaint logs 
• Review of transportation program logs and reports (inspections, maintenance reports, trip 

logs, etc.) 
• Verification of position requirements - current and valid driver's license, certificates or 

special licenses, and personal automobile insurance 

Commercial Driver's License Issues 

Under federal law, the drivers of vehicles holding 16 or more passengers (including the driver) or 
weighing more than 26,000 pounds must have a Commercial Driver's License (CDL). Aside 
from the need for a CDL, your organization is subject to numerous Federal and state regulations. 
The U.S. Department of Transportation's CDL regulations require prospective employers to 
check, within thirty days of the date the driver's employment begins, the motor vehicle records 
for the applicant's driving history. The organization must also conduct an investigation of the 
driver's employment record for the past three years. For additional information on the regulatory 
requirements, contact the U.S. Department of Transportation (www.dot.gov) or your state 
Department of Motor Vehicles. 
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Owned or Leased Vehicles 

You indicated that your organization owns or leases one or more vehicles. Your organization 
either provides transportation for your clients or has enough employee or volunteer travel to have 
its own vehicles. 

No matter what type of vehicles you own - private passenger cars, buses, trucks or vans or some 
combination -your organization is responsible not only for who drives the vehicles but their 
maintenance and upkeep. Every nonprofit that owns vehicles should have policies and 
procedures in place to manage the risks of owning and operating motor vehicles. 

Vehicle Selection Policy 

You indicated that you have a vehicle selection and replacement policy. The following are some 
factors to consider in evaluating the adequacy of your policy: 

• Do you have specific criteria for selecting the type of vehicle(s) your organization needs 
to fulfill its mission - private passenger cars, minivans, vans, different types of trucks, or 
buses? If you require buses, what passenger size is needed? 

• Does the criteria include the type of safety equipment that must be installed such as 
airbags, side impact features, anti-lock brakes, four-wheel or all-wheel drive, head 
restraints, large side mirrors, backup alarms and mirrors, cargo holders and any special 
mechanical equipment such as lifts? 

• How often will you replace your vehicles? 
• Is replacement dependent upon the vehicles' age, mileage or obsolescence? 

Trip Logs 

You indicated that you maintain trip logs for your vehicles. These logs can assist you in 
evaluating the need for and effectiveness of the various vehicles your organization owns. The 
logs also can reinforce to personnel that they are driving an agency owned vehicle and that their 
actions have a direct effect on the organization. 

Inspections 

You indicated that your nonprofit requires pre- and post-trip inspections of your vehicles. Some 
auto accidents are due to mechanical problems and poorly maintained vehicles. Spending a few 
minutes inspecting a vehicle before and after a trip can save time, money and energy later. 

Documenting Vehicle Maintenance 



 
Ensuring proper maintenance and repairs is one of the primary reasons for the pre- and post-trip 
inspections. However, if a driver does not know how to inspect or how to report problems, the 
inspection procedures are meaningless. You indicated that your organization has established 
procedures including documentation for routine and special maintenance. This indicates that you 
recognize the critical connection between safe equipment and a safe transportation program. 

Understanding the Exposures for Rented, Hired and Borrowed Vehicles 

You answered that neither your employees nor volunteers rent, hire or borrow vehicles from 
others. Have you considered all of the possible circumstances in which someone from your 
organization may rent, hire or borrow a vehicle? They may rent a car while on a business trip, 
rent a van to transport staff or clients to an event, or rent or borrow a vehicle from another 
organization, such as a school, church, local business, or other nonprofit to move equipment or 
materials. Even if none of this occurs now, is it possible in the future that your organization will 
rent, hire or borrow vehicles? 

Another issue is whether or not your organization loans its vehicles to other groups. Many 
organizations are surprised to learn that when they loan a vehicle their insurance is the first and 
often only source of recovery for both liability and damage to the vehicle in the event of an "at-
fault" accident. Your insurance policy will pay for both a liability loss as well as the physical 
damage to your vehicle. Therefore, it is important to evaluate when, if at all, your organization 
will loan its vehicles to another organization. 

Verifying Personal Auto Coverage 

You indicated that you require proof of personal auto insurance from all personnel driving their 
own vehicles for your organization's benefit. This is an excellent risk management strategy. 
Some insurance companies require this practice when you have personnel driving their own 
vehicles on agency business. In the event of an at-fault auto accident, the vehicle owner's 
insurance policy is the first line of coverage for a liability loss. If the owner does not have auto 
insurance, the responsibility for the financial consequences of the accident could be shifted to 
your organization. We encourage you to remind your employees and volunteers that their 
personal auto insurance will respond to any loss first. You should also tell them that your 
organization does not have any insurance policy that will reimburse them for any physical 
damage to their car. 

Cargo Insurance 

You indicated that you transport cargo either in your own vehicles or through transportation 
companies. If you also have cargo insurance for these goods - well done! Few nonprofits 
recognize their potential exposure to loss from transporting goods and materials. Many 
organizations assume that a transportation company will assume responsibility. However, a 



 
company's liability for your cargo is usually very limited. Also, some larger nonprofits have their 
own trucks and tractor-trailers that they use to haul materials. No auto policy covers the cargo 
carried by, within or on the vehicle. For this exposure, you need an inland marine policy. 



 
Technology and Privacy Risk Management 

Introduction 

This section of your report contains feedback and recommendations about managing technology 
risks based on your answers to the questions in the Technology and Privacy Risk Management 
module. The suggestions in this report follow the subtopic headings for the module: Technology 
Policies, Cybersecurity Assessment, Technology Vendors, Sensitive Information, and Cyber 
Liability Insurance. 

Comprehensive Policy 

You indicated that your technology policy is comprehensive, and that it addresses all or virtually 
all of the possible categories of misuse you have experienced in the past or anticipate in the 
future. The use of technology policies in the nonprofit sector is still an emerging practice. So 
your use of a policy that you believe is comprehensive is both unusual and commendable from a 
risk management perspective. As with any risk management tool or employment policy, you 
have to walk a fine line between presenting a comprehensive policy and formulating policies that 
are so lengthy or complex that they beg for an "executive summary." You don't want employees 
to violate your policies because they were hard to understand or took too long to digest. Here are 
a few questions you might want to ask with respect to your comprehensive technology policy: 

• What are the most critical prohibitions or rules outlined in the policy? 
• Does the policy place the proper emphasis on the most critical issues? 
• Is the policy sufficiently or overly strict? 
• How have employees reacted to the policy? Does it enjoy widespread support? Do 

employees understand the rationale behind the policy? 
• Is the policy stated in clear terms that every employee can understand? If not, can 

technical terms or concepts be rewritten to increase understanding? 
• Have any employees been reluctant to agree to the terms of the policy? If so, why? Are 

changes warranted to ensure greater acceptance of the policy? 
• Is there anything about the way in which the policy is disseminated that dissuades 

employees from reviewing it on a timely basis? (Some nonprofits find that it works more 
effectively to separate the technology policy from the employee handbook, in order to 
emphasize its importance.) 

BYOD Policy 

You indicated that your agency does not have a "Bring Your Own Device" Policy. Many staff 
simply don't realize the security risks associated with smartphones. We recommend that you 
adopt a BYOD policy that clarifies what agency information may and must never be accessed on 
personal devices. For example, the policy may allow employees to retrieve and send email 



 
messages from their phones, but strictly prohibit signing on to payroll, human resources or donor 
databases from a personal device. 

As you develop your policy, remember to: 

• specify what devices are covered 
• make it clear who owns what 
• ensure that a plan is in place to disable email and other resources accessible on a personal 

device at employee separation 
• communicate the BYOD policy to employees, including instructions on what type of data 

may be accessed on personal devices, procedures for accessing data securely (e.g., 
through a secure network), and procedures for storing and transmitting data securely 
(e.g., using encryption).  

You might also decide to offer resources to employees such as AT&T Toggle, a BYOD solution 
that allows employees to switch from ‘work mode' to ‘personal mode' on a smartphone. 
Whatever your BYOD policy is, aim to strike a balance between protecting organizational data 
and upholding the privacy rights of your employees. 

For additional information on BYOD policies, see: 

• Personal Devices at Work - NRMC 
• BYOD Policies: What Employers Need to Know - SHRM 
• 7 Tips for Establishing a Successful BYOD Policy - CIO 

Telework Agreements 

You responded that your telecommuting employees are required to sign a "Telework Agreement" 
outlining the restrictions and requirements associated with your telecommuting program. A 
Telework Agreement can be an effective risk management tool, enabling a nonprofit to reduce 
the likelihood of surprise in the supervision of telecommuting employees. You might want to 
review your current Telework Agreement to make certain that it includes the following critical 
elements: 

• An overview of the parameters of the program, and any special requirements that apply 
(e.g. that telework locations be within the state where the nonprofit operates, or that the 
nonprofit will be allowed to inspect the work site). 

• Information on the nonprofit's systems security provisions and instructions. 
• A restatement of the nonprofit's applicable code of conduct. 
• Information about the required work schedule and means of communications between the 

employee and the "home office" as well as contact between the employee and the 
nonprofit's clients and outside vendors. 

https://www.nonprofitrisk.org/resources/articles/personal-devices-at-work/
https://www.shrm.org/hr-today/news/hr-magazine/pages/0216-byod-policies.aspx
https://www.cio.com/article/2395944/consumer-technology/7-tips-for-establishing-a-successful-byod-policy.html


 
• A signed statement that the employee agrees to establish and maintain a safe and secure 

home workstation and that the employee has read and understands the policy and agreed 
to abide by its provisions. 

Cybersecurity Assessment 

You indicated that your agency--either with internal resources or with a contractor--has not 
conducted a cybersecurity assessment or penetration testing to identify vulnerabilities and 
security weaknesses in your IT infrastructure (e.g., computer systems, networks), etc.). Your 
need to conduct a cybersecurity assessment depends largely on the types of systems you utilize 
as well as the nature of the data and information you collect and store. Any organization that 
engages in e-commerce or stores personal identification information will have a higher priority 
to ensure that their systems and data are secure from intrusion.  

Phishing Tests or Exercises 

You indicated that you do not conduct phishing tests or other exercises to gauge the level of 
awareness of your staff members with respect to social engineering scams. We recommend that 
you address this gap as soon as possible. All employees will be better prepared to protect data 
after being trained and informed about data privacy standards and common frauds. It's dangerous 
to assume that your employees know better than to click on links in suspicious emails.  

Monitoring Employee Use of Technology 

You indicated that your nonprofit monitors employee use of technology. Doing so is an 
important risk management strategy that backs-up any steps you have taken to dispel employees' 
expectation of privacy while using your systems. In addition, monitoring employee use of 
technology puts your organization in the best position to detect possible problems before they 
become catastrophic. As is true with other risk management techniques, it's important to strike a 
balance. You'll need to balance affordability of monitoring with the potential fallout and benefits 
of monitoring. You don't want monitoring to seem so invasive to employees that it damages 
morale in your organization. Nor do you want to spend a disproportionate amount of resources 
on monitoring compared to the threat of loss to your systems. It's also important to keep in mind 
that a significant percentage of system misuse is due to ignorance-an employee may not 
recognize that what he or she is doing violates your policies or poses some risk to your assets. 
Monitoring can provide a way to detect inadvertent missteps that happen despite the presence of 
a comprehensive technology policy. As with any risk management strategy, it's important to 
obtain a broad perspective on the "problem" you're trying to address as well as the "solution." So 
you might consider asking a group of employees to examine your existing monitoring practices 
and offer suggestions to improve the policy. This might be particularly important if your 
monitoring policy has been met with resistance, or you're encountering other difficulties 
implementing the policy. 



 
Technology Contracts 

You indicated that it is your practice to always use a written contract when hiring technology 
firms or contractors for specific projects. A contract is beneficial for various reasons. Most 
importantly, it spells out the expectations and requirements of each party and reduces the risk of 
surprise and disappointment. It can also provide a helpful roadmap in the event things turn out 
differently than expected and some deviation in the original plan is required. But a contract is 
only useful in this regard if it contains a sufficient degree of details and anticipates various 
contingencies. 

Consider reviewing any pending or future technology contracts to make certain that they: 

• Are written in language that is understood by both parties. When a technology firm 
presents a proposed contract for your review, you can expect that it will contain technical 
language. Make certain you understand the terms and language in the contract, or that 
they are specifically defined in the contract. Keep in mind that your definition of 
"database" or "system" may differ from the perspective of the contractor. 

• Are explicit about the work the contractor will be performing and your expectations 
about the final product or system. 

• Anticipate changes in technology that may occur during the life of the contract, helping 
you avoid receiving a product at the end of the process that is obsolete or inappropriate 
given the availability of newer technology. 

• Include appropriate checkpoints in the process. You may require the vendor to provide 
periodic status reports, or you may agree to a timetable and have your staff responsible 
for determining if it has been met. 

• Clearly and explicitly address the issue of ownership. Who owns what? Will the 
nonprofit "own" the software it is purchasing or only a license to use the software for a 
period of years? How will individual contributions of owned material be returned if the 
contractual parties decide to split? Vague statements about the vendor's obligation to 
return the nonprofit's property in the event the contract is cancelled are probably 
insufficient. 

• Include a well-defined "exit strategy" in the event either party seeks to end the 
relationship. Some of the issues that should be addressed include: the length and form of 
notice required to cancel the contract, how the parting of company will be announced, 
and what equipment, documentation or other assets will be returned to the parties. 



 
Special Events 

Introduction 

This section of your report contains recommendations about managing special event risks. The 
suggestions in this report follow the subtopic headings for the module: Planning Safe Special 
Events; Key Personnel; Partners, Sponsors and Vendors; Facilities; People; Special Features; 
Accident and Crisis Management; and Insurance for Special Events. 

Most nonprofits conduct special events from time to time. Yet risk management issues are often 
omitted from the planning process. In the excitement that surrounds various planning and 
fundraising activities, the possibility of someone getting injured may not be on the radar screen. 
The risk that the event will generate less than the event goal may be acknowledged, but not 
addressed. 

While most events are delivered without serious harm or injury, an unanticipated accident at an 
event could be disastrous for your nonprofit. Every nonprofit that conducts special events should 
integrate risk management into the event planning process. 

Hosting Special Events 

You indicated that your nonprofit hosts special events. Special events are increasingly popular in 
the nonprofit sector as organizations look for ways to generate support for programs, raise funds 
for educational and service delivery initiatives, and raise public awareness about societal 
problems and issues. For many nonprofits special events are a cornerstone of program and 
service delivery. While special events can help an organization achieve its goals, they may be 
undertaken with little thought about the potential downsides or risks. Effective nonprofits cannot 
operate without risk, nor should they try to do so. However, a critical component of any special 
event is to identify and manage the risks related to the specific activity. 

Documenting Risk Management Activities 

You indicated that your nonprofit does not document its risk management and safety plans for 
special events. Proper analysis and documentation are good business practices. Written plans can 
assist with training and supervising personnel as well as help ensure that certain actions are 
taken. The documentation can also be useful if an accident occurs and your nonprofit must 
defend its actions. We recommend that you begin documenting risk management activities for 
your special events as soon as possible. 

 



 
Partnership Risks 

You answered that your organization establishes partnerships or collaborations with other 
nonprofits, businesses, and governmental agencies for special events. Establishing a partnership 
has its own set of risks that you need to manage before, during, and after you begin the 
relationship. The first issue is selecting the right partner. This can be accomplished through 
appropriate research and due diligence. An improper relationship in the eyes of the public can 
have a devastating public relations effect on your organization. Additionally, the roles and 
responsibilities of each party must be clear and understood by both parties. Many organizations 
formalize their relationships with contracts or memoranda of understanding. 

Recruitment/Selection Process 

You indicated that your nonprofit has a process for recruiting and selecting partners. Well done! 
Recruiting and selecting partners can be a treacherous endeavor. You need to find another 
organization that is reflective of your nonprofit's values and mission. The arrangement should 
make good business sense for all parties. One substantial risk is the public's reaction to the 
disclosure of inappropriate actions by one of your partners. The partner may use foreign 
"sweatshops," manufacture a dangerous product, or distribute a product that you do not want 
associated with your nonprofit (alcohol, guns, cigarettes, etc.). Adverse publicity affecting your 
partner can influence the public's perception of your organization. Choose your partners and 
sponsors wisely. 

Selecting Appropriate Facilities 

You indicated that your organization does not use a Facilities Selection Checklist when 
evaluating the possible locations for a special event. A Facilities Checklist is a valuable risk 
management and planning tool that enables you to identify and evaluate the features needed to 
hold a successful and safe special event at that facility. Some items that you may want to 
consider in selecting a facility are listed below. You may need to add specific criteria depending 
upon your organization's requirements and the nature of the event. 

• Are the premises adequately maintained? 
• Is the facility appropriate for the intended/designated use (size, equipment, accessibility)? 
• Is the facility accessible for people with disabilities? 
• Does the location have adequate restroom facilities? 
• Are there any special hazards on or next to the premises? 
• Is there proper lighting - inside and outside? 
• Does the facility have adequate seating? 
• Are there a sufficient number of well-marked exits? 
• Can adequate security be provided at the facility? 
• For outdoor events: 



 
• Is there adequate shelter from sun, heat, cold, and other weather? 
• Does the terrain pose any special risks? 
• Is the property accessible for emergency vehicles? 

Security 

You answered that your nonprofit does not provide security services at its special events. 

Security personnel can perform a number of valuable services at a large special event. They may 
be needed to keep unwanted people away from the event as well as deal with the people 
attending or participating in the special event. You need people trained to deal with an 
emergency situation such as medical needs, or a fire or other event that requires the facilities to 
be evacuated. However, security measures have their risks, too. The key to an effective security 
force is the selection, training and supervision of the security personnel, whether they are 
independent contractors or volunteers. If your organization does not want to assume the 
responsibility for providing volunteer security personnel, you should contract with a security 
firm. When using independent contractors, ensure that the contract requires the contractor to 
have insurance and to provide a Certificate of Insurance to your organization. Also, have your 
organization added as an additional insured to the security firm's general liability policy. 

Spectators 

You responded that none of your special events include spectators. Although you may not have 
spectators watching an event, you may have participants who create similar risks. Issues like 
crowd control and risks from the event activity itself will still apply to participants in an event, 
even if there is no one there as a spectator. 

  

Food and Beverages 

You responded that food and beverages are furnished at your special events. The first risk 
management concern is who is providing and serving the food - a vendor or your employees and 
volunteers. If you are using vendors, you can transfer most of the financial risk associated with 
food to the vendor. However, if your organization is providing food and beverages there are few 
things to consider. 

• Facilities - Does the premises have adequate preparation, storage, and refrigeration 
facilities for the type of food served? 

• Health Regulations - Do you need a health department permit or are you subject to any 
other health department regulations? 



 
• Food Spoilage and Contamination - Are the food handlers trained in the proper handling 

of the food to be served? 

Parking 

You responded that your organization offers parking at your special events. The risks associated 
with event parking depend upon who is running the parking operation. Often the parking lots are 
a part of the facility you are using and facility personnel handle the parking for the event. If this 
is the case, you have transferred the risk to the facility; however, review carefully the rental 
contract to ensure that the facility is responsible for all aspects of the parking operation. If your 
organization is responsible for operating the parking lot, be careful to whom you assign those 
tasks. You should train and supervise the parking aides and provide them with the appropriate 
safety equipment (reflective vests, flashlights, whistles, and radios). Consider posting notices and 
disclaimers that your organization is not responsible for any damage or loss of property while on 
the parking lots. If the event is at night or in a dangerous neighborhood, consider hiring a 
security firm to patrol the lot and assist your guests as needed. 

Check the parking lots for smooth, even surfaces and mark any hazardous conditions. Often 
guests are parking in fields and other unpaved surfaces so be aware of the hazards of uneven 
surfaces and the possible consequences of inclement weather on the parking area. Also, consider 
the traffic flow and work with the local law enforcement agencies to minimize disruptions to 
traffic.  

Cash 

You indicated that you do not handle a significant amount of cash, checks, or credit card receipts 
during your special events. However, you may be surprised how quickly the receipts can add up 
to a large sum of money. You may collect admission or registration fees, parking charges, or 
payments for the sale of merchandise, food and beverages. Other sources include auction 
receipts, pledges and donations, raffles or opportunity drawings, and the money from a casino 
night. The proper safeguarding of money, especially cash, is difficult and often overlooked when 
planning a special event. Some activities generate large sums of cash and checks that if lost or 
stolen can create a financial hardship for your organization. 

The main exposure is that the funds are stolen either by an outsider or an employee, client, or 
volunteer. Here are some techniques for protecting your financial assets. 

• Segregate money handling duties - A different person should be responsible for each step 
- receiving the funds, depositing, recording, disbursing funds, recording disbursements 
and reconciling your accounts. There is a significant chance for fraud if only one or two 
people handle all of these transactions. The more eyes overseeing the handling of your 



 
funds the better. Segregation of duties is difficult for many small nonprofits but can be 
accomplished with the use of employees and volunteers. 

• Safeguard undeposited receipts - First, do not forget to stamp checks with a restrictive 
notice when they are first received. Make deposits frequently and safely. Vary the time of 
day and routes taken to the bank. If the funds are not deposited on a particular day, take 
the necessary steps to store the money and checks safely, especially when you are away 
from your office. 

• Count twice, deposit once - Money should be collected and counted independently by two 
people. Many organizations establish a guarded "money room" where all of the cash is 
taken and counted with several witnesses. Also, when handling cash, use either a cash 
register or other system for recording all cash transactions. The register tape or other 
receipts should then be reconciled with the amount of cash collected. 

Accident Reporting Form 

You answered that your nonprofit uses a standard Accident or Incident Report form during its 
special events. As you are no doubt aware, it is important for your organization to gather 
information regarding the accident. The information collected will be critically important in any 
subsequent investigation of the accident. You can also use the information to learn from the 
incident and implement changes. 

Contact your insurance professional for any recommended or required forms. Train your 
employees and key volunteers on the proper techniques for completing these forms. The 
documentation should only include an objective description of the accident and the injuries. The 
person completing the form should avoid personal opinions and any editorializing. Never admit 
liability to anyone and do not include an admission of liability in the report. Unless your 
insurance professional or carrier requires that you use a specific form, review the form that is in 
use at your organization to make sure that it contains the following information: 

• General Information - Your organization's name and address plus the name, date and 
location of the special event. 

• Injured Person(s) - This section should identify the injured person(s) and provide basic 
information on the accident. Include the person's name, address, telephone number, age 
and gender. Note the date, time and location of the accident and a brief description of 
what happened. Describe the nature of the injury. Indicate how the injured person left the 
scene (e.g. on foot, in personal vehicle, in an ambulance) 

• Witnesses - Record the name, address and telephone numbers of any witnesses. Ask each 
witness for a brief statement or description of the accident. The witnesses' statements 
should be recorded accurately, reviewed, and signed. 

• Medical Treatment - Note if any first aid treatment was administered and by whom. 
Many organizations have their medical volunteers complete this section of the report. 
Also, document if any professional treatment was performed such as the person being 
transported to the local hospital. 



 
• Accident Documentation - Describe how the accident/injury occurred. Draw a diagram of 

the accident scene. Many organizations take photographs or use a video camera to 
document the accident scene. These pictures and diagrams will be helpful in investigating 
and settling any claim made against your organization. 

• Preparer's Signature - The person that prepared the form should sign and date the form 
and include his or her address and telephone number. 

It's always a good idea to talk to your insurance professional before you're facing an accident to 
discuss how your insurance company wants you to report claims. Some insurance companies 
want you to report every incident so they at least have a file in the event the injured party 
submits a claim. Other insurers do not want a claims notification form until the injured party 
seeks compensation. Even if your insurance company does not want immediate notification of 
any incidents it is prudent for your nonprofit to establish and retain incident report files. After 
talking with your insurance professional, establish the appropriate accident reporting procedures. 

Notifying Victims' Families 

You responded that you have a procedure for notifying the family or caregiver of an injured 
person. Depending upon the relationship of the person to your organization (employee, volunteer 
or client), you may have difficulty identifying the people to contact. In some cases you may have 
to rely on the local authorities to proceed. Whoever notifies the family-organization or the 
police-compassion is important while conveying your nonprofit's concern for the injured person 
and his or her family. This is especially true for any follow-up contact with the injured person or 
their family. While your representative should never make promises to compensate the victim or 
accept fault, you may avert legal action simply by demonstrating concern for the individual and 
their family. 

Crisis Management and Business Continuity Planning 

Introduction 

This section of your report contains feedback and recommendations based on your answers to 
questions in the Crisis Management and Business Continuity Planning module.  

Crisis Management Plan 

You indicated that your agency has components of a crisis management plan in place, but not an 
up-to-date plan. An up-to-date plan can substantially increase your confidence and comfort when 
a crisis looms. Keep in mind that focusing on the source or nature of the crisis is not often the 
best place to begin crisis management planning. 

Crisis response team 



 
Identifying who will be a part of the crisis response team is an important part of effectively 
addressing a crisis. When putting together your team, consider the following: 

Define roles - Your organization will need to draw on various abilities and perspectives in a 
crisis situation. Knowing who will fill these roles in advance will assist in responding quickly. 
Consider some of the following roles but keep in mind that the exact composition of the team 
may vary given the human resources you have available. 

• Crisis commander - You'll need to designate someone to take charge and to coordinate 
response efforts. 

• Finance / Legal / Insurance experts - Having expertise in these areas will help inform 
critical decisions that will need to be made 

• Response leaders - This role is to address specific response. It may be something specific 
like providing medical assistance or coordinating an evacuation. It may also address tasks 
that are delegated by the crisis commander.  

• Communicators - One or more people should be charged with helping facilitate 
communication internally and externally during the crisis. 

• Resource protectors - Resources range from things like data and facilities to the people 
connected to your nonprofit - staff, volunteers and clients as well. Resource protectors are 
charges with addressing these safety needs during a crisis. 

• Subject matter experts - Be aware of the specific skillsets in your organization and draw 
upon those people when necessary for a specific crisis. This role may change personnel 
depending on the nature of the crisis. 

Establish backups - Having redundancy in the assignments helps to reduce gaps in coverage of 
crisis responsibilities. It is helpful to identify the backup person for each role. Alternately, 
highlighting additional informational resources or sources of aid is helpful where backups are not 
available. 

Avoid letting the crisis team get to large or it may be difficult to coordinate activities during a 
crisis. You are encouraged to involve a wide range of people during the planning phase in order 
to identify valuable resources to address a crisis. However, the actual core response team should 
be relatively small. 

Key Information 

It is important to have access to the right information during a crisis. Make sure the plan and its 
information is easily accessible to the crisis response team. Electronic and hard copies should be 
available in multiple locations - redundancy can be key in a crisis situation. In general, look to 
include the following information in your crisis management plan. 



 
• Organization chart with roles, photos, contact information and other pertinent information 

about the Crisis Response Team. This should also include information about who serves 
in a backup role to the members of the team. 

• Board roster and contact information 
• Roster of key vendors & partners with contact information 
• Location (primary and backup) of essential documentation and resources (insurance, 

financial, etc.) 
• Pre-developed responses to crisis situations - In some cases, your team will have made 

plans for specific situations. 

Crisis Communication Plan 

You answered that you have some crisis communications pieces developed, but not a full or 
comprehensive plan. Some agencies integrate crisis communications materials into their overall 
crisis management plan, while others maintain a separate crisis communications plan. Remember 
to choose the approach that best suits your agency. 

Review the areas identified below as targets for improvement in your crisis communication plan. 
Gather a diverse group of leaders--with different backgrounds and life experiences--to consider 
issues such as chain of command, key messages, and strategies to keep key stakeholders 
informed during a crisis. Remember to review and update your plan regularly. 

Communication Roles 

Identify the members of the team (by role) who will manage communications for your nonprofit 
during a crisis. In some organizations, the person in charge of the crisis response team may not 
be the primary spokesperson. In large organizations, there may be different spokespeople for 
internal and external audiences. Make sure your primary communicator has a backup person as 
well. Redundancy is important in all crisis planning. Consider sending your key spokespeople 
through media or crisis communication training. Specific roles may include: 

• External spokesperson - handles interactions with the media or other general public 
relations-related efforts. An important component of crisis communication is 
communication with media organizations. To be prepared to communicate effectively, 
make a list of media contacts in your community that you can reach out to and respond to 
during a crisis. Knowing who you will call or who you can expect to hear from will save 
valuable time during a crisis. 

• Internal coordinator - keeps staff and volunteers informed of ongoing crisis management 
efforts and shares pertinent information. This person may also help facilitate important 
communications between internal stakeholders like the executive team and the 
organization's board. 



 
Although it is usually good practice to have external communications go through one person in 
order to ensure consistent messaging, in some cases the internal communication efforts may be 
delegated to separate personnel. 

Draft Communications 

Having draft messages about common communications will assist in providing a rapid response 
in a crisis. Determine the most likely messages that will need to be shared, draft a general outline 
and leave room for quick modifications to be made for a specific situation. In general, focusing 
on the safety of everyone involved will take precedence in most emergency situations but 
making the connection to your mission is also key. Develop common talking points for all 
communications and use these guidelines: 

• Stay mission-focused 
• Be consistent 
• Be careful with language and tone (show compassion & sincerity) 
• Focus on the facts and avoid speculation (if you don't know, just say so) 
• Accept responsibility 
• Don't leave a vacuum 

Business Continuity Plan 

You indicated that your agency has elements of business continuity planning in place, but that 
your plan may not be adequately comprehensive or up-to-date. We recommend that your review 
the existing pieces to determine whether you have identified: 

• mission critical functions--those functions that cannot be curtailed, even during an 
interruption to normal operations; 

• plans for short-term replacement for workspace / equipment / communications if regular 
resources are not available (e.g., telecommute options, alternate office space, computer 
equipment rental) 

• access to and protection for critical organization data 

Volunteer Risk Management 

Introduction 

This section of your report offers feedback and recommendations based on your answers to 
questions about volunteer service at your agency.  

Paid Staff Can't / Don't Volunteer 



 
You answered that paid staff either can't volunteer for your organization or that it doesn't 
currently happen. If this situation changes, be sure to follow the guidelines that might apply to 
staff who volunteer. Although exempt staff typically do not have any restrictions, non-exempt 
staff have specific guidelines about time and responsibilities that must be followed in order to 
volunteer their time. 

Exit Interviews 

Exit interviews are an important part of closure for both the volunteer and the organization. By 
not conducting exit interviews consistently for your volunteers, you miss the chance to collect 
valuable information about each volunteer's experience with the organization. You also miss an 
opportunity to express thanks for each volunteer's service and unique contributions to your 
mission. 

Letting a volunteer leave without conducting an exit interview is similar to letting a volunteer 
leave while still in possession of keys or equipment. An exit interview should be a key step in the 
exit process for your organization. If your exit interviews are conducted inconsistently, look for 
factors that may be causing this. Is it because there is no written policy indicating that exit 
interviews must be conducted, or no document describing key steps or interview questions? Or is 
it because the responsibility for exit interviews hasn't been assigned, or assigned staff aren't held 
accountable? Lack of consistency or accountability can both be addressed by identifying a 
specific person to coordinate and track volunteer departures.  

Ensuring that volunteers leave on a positive note can have a lasting impact on your organization. 
Exit interviews provide an opportunity to reinforce a volunteer's positive experience and address 
any negative ones they might have encountered. This strengthens the organization and wraps up 
the period of service in a positive fashion.  

Fundraising and Resource Development 

Introduction 

This section of your report contains feedback and recommendations based on your answers to 
questions in the Fundraising and Resource Development module. 

Compliance with State Charitable Registration Laws 

You indicated that your nonprofit may not be registered in all states where you solicit individual 
donations. According to Don Kramer, editor of NonProfit Issues, "Charities soliciting charitable 
contributions to further their mission can be tripped up significantly if they don't pay attention to 
the requirements for charitable solicitation registration." 



 
Keep in mind that: 

• 39 states and the District of Columbia require that your nonprofit register before asking 
residents for contributions 

• The requirement to register applies in your home state, but also in any other state where 
you are seeking donations 

• States may impose fines and issue injunctions prohibiting solicitation of residents if you 
fail to register 

• When your nonprofit receives a contribution from a resident of a state, sends a thank you, 
and later requests another donation, you are engaging in direct solicitation that triggers 
the registration requirements 

For more information on this topic, see: 

• Charitable Registration: Resolve to Comply, by Don Kramer 
• Charitable Registration State Map 
• NASCO - Listing of Federal Government, National Resources and State-Specific 

Resources - scroll down for contact information for each state's regulatory office, 
including the web page relevant to charitable registration  

Compliance with the CAN-SPAM Act 

You indicated that your nonprofit does not have practices in place to manage the risk of non-
compliance with the CAN-SPAM Act. According to the Federal Trade Commission (FTC), the 
Act is a federal law that "establishes requirements for commercial messages, gives recipients the 
right to have you stop emailing them, and spells out tough penalties for violations." 

• The CAN-SPAM Act applies to all commercial messages, not just bulk email. 
• A commercial message is: "any electronic mail message the primary purpose of which is 

the commercial advertisement or promotion of a commercial product or service."  
• The law does not prohibit nonprofits from sending unsolicited bulk emails, but such 

emails must follow certain requirements. For example, they must be from a legitimate, 
active email address, provide accurate header and mailing information, contain an 
accurate subject line, and provide recipients with an opt-out path. 

• Each separate email in violation of the law is subject to penalties of up to $40,654, and 
more than one person may be held responsible for violations.  

• Although the FTC does not have jurisdiction over nonprofits, state attorneys general are 
empowered to enforce the law. 

For more information on the CAN-SPAM Act, see this webpage from FTC, and also the CAN-
SPAM checklist featured in this article from GuideStar.  

https://www.nonprofitrisk.org/resources/articles/charitable-registration-resolve-to-comply/
http://www.fundraisingregistration.com/resources/Charitable_Registration_States.php
http://www.nasconet.org/resources/
http://www.nasconet.org/resources/
https://www.ftc.gov/tips-advice/business-center/guidance/can-spam-act-compliance-guide-business
https://www.guidestar.org/Articles.aspx?path=/rxa/news/articles/2005/staying-on-the-e-mail-up-and-up-can-spam.aspx


 
Government Contracts 

Many nonprofits look to government contracts as a principal source of funding. According to the 
National Center for Charitable Statistic, "Fees for Services & Goods from Government" 
represented 23.1% of nonprofit revenues in 2014, second only to "fees for services and goods 
from private sources" (50%). (Source: Nonprofit Sector in Brief 2014 - National Center for 
Charitable Statistics). 

Government grants and contracts come with a set of challenges that may differ from the risks 
associated with other funding sources. If you are relying on government financial support, 
remember to consider:  

• Underfunding for infrastructure - Government contracts may not fully cover these costs, 
but weak infrastructure may make it difficult or impossible to meet the program and 
service expectations of your funders.   

• Risk of late payment - Many government contracts are structured on a reimbursement 
basis, which means that your nonprofit will have to cover costs up front and wait to be 
reimbursed.  

• Complex reporting requirements - These requirements will likely put an additional 
administrative burden on your organization. Try to learn as much as possible about 
reporting requirements before you bid on or apply for a government contract. Ensure that 
your organization is in position to comply before you apply.  

Service Delivery Risks 

Family Development Program Risks 

You indicated that your Family Development team hasn't identified the specific risks that arise in 
their area of responsibility or developed targeted risk management responses to those risks. 

To remedy this situation: 

• Before brainstorming risks the team should decide on a definition of "risk." There is no 
single way to define risks. Three types are common: cause, event or impact. For 
consistency's sake decide whether the team will focus on causes (e.g., client needs 
emergency help that can't be provided by CAA), events (e.g., volunteer loans client 
money to pay for food), or impacts (e.g., volunteer resigns after feeling pressured to 
continue providing funds to client). 

• After identifying top risks arising from family development programs, rank the risks. The 
risks whose occurrence would be costly or otherwise impactful to the agency should be 
listed as priority risks. 



 
• Brainstorm possible measures to either: (1) reduce the likelihood of the risk; (2) reduce 

the severity/cost of the risk; or (3) respond if the risk materializes. 
• Select the strategies that the team believes are the best approaches to (1), (2), and (3) as 

long as those strategies are practical. 
• Assign responsibility for each strategy (a staff lead for coordinating the activity), and 

indicate a timetable for completion (e.g., by December 31 we will update and re-
distribute our policies about providing personal help to clients). 

• Decide how often the team will revisit and update its list of risks and strategies. 

  

This report was created by the National Association of Community Action Agencies – 
Community Action Partnership, in the performance of the U.S. Department of Health and 
Human Services, Administration for Children and Families, Office of Community Services 
Grant Number, 90ET0469. Any opinion, findings, and conclusions, or recommendations 
expressed in this material are those of the author(s) and do not necessarily reflect the views of 
the U.S. Department of Health and Human Services, Administration for Children and Families. 

  

End of Report - 8/20/2025 9:48:42 AM 



TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

2. Hours of Agency Capacity Building (e.g. training, planning, assessment)

Monthly Adjusted Cumulative
Hours

Module 2. Section B. CSBG Eligible Entity Capacity Building

a. Hours of Board Members in capacity building 
activities 0 0 80

b. Hours of Agency Staff in capacity building 
activities 0 0 86

Monthly Adjusted Cumulative
Hours

3. Volunteer Hours of Agency Capacity Building (e.g. program support, service 
delivery, fundraising)

a. Total number of volunteer hours donated to the 
agency 0 0 1407

1. Of the above, the total number of volunteer 
hours donated by individuals with low-incomes 0 0 1288

4. The number of staff who hold certifications that increase agency capacity to 
achieve family and community outcomes, as measured by one or more of the 
following

Number
Monthly Adjusted Cumulative

a. Number of Nationally Certified ROMA Trainers 0 0 1

b. Number of Nationally Certified ROMA Implementers 0 0 1

c. Number of Certified Community Action Professionals 
(CCAP) 0 0 1

d. Number of Staff with a child development 
certification 0 0 26

e. Number of Staff with a family development 
certification 0 0 16

f. Number of Pathways Reviewers 0 0 0

g. Number of Staff with Home Energy Professional 
Certifications 0 0 0

1. Number of Energy Auditors 0 0 0

2. Number of Retrofit Installer Technicians 0 0 0

3. Number of Crew Leaders 0 0 0

4. Number of Quality Control Inspectors (QCI) 0 0 0

h. Number of LEED Risk Certified assessors 0 0 0

Subrecipient:

Vendor ID: 17512320809

Community Services of Northeast 
Texas, Inc.

PO Box 427
LINDEN, TX  75563

Address:
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

4. The number of staff who hold certifications that increase agency capacity to 
achieve family and community outcomes, as measured by one or more of the 
following

Number
Monthly Adjusted Cumulative

i. Number of Building Performance Institute (BPI) 
certified professionals 0 0 0

j. Number of Classroom Assessment Scoring System 
(CLASS) certified professionals 0 0 2

k. Number of Certified Housing Quality Standards 
(HQS) Inspectors 0 0 0

l. Number of American Institute of Certified Planners 
(AICP) 0 0 0

Unduplicated Number of 
Organizations

Monthly Adjusted Cumulative

5. Number of organizations, both public and private, that the CSBG Eligible 
Entity actively works with to expand resources and opportunities in order to 
achieve family and community outcomes

a. Non-Profit 0 0 0

b. Faith Based 0 0 0

c. Local Government 0 0 0

d. State Government 0 0 0

e. Federal Government 0 0 0

f. For-Profit Business or Corporation 0 0 0

g. Consortiums/Collaborations 0 0 0

h. School Districts 0 0 0

i. Institutions of Post-Secondary Education/Training 0 0 0

j. Financial/Banking Institutions 0 0 0

k. Health Service Organizations 0 0 0

l. Statewide Associations or Collaborations 0 0 0

Contract:

Contract Term:

61250004345

January 1, 2025 - December 31, 
2025

Contract 
Amount:

$ 436,850.00

July 2025Report 
Date:
Report 
Type:

Monthly

CFDA #: 93.569

2 of 32 Aug 21, 2025 02:08 PM



TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

Module 4. Section A. Individual and Family National Performance Indicators (NPIs)
1. Employment Indicators (FNPI 1)

I. Number of Participants 
Served in Program(s)

(#)
II.) Target

(#)
III.) Actual Results

(#)

IV.) 
Percentage 
Achieving 
Outcome

[(III / I) x 
100]
[%]Monthly Adjusted Cumulativ

e
Target Monthly Adjusted Cumulativ

e

V.) 
Performance 

Target 
Accuracy

[(III / II) 
x 100]
[%]

a. The number of unemployed youth who obtained employment 
to gain skills or income. 0 0 0 20 0 0 0 0.00 0.00

b. The number of unemployed adults who obtained employment 
(up to a living wage). 1 0 11 8 0 0 6 54.55 75.00

c.
The number of unemployed adults who obtained and 
maintained employment for at least 90 days (up to a 
living wage).

0 0 7 8 0 0 3 42.86 37.50

d.
The number of unemployed adults who obtained and 
maintained employment for at least 180 days (up to a 
living wage).

0 0 0 0 0 0 0 0.00 0.00

e. The number of unemployed adults who obtained employment 
(with a living wage or higher). 0 0 1 2 0 0 1 100.00 50.00

f.
The number of unemployed adults who obtained and 
maintained employment for at least 90 days (with a 
living wage or higher).

0 0 0 2 0 0 0 0.00 0.00

g.
The number of unemployed adults who obtained and 
maintained employment for at least 180 days (with a 
living wage or higher).

0 0 0 0 0 0 0 0.00 0.00

h.
The number of employed participants in a 
career-advancement related program who entered or 
transitioned into a position that provided increased 
income and/or benefits.

0 0 3 8 0 0 1 33.33 12.50

Subrecipient:

Vendor ID: 17512320809

Community Services of Northeast 
Texas, Inc.

PO Box 427
LINDEN, TX  75563

Address:

3 of 32 Aug 21, 2025 02:08 PM



TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

Module 4. Section A. Individual and Family National Performance Indicators (NPIs)
1. Employment Indicators (FNPI 1)

I. Number of Participants 
Served in Program(s)

(#)
II.) Target

(#)
III.) Actual Results

(#)

IV.) 
Percentage 
Achieving 
Outcome

[(III / I) x 
100]
[%]Monthly Adjusted Cumulativ

e
Target Monthly Adjusted Cumulativ

e

V.) 
Performance 

Target 
Accuracy

[(III / II) 
x 100]
[%]

1. Of the above, the number of employed participants who 
Increased income from employment through wage or salary 
amount increase.

0 0 0 6 0 0 0 0.00 0.00

2. Of the above, the number of employed participants who 
increased income from employment through hours worked 
increase.

0 0 0 1 0 0 0 0.00 0.00

3. Of the above, the number of employed participants who 
increased benefits related to employment. 0 0 1 1 0 0 1 100.00 100.00

Contract:

Contract Term:

61250004345

January 1, 2025 - December 31, 2025

Contract 
Amount:

$ 436,850.00

July 2025Report 
Date:
Report 
Type:

Monthly

CFDA #: 93.569
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

2. Education and Cognitive Development (FNPI 2)

I. Number of Participants 
Served in Program(s)

(#)

Monthly Adjusted Cumulativ
e

II.) Target
(#)

Target

III.) Actual Results
(#)

Monthly Adjusted Cumulativ
e

IV.) 
Percentage 
Achieving 
Outcome

[(III / I) x 
100]
[%]

V.) 
Performance 

Target 
Accuracy

[(III / II) 
x 100]
[%]

a. The number of children (0 to 5) who demonstrated 
improved emergent literacy skills. 0 0 16 482 0 0 0 0.00 0.00

b. The number of children (0 to 5) who demonstrated skills 
for school readiness. 0 0 16 482 0 0 0 0.00 0.00

c.
The number of children and youth who demonstrated 
improved positive approaches toward learning, including 
improved attention skills.

0 0 11 0 0 0 0 0.00 0.00

1. Early Childhood Education (ages 0-5) 0 0 11 482 0 0 0 0.00 0.00
2. 1st grade-8th grade 0 0 0 0 0 0 0 0.00 0.00
3. 9th grade-12th grade 0 0 0 0 0 0 0 0.00 0.00

d.
The number of children and youth who are achieving at 
basic grade level (academic, social, and other school 
success skills).

0 0 15 0 0 0 0 0.00 0.00

1. Early Childhood Education (ages 0-5) 0 0 15 482 0 0 0 0.00 0.00
2. 1st grade-8th grade 0 0 0 0 0 0 0 0.00 0.00
3. 9th grade-12th grade 0 0 0 0 0 0 0 0.00 0.00

e. The number of parents/caregivers who improved their home 
environments. 0 0 16 400 0 0 0 0.00 0.00

f. The number of adults who demonstrated improved basic 
education. 0 0 16 2 0 0 0 0.00 0.00
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

2. Education and Cognitive Development (FNPI 2)

I. Number of Participants 
Served in Program(s)

(#)

Monthly Adjusted Cumulativ
e

II.) Target
(#)

Target

III.) Actual Results
(#)

Monthly Adjusted Cumulativ
e

IV.) 
Percentage 
Achieving 
Outcome

[(III / I) x 
100]
[%]

V.) 
Performance 

Target 
Accuracy

[(III / II) 
x 100]
[%]

g.
The number of individuals who obtained a high school 
diploma and/or obtained an equivalency certificate or 
diploma.

0 0 0 5 0 0 0 0.00 0.00

h.
The number of individuals who obtained a recognized 
credential, certificate, or degree relating to the 
achievement of educational or vocational skills.

0 0 1 5 0 0 1 100.00 20.00

i. The number of individuals who obtained an Associate's 
degree. 0 0 0 1 0 0 0 0.00 0.00

j. The number of individuals who obtained a Bachelor's 
degree. 0 0 1 1 0 0 1 100.00 100.00
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

3. Income and Asset Building (FNPI 3)

I. Number of Participants 
Served in Program(s)

(#)

Monthly Adjusted Cumulativ
e

II.) Target
(#)

Target

III.) Actual Results
(#)

Monthly Adjusted Cumulativ
e

IV.) 
Percentage 
Achieving 
Outcome

[(III / I) x 
100]
[%]

V.) 
Performance 

Target 
Accuracy

[(III / II) 
x 100]
[%]

a. The number of individuals who achieved and maintained 
capacity to meet basic needs for 90 days. 0 0 0 17 0 0 0 0.00 0.00

b. The number of individuals who achieved and maintained 
capacity to meet basic needs for 180 days. 0 0 0 25 0 0 0 0.00 0.00

c. The number of individuals who opened a savings account 
or IDA. 0 0 1 17 0 0 1 100.00 5.88

d. The number of individuals who increased their savings. 0 0 1 17 0 0 1 100.00 5.88

e. The number of individuals who used their savings to 
purchase an asset. 0 0 0 1 0 0 0 0.00 0.00

1. Of the above, the number of individuals who purchased 
a home. 0 0 0 1 0 0 0 0.00 0.00

f. The number of individuals who improved their credit 
scores. 0 0 0 17 0 0 0 0.00 0.00

g. The number of individuals who increased their net worth. 0 0 0 17 0 0 0 0.00 0.00

h. The number of individuals engaged with the Community 
Action Agency who report improved financial well-being. 0 0 0 17 0 0 0 0.00 0.00
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

4. Housing (FNPI 4)

I. Number of Participants 
Served in Program(s)

(#)

Monthly Adjusted Cumulativ
e

II.) Target
(#)

Target

III.) Actual Results
(#)

Monthly Adjusted Cumulativ
e

IV.) 
Percentage 
Achieving 
Outcome

[(III / I) x 
100]
[%]

V.) 
Performance 

Target 
Accuracy

[(III / II) 
x 100]
[%]

a. The number of households experiencing homelessness who 
obtained safe temporary shelter. 0 0 6 10 0 0 0 0.00 0.00

b. The number of households who obtained safe and 
affordable housing. 0 0 78 30 0 0 24 30.77 80.00

c. The number of households who maintained safe and 
affordable housing for 90 days. 0 0 74 30 0 0 19 25.68 63.33

d. The number of households who maintained safe and 
affordable housing for 180 days. 0 0 68 25 0 0 13 19.12 52.00

e. The number of households who avoided eviction. 3 0 89 30 3 0 31 34.83 103.33

f. The number of households who avoided foreclosure. 1 0 1 5 1 0 1 100.00 20.00

g.
The number of households who experienced improved health 
and safety due to improvements within their home (e.g. 
reduction or elimination of lead, radon, carbon dioxide 
and/or fire hazards or electrical issues, etc).

0 0 0 13 0 0 0 0.00 0.00

h. The number of households with improved energy efficiency 
and/or energy burden reduction in their homes. 0 0 0 0 0 0 0 0.00 0.00
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

5. Health and Social/Behavioral Development (FNPI 5)

I. Number of Participants 
Served in Program(s)

(#)

Monthly Adjusted Cumulativ
e

II.) Target
(#)

Target

III.) Actual Results
(#)

Monthly Adjusted Cumulativ
e

IV.) 
Percentage 
Achieving 
Outcome

[(III / I) x 
100]
[%]

V.) 
Performance 

Target 
Accuracy

[(III / II) 
x 100]
[%]

a.
The number of individuals who demonstrated increased 
nutrition skills (e.g. cooking, shopping, and growing 
food).

0 0 0 10 0 0 0 0.00 0.00

b. The number of individuals who demonstrated improved 
physical health and well-being. 0 0 0 0 0 0 0 0.00 0.00

c. The number of individuals who demonstrated improved 
mental and behavioral health and well-being. 0 0 0 5 0 0 0 0.00 0.00

d. The number of individuals who improved skills related to 
the adult role of parents/caregivers. 0 0 6 400 0 0 0 0.00 0.00

e.
The number of parents/caregivers who demonstrated 
increased sensitivity and responsiveness in their 
interactions with their children.

0 0 0 400 0 0 0 0.00 0.00

f. The number of seniors (65+) who maintained an 
independent living situation. 0 0 0 0 0 0 0 0.00 0.00

g. The number of individuals with disabilities who 
maintained an independent living situation. 0 0 0 0 0 0 0 0.00 0.00

h. The number of individuals with chronic illness who 
maintained an independent living situation. 0 0 0 0 0 0 0 0.00 0.00

i. The number of individuals with no recidivating event for 
six months. 0 0 0 0 0 0 0 0.00 0.00

1. Youth (ages 14-17) 0 0 0 2 0 0 0 0.00 0.00
2. Adults (ages 18+) 0 0 0 25 0 0 0 0.00 0.00
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
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6. Civic Engagement and Community Involvement Indicators (FNPI 6)

I. Number of Participants 
Served in Program(s)

(#)

Monthly Adjusted Cumulativ
e

II.) Target
(#)

Target

III.) Actual Results
(#)

Monthly Adjusted Cumulativ
e

IV.) 
Percentage 
Achieving 
Outcome

[(III / I) x 
100]
[%]

V.) 
Performance 

Target 
Accuracy

[(III / II) 
x 100]
[%]

a.
The number of Community Action program participants who 
increased skills, knowledge, and abilities to enable 
them to work with Community Action to improve conditions 
in the community.

0 0 4 25 0 0 0 0.00 0.00

1. Of the above, the number of Community Action program 
participants who improved their leadership skills. 0 0 4 25 0 0 0 0.00 0.00

2. Of the above, the number of Community Action program 
participants who improved their social networks. 0 0 0 25 0 0 0 0.00 0.00

3. Of the above, the number of Community Action program 
participants who gained other skills, knowledge and 
abilities to enhance their ability to engage.

0 0 4 25 0 0 0 0.00 0.00

10 of 32 Aug 21, 2025 02:08 PM



TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
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7. Outcomes Across Multiple Domains (FNPI 7)

I. Number of Participants 
Served in Program(s)

(#)

Monthly Adjusted Cumulativ
e

II.) Target
(#)

Target

III.) Actual Results
(#)

Monthly Adjusted Cumulativ
e

IV.) 
Percentage 
Achieving 
Outcome

[(III / I) x 
100]
[%]

V.) 
Performance 

Target 
Accuracy

[(III / II) 
x 100]
[%]

a.
The number of individuals who achieved one or more 
outcomes as identified by the National Performance 
Indicators in various domains.

0 0 0 0 0 0 0 0.00 0.00
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
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1. Employment Services (SRV 1)

Monthly Adjusted Cumulative

Unduplicated Number of 
Individuals Served

(#)

Module 4. Section B. Individual and Family Services

Skills Training and Opportunities for Experience (SRV 1a-f)

a. Vocational Training 0 0 5

b. On-the-Job and other Work Experience 0 0 0

c. Youth Summer Work Placements 0 0 0

d. Apprenticeship/Internship 0 0 0

e. Self-Employment Skills Training 0 0 0

f. Job Readiness Training 1 0 1

Career Counseling (SRV 1g-h)

g. Workshops 0 0 0

h. Coaching 0 0 1

Job Search (SRV 1i-n)

i. Coaching 3 0 25

j. Resume Development 0 0 0

k. Interview Skills Training 0 0 0

l. Job Referrals 0 0 0

m. Job Placements 0 0 0

n. Pre-employment physicals, background checks, etc. 0 0 0

Post Employment Supports (SRV 1o-p)

o. Coaching 0 0 6

p. Interactions with employers 0 0 0

Employment Supplies (SRV 1q)

q. Employment Supplies 0 0 0

Subrecipient:

Vendor ID: 17512320809

Community Services of Northeast 
Texas, Inc.

PO Box 427
LINDEN, TX  75563

Address:
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

2. Education and Cognitive Development Services (SRV 2)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

Child/Young Adult Education Programs (SRV 2a-j)

a. Early Head Start 0 0 0

b. Head Start 0 0 0

c. Other Early-Childhood (0-5 yr. old) Education 0 0 0

d. K-12 Education 0 0 0

e. K-12 Support Services 0 0 0

f. Financial Literacy Education 0 0 0

g. Literacy/English Language Education 0 0 0

h. College-Readiness Preparation/Support 0 0 0

i. Other Post Secondary Preparation 0 0 0

j. Other Post Secondary Support 0 0 0

School Supplies (SRV 2k)

k. School Supplies 0 0 0

Extra-curricular Programs (SRV 2l-q)

l. Before and After School Activities 0 0 0

m. Summer Youth Recreational Activities 0 0 0

n. Summer Education Programs 0 0 0

o. Behavior Improvement Programs (attitude, 
self-esteem, Dress-for-Success, etc.) 0 0 0

p. Mentoring 0 0 0

q. Leadership Training 0 0 0

Adult Education Programs (SRV 2r-z)

r. Adult Literacy Classes 0 0 0

s. English Language Classes 0 0 0

t. Basic Education Classes 0 0 0

u. High School Equivalency Classes 0 0 0

v. Leadership Training 0 0 0

w. Parenting Supports (may be a part of the early 
childhood programs identified above) 0 0 0

x. Applied Technology Classes 0 0 0

Contract:

Contract Term:

61250004345

January 1, 2025 - December 31, 
2025

Contract 
Amount:

$ 436,850.00

July 2025Report 
Date:
Report 
Type:

Monthly

CFDA #: 93.569
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

2. Education and Cognitive Development Services (SRV 2)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

y. Post-Secondary Education Preparation 0 0 3

z. Financial Literacy Education 0 0 0

Post-Secondary Education Supports (SRV 2aa)
aa
. College applications, text books, computers, etc. 0 0 9

Financial Aid Assistance (SRV 2bb)
bb
. Scholarships 0 0 0

Home Visits (SRV 2cc)
cc
. Home Visits 0 0 0

3. Income and Asset Building Services (SRV 3)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

Training and Counseling Services (SRV 3a-f)

a. Financial Capability Skills Training 0 0 4

b. Financial Coaching/Counseling 10 0 87

c.
Financial Management Programs (including 
budgeting, credit management, credit repair, 
credit counseling, etc.)

10 0 89

d. First-time Homebuyer Counseling 0 0 0

e. Foreclosure Prevention Counseling 0 0 0

f. Small Business Start-Up and Development Counseling 
Sessions/Classes 0 0 0

Benefit Coordination and Advocacy (SRV 3g-l)

g. Child Support Payments 0 0 0

h. Health Insurance 0 0 0

i. Social Security/SSI Payments 0 0 0

j. Veteran's Benefits 0 0 0

k. TANF Benefits 0 0 0
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

3. Income and Asset Building Services (SRV 3)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

l. SNAP Benefits 0 0 0

Asset Building (SRV 3m-o)

m. Saving Accounts/IDAs and other asset building 
accounts 0 0 0

n. Other financial products (IRA accounts, MyRA, 
other retirement accounts, etc.) 0 0 0

o. VITA, EITC, or Other Tax Preparation programs 0 0 0

Loans And Grants (SRV 3p-q)

p. Micro-loans 0 0 0

q. Business incubator/business development loans 0 0 0

4. Housing Services (SRV 4)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

Housing Payment Assistance (SRV 4a-e)

a. Financial Capability Skill Training 0 0 1

b. Financial Coaching/Counseling 8 0 51

c. Rent Payments (includes Emergency Rent Payments) 57 0 335

d. Deposit Payments 0 0 4

e. Mortgage Payments (includes Emergency Mortgage 
Payments) 0 0 0

Eviction Prevention Services (SRV 4f-h)

f. Eviction Counseling 0 0 5

g. Landlord/Tenant Mediations 0 0 5

h. Landlord/Tenant Rights Education 0 0 0

Utility Payment Assistance (SRV 4i-l)

i. Utility Payments (LIHEAP-includes Emergency 
Utility Payments) 274 0 3300

j. Utility Deposits 2 0 14

k. Utility Arrears Payments 0 0 1273
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

4. Housing Services (SRV 4)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

l. Level Billing Assistance 0 0 0

Housing Placement/Rapid Re-housing (SRV 4m-p)

m. Temporary Housing Placement (includes Emergency 
Shelters) 0 0 0

n. Transitional Housing Placements 0 0 0

o. Permanent Housing Placements 2 0 9

p. Rental Counseling 0 0 0

Housing Maintenance & Improvements (SRV 4q)

q. Home Repairs (e.g. structural, appliance, heating 
systems. etc.) (Including Emergency Home Repairs) 4 0 4

Weatherization Services (SRV 4r-t)

r.
Independent-living Home Improvements (e.g. ramps, 
tub and shower grab bars, handicap accessible 
modifications, etc.)

0 0 0

s.
Healthy Homes Services (e.g. reduction or 
elimination of lead, radon, carbon dioxide and/or 
fire hazards or electrical issues, etc.)

0 0 0

t. Energy Efficiency Improvements (e.g. insullation, 
air sealing, furnace repair, etc.) 0 0 0

Water Services (SRV 4u-w)

u. Water/Waste Water Services 0 0 0

v. Multiple Services 0 0 0

w. Other Water Services 0 0 0

5. Health and Social/Behavioral Development Services (SRV 5)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

Health Services, Screening and Assessments (SRV 5a-j)

a. Immunizations 0 0 18

b. Physicals 0 0 18

c. Developmental Delay Screening 0 0 18

d. Vision Screening 0 0 18
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

5. Health and Social/Behavioral Development Services (SRV 5)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

e. Prescription Payments 0 0 0

f. Doctor Visit Payments 1 0 1

g. Maternal/Child Health 0 0 0

h. Nursing Care Sessions 0 0 0

i. In-Home Affordable Seniors/Disabled Care Sessions 
(Nursing, Chores, Personal Care Services) 0 0 0

j. Health Insurance Options Counseling 0 0 0

Reproductive Health Services (SRV 5k-o)

k. Coaching Sessions 0 0 48

l. Family Planning Classes 0 0 0

m. Contraceptives 0 0 0

n. STI/HIV Prevention Counseling Sessions 0 0 0

o. STI/HIV Screenings 0 0 0

Wellness Education (SRV 5p-q)

p. Wellness Classes (stress reduction, medication 
management, mindfulness, etc.) 0 0 0

q. Exercise/Fitness 0 0 0

Mental/Behavioral Health (SRV 5r-x)

r. Detoxification Sessions 0 0 0

s. Substance Abuse Screenings 0 0 0

t. Substance Abuse Counseling 0 0 0

u. Mental Health Assessments 0 0 0

v. Mental Health Counseling 0 0 0

w. Crisis Response/Call-In Responses 0 0 0

x. Domestic Violence Programs 0 0 0

Support Groups (SRV 5y-aa)

y. Substance Abuse Support Group Meetings 0 0 0

z. Domestic Violence Support Group Meetings 0 0 0
aa
. Mental Health Support Group Meeting 0 0 0

Dental Services, Screenings and Exams (SRV 5bb-ee)
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

5. Health and Social/Behavioral Development Services (SRV 5)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative
bb
. Adult Dental Screening/Exams 0 0 0

cc
.

Adult Dental Services (including Emergency Dental 
Procedures) 0 0 0

dd
. Child Dental Screenings/Exams 0 0 0

ee
.

Child Dental Services (including Emergency Dental 
Procedures) 0 0 0

Nutrition and Food/Meals (SRV 5ff-jj)
ff
. Skills Classes (Gardening, Cooking, Nutrition) 0 0 0

gg
. Community Gardening Activities 0 0 0

hh
.

Incentives (e.g. gift card for food preparation, 
rewards for participation, etc.) 10 0 52

ii
. Prepared Meals 0 0 0

jj
.

Food Distribution (Food Bags/Boxes, Food Share 
Program, Bags of Groceries) 0 0 32

Family Skills Development (SRV 5kk-mm)
kk
. Family Mentoring Sessions 0 0 0

ll
. Life Skills Coaching Sessions 0 0 0

mm
. Parenting Classes 0 0 0

Emergency Hygiene Assistance (SRV 5nn-oo)
nn
. Kits/boxes 0 0 0

oo
.

Hygiene Facility Utilizations (e.g. showers, 
toilets, sinks) 0 0 0

6. Civic Engagement and Community Involvement Services (SRV 6)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

Civic Engagement and Community Involvement Services (SRV 6a-f)

a. Voter Education and Access 0 0 0
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

6. Civic Engagement and Community Involvement Services (SRV 6)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

b. Leadership Training 0 0 0

c. Tri-partite Board Membership 0 0 0

d. Citizenship Classes 0 0 0

e. Getting Ahead Classes 0 0 0

f. Volunteer Training 0 0 0
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

7. Services Supporting Multiple Domains (SRV 7)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

Case Management (SRV 7a)

a. Case Management 26 0 125

Eligibility Determinations (SRV 7b)

b. Eligibility Determinations 112 0 1822

Referrals (SRV 7c)

c. Referrals 0 0 1

Transportation Services (SRV 7d)

d.
Transportation Services (e.g. bus passes, bus 
transport, support for auto purchase or repair; 
including emergency services)

0 0 0

Childcare (SRV 7e-f)

e. Child Care subsidies 0 0 0

f. Child Care payments 0 0 8

Eldercare (SRV 7g)

g. Day Centers 0 0 0

Identification Documents (SRV 7h-j)

h. Birth Certificate 0 0 0

i. Social Security Card 0 0 0

j. Driver's License 0 0 0

Re-Entry Services (SRV 7k)

k. Criminal Record Expungements 0 0 0

Immigration Support Services (SRV 7l)

l. Immigration Support Services (relocation, food, 
clothing) 0 0 0

Legal Assistance (includes emergency legal assistance) (SRV 7m)

m. Legal Assistance 0 0 0

Emergency Clothing Assistance (SRV 7n)

n. Emergency Clothing Assistance 0 0 0

Mediation/Customer Advocacy Interventions (SRV 7o)
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

7. Services Supporting Multiple Domains (SRV 7)
Unduplicated Number of 

Individuals Served
(#)

Monthly Adjusted Cumulative

o.
Mediation/Customer Advocacy Interventions (debt 
forgiveness, negotiations or issues with 
landlords, coordinating with other services or 
government)

0 0 0
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

Module 4. Section C. All Characteristics Report

Monthly Adjusted Cumulative

A. Total unduplicated number of all INDIVIDUALS about 
whom one or more characteristics were obtained: 221 0 3121

Monthly Adjusted Cumulative

B. Total unduplicated number of all HOUSEHOLDS about 
whom one or more characteristics were obtained: 98 0 1736

C. 1. Individual Level Characteristics: Gender

Monthly Adjusted Cumulative

Number of Individuals

a. Male 84 0 1026

b. Female 137 0 2095

d. Unknown/not reported 0 0 0

TOTAL 221 31210

C. 2. Individual Level Characteristics: Age
Number of Individuals

Monthly Adjusted Cumulative

a. 0-5 28 0 280

b. 6-13 52 0 525

c. 14-17 20 0 268

d. 18-24 13 0 130

e. 25-44 40 0 569

f. 45-54 17 0 257

g. 55-59 15 0 202

h. 60-64 14 0 249

i. 65-74 13 0 425

j. 75+ 9 0 216

k. Unknown/not reported 0 0 0

TOTAL 221 0 3121

Subrecipient:

Vendor ID: 17512320809

Community Services of Northeast 
Texas, Inc.

PO Box 427
LINDEN, TX  75563

Address:
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

   Education Levels: 1. ages 14-24
Number of Individuals

Monthly Adjusted Cumulative

a. Grades 0-8 2 0 77

b. Grades 9-12/Non-Graduate 27 0 248

c. High School Graduate 1 0 43

d. Equivalency Diploma 0 0 3

e. 12 grade + Some Post-Secondary 3 0 18

f. 2 or 4 years College Graduate 0 0 7

g. Graduate of other post-secondary school 0 0 0

h. Unknown/not reported 0 0 2

TOTAL 33 0 398

   Education Levels: 2. ages 25+
Number of Individuals

Monthly Adjusted Cumulative

a. Grades 0-8 1 0 34

b. Grades 9-12/Non-Graduate 26 0 293

c. High School Graduate 42 0 967

d. Equivalency Diploma 9 0 110

e. 12 grade + Some Post-Secondary 17 0 289

f. 2 or 4 years College Graduate 10 0 190

g. Graduate of other post-secondary school 1 0 11

h. Unknown/not reported 2 0 24

TOTAL 108 0 1918

C. 4. Disconnected Youth
Number of Individuals

Monthly Adjusted Cumulative

a. Youth ages 14-24 who are neither working or in 
school 6 0 34

Contract:

Contract Term:

61250004345

January 1, 2025 - December 31, 
2025

Contract 
Amount:

$ 436,850.00

July 2025Report 
Date:
Report 
Type:

Monthly

CFDA #: 93.569
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

C. 5. Health
Number of Individuals

Monthly Adjusted Cumulative

a. Disabling Condition

1. Yes 62 0 1248

2. No 159 0 1863

3. Unknown 0 0 10

b. Health Insurance*

1. Yes 162 0 2668

2. No 53 0 381

3. Unknown 6 0 72

c. Health Insurance Sources

1. Medicaid 149 0 1675

2. Medicare 47 0 938

3. State Children's Health Insurance Program 29 0 47

4. State Health Insurance for Adults 10 0 161

5. Military Health Care 6 0 25

6. Direct-Purchase 10 0 153

7. Employment Based 3 0 114

8. Unknown/not reported 1 0 8

TOTAL (c. Only) 255 0 3121

   Ethnicity/Race: A. Ethnicity
Number of Individuals

Monthly Adjusted Cumulative

a. Ethnicity

1. Hispanic, Latino or Spanish Origins 11 0 427

2. Not Hispanic, Latino or Spanish Origins 210 0 2682

3. Unknown/not reported 0 0 12

TOTAL 221 0 3121
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

   Ethnicity/Race: B. Race
Number of Individuals

Monthly Adjusted Cumulative

b. Race

1. American Indian or Alaska Native 0 0 14

2. Asian 0 0 3

3. Black or African American 147 0 2156

4. Native Hawaiian and Other Pacific Islander 0 0 1

5. White 62 0 830

6. Other 2 0 25

7. Multi-race (two or more of the above) 10 0 87

8. Unknown/not reported 0 0 5

TOTAL 221 0 3121

C. 7. Military Status
Number of Individuals

Monthly Adjusted Cumulative

a. Veteran 6 0 51

b. Active Military 0 0 0

c. Never Served in the Military 115 0 1981

d. Unknown/not reported 0 0 16

TOTAL 121 0 2048
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

C. 8. Work Status (Individuals 18+)
Number of Individuals

Monthly Adjusted Cumulative

a. Employed Full-Time 15 0 256

b. Employed Part-Time 10 0 106

c. Migrant Seasonal Farm Worker 0 0 0

d. Unemployed (Short-Term, 6 months or less) 3 0 70

e. Unemployed (Long-Term, more than 6 months) 0 0 75

f. Unemployed (Not in Labor Force) 92 0 1477

g. Retired 1 0 64

h. Unknown/not reported 0 0 0

TOTAL 121 0 2048

D. 9. Household Type
Number of Households

Monthly Adjusted Cumulative

a. Single Person 51 0 984

b. Two Adults NO Children 5 0 120

c. Single Parent Female 33 0 479

d. Single Parent Male 2 0 16

e. Two Parent Household 4 0 53

f. Non-related Adults with Children 0 0 0

g. Multigenerational Household 3 0 78

h. Other 0 0 6

i. Unknown/not reported 0 0 0

TOTAL 98 0 1736

D. 10. Household Size
Number of Households

Monthly Adjusted Cumulative

a. Single Person 51 0 984

b. Two 16 0 329

c. Three 10 0 209
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

D. 10. Household Size
Number of Households

Monthly Adjusted Cumulative

d. Four 12 0 129

e. Five 3 0 54

f. Six or more 4 0 25

g. Unknown/not reported 2 0 6

TOTAL 98 0 1736

D. 11. Housing
Number of Households

Monthly Adjusted Cumulative

a. Own 27 0 638

b. Rent 69 0 1082

c. Other permanent housing 0 0 0

d. Homeless 1 0 3

e. Other 1 0 4

f. Unknown/not reported 0 0 9

TOTAL 98 0 1736

D. 12. Level of Household Income
Number of Households

Monthly Adjusted Cumulative

a. Up to 50% 31 0 392

b. 51% to 75% 20 0 350

c. 76% to 100% 27 0 488

d. 101% to 125% 14 0 298

e. 126% to 150% 5 0 139

f. 151% to 175% 0 0 25

g. 176% to 200% 0 0 12

h. 201% to 250% 0 0 20

i. 251% and over 0 0 5
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

D. 12. Level of Household Income
Number of Households

Monthly Adjusted Cumulative

j. Unknown/not reported 1 0 7

TOTAL 98 0 1736

D. 13. Sources of Household Income
Number of Households

Monthly Adjusted Cumulative

a. Income from Employment Only 5 0 121

b. Income from Employment and Other Income Source 6 0 58

c. Income from Employment, Other Income Source, and 
Non-Cash Benefits 16 0 170

d. Income from Employment and Non-Cash Benefits 1 0 46

e. Other Income Source Only 25 0 425

f. Other Income Source and Non-Cash Benefits 35 0 798

g. No Income 8 0 85

h. Non-Cash Benefits Only 1 0 26

i. Unknown/not reported 1 0 7

TOTAL 98 0 1736

D. 14. Other Income Source
Number of Households

Monthly Adjusted Cumulative

a. TANF 0 0 18

b. Supplemental Security Income (SSI) 31 0 518

c. Social Security Disability Income (SSDI) 31 0 525

d. VA Service-Connected Disability Compensation 1 0 9

e. VA Non-Service Connected Disability Pension 0 0 1

f. Private Disability Insurance 47 0 806

g. Worker's Compensation 0 0 1

h. Retirement Income from Social Security 14 0 413

i. Pension 1 0 30

j. Child Support 0 0 52
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

D. 14. Other Income Source
Number of Households

Monthly Adjusted Cumulative

k. Alimony or other Spousal Support 0 0 1

l. Unemployment Insurance 0 0 9

m. EITC 0 0 0

n. Other 48 0 489

o. Unknown/not reported 0 0 6

TOTAL 173 0 2878

D. 15. Non-Cash Benefits
Number of Households

Monthly Adjusted Cumulative

a. SNAP 50 0 1016

b. WIC 0 0 0

c. LIHEAP 1 0 22

d. Housing Choice Voucher 0 0 0

e. Public Housing 1 0 1

f. Permanent Supportive Housing 0 0 0

g. HUD-VASH 0 0 0

h. Childcare Voucher 0 0 0

i. Affordable Care Act Subsidy 0 0 0

j. Other 1 0 8

k. Unknown/not reported 0 0 9

TOTAL 53 0 1056

E. Number of Individuals Not Included in the Totals Above (due to data collection 
system integration barriers)

Number of Individuals

Monthly Adjusted Cumulative

Please list the unduplicated number of INDIVIDUALS served in each program*:

TOTAL 0 0 0
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

F. Number of Households Not Included in the Totals Above (due to data collection 
system integration barriers)

Number of Households

Monthly Adjusted Cumulative

Please list the unduplicated number of HOUSEHOLDS served in each program*:

TOTAL 0 0 0
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

Module 5. Section A. People Working Towards Transitioning Out of Poverty

Monthly Adjusted Cumulative

1. People Working Towards Transitioning Out of Poverty

A. Number of unduplicated people working towards 
transitioning out of poverty. 0 0 40

2. People Transitioned Out of Poverty
Monthly Adjusted Cumulative

1.

Report the number of people (include all household 
members) who achieve a household income of 125% of 
the poverty level, or greater, through agency 
assistance and have been tracked for at least 90 
days.  These clients must have been tracked for 90 
days and documentation kept on services provided, 
follow-up conducted, and income documented.

0 0 3

3. Board Seats by Sector/Bylaws
Monthly

1. Poverty 4

2. Public Officials 4

3. Private Organizations 4

TOTAL 12

4. Board Vacancies by Sector
Monthly

1. Poverty 0

2. Public Officials 0

3. Private Organizations 0

TOTAL 0

5. People Served By County
Monthly Adjusted Cumulative

37 BOWIE 51 0 670

63 CAMP 6 0 169

67 CASS 32 0 447

119 DELTA 6 0 31
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TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Community Services Block Grant Performance Report

5. People Served By County
Monthly Adjusted Cumulative

159 FRANKLIN 0 0 59

223 HOPKINS 9 0 149

277 LAMAR 33 0 385

315 MARION 7 0 188

343 MORRIS 16 0 324

379 RAINS 0 0 12

387 RED RIVER 9 0 233

449 TITUS 52 0 454

TOTAL 221 0 3121

APPROVAL
Preparer Approval: zzaperales Approved On: 08/18/2025 15:09 PM

Department Approval: khodges Approved On: 08/18/2025 15:21 PM
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Strategic Plan Update

SWOT Analysis

2024 Update 2025 Update 2024 Update 2025 Update 2024 Update 2025 Update 2024 Update 2025 Update

We are 
currently 
researching 
other retirement 
plans to 
implement. The 
current plan has 
numerous fees 
that were not 
disclosed.

We have 
obtained a new 
retirement plan 
and will offer a 
company match 
beginning in 
January 2026. 
Turnover went 
from 33% to 
18.5%.

IT Coordinator 
retired. We 
currently have a 
new IT 
Coordinator and 
we are still 
searching for an 
IT Assistant.

We have a stable 
IT Coordinator 
and will start the 
new search for 
an IT Assistant 
in September 
2025.

Outreach and 
partnerships 
continue to 
increase, 
especially with 
the Reentry 
Pilot Program.

Outreach and 
partnerships 
continue to 
increase.

Key Strategic Issues

Strategic Issue
What makes it a 
strategic issue?

Consequences of not 
addressing issue Benefits of addressing issue

Steps to address 
issue 2025 Update

Effective Program 
Outcomes (CSBG 
TOPS)

Funder Requirement

Clients being 
underserved and 
missed opportunities 
for the agency.

Providing a holistic approach 
to clients needs. 

Monthly program 
evaluation

Increased service 
opportunities. 

Continued training 
on how to properly 
identify TOPS 
clients. 
Seek partnerships 
to provide 
additional 
resources to 
clients. 

Board Member 
Retention

Federal Requirement If we do not have the 
required number of 
board members, we 
could lose our CSBG 
funding. 

The ability to meet quorum. 

Having a full board allows 
for more community 
engagement. 

Having a full board holds the 
agency accountable. 

Better selection 
critera. 

Encourage 
committee 
participation. 

Board Member retainment and 
retention is no longer a struggle.

Goals, Objectives, Strategies, and Outcomes

Type of Goal 
(Agency, Family, or 
Community):

CSBG TOPS program 2024 Update 2025 Update

#1 Goal:
The agency transitioning goal is 17. 
Currently, 30 individuals are enrolled and 10 
individuals have transitioned. We expect to 
meet the goal by the end of December 2024. 

The agency transitioning goal is 17. 
Currently, 60 individuals are enrolled and 3 
individuals have transitioned. We expect that 
we will meet our goal by the end of 
December 2025.

Strategy:
Case Managers have successfully enrolled 
30 individuals in the CSBG TOPS program.

Case Managers have successfully enrolled 
over 60 individuals in the CSBG TOPS 
program.

CSNT continues to 
keep up with the 
demographic 
changes and needs 
in the service area.

All strengths continue to be 
consistent toward 

continued growth. The 
upward momentum of the 
agency's growth continues 

to be encouraging.

Board meetings 
are averaging an 

hour or less. 
Board retention 

continues to 
improve.

Meet the agency transitioning goal

Provide continued training to the Case Managers enabling them to better identify clients to enroll in the program and help them successfully transition 
the household.

Agency Area to Address:

CSNT continues to 
keep up with the 
demographic changes 
and needs in the 
service area.

All strengths continue to be 
consistent toward 

continued growth. The 
upward momentum of the 
agency's growth continues 

to be encouraging.

We have rebranded our CSBG 
TOPS Program as the Family 
Empowerment Program. We have 
added Family Empowerment 
Advocates to our Head Start 
campuses to assist more individuals 
and families in becoming self-
sufficient.

Offer a company matched retirement plan. 

Small I.T. Department Budget for a larger I.T. department. 

Partnerships Focus on more outreach opportunities that will allow us the 
ability to find more partnership possibilities.

Our new COO 
(formerly DED) has 
been in place for 11 
months. Plans are in 

place to begin 
fundraising. 

THREATS
External Threats Options to Take to Overcome Threats

Demographic Changes CNA will allow us to keep up with those 
changes and needs.

Array of programs and services addressing key needs Continue to match clients with the appropriate program(s) to provide them with the 
assistance that best meets their needs. 

 Single Audit Issues Continue to maintain accurate financial records. 

WEAKNESSES
Areas of Weakness Options to Overcome Weaknesses

Board Member Retention Work towards shortening the meetings.  Better selection 
criteria. 

Staff Retention (HS)

Staff Retention (CS) Continue to provide open line of communication with Case Managers. Continue to 
provide support in areas needed. 

Customer Service Continue to provide excellent customer service.  Continue to know our areas and 
outside resources to assist clients. 

Client Satisfaction Continue to be clear and concise with the clients. Continue to send out client 
satisfaction surveys to all clients. 

Board meetings 
are averaging an 

hour or less. 
Board retention 
has improved.

Plans for a Director of 
Marketing and 

Development changed. 
We will hire a new 
Deputy Executive 

Director in late 2024.

Funder Requirements Continue to follow the TAC and stay up to date with what is required. 

STRENGTHS
Areas of Strength Options to Take Advantage of Strengths

Compliance Findings Continue to train case managers to follow TAC.

OPPORTUNITIES
External Opportunities Options to Take Advantage of Opportunities

Unrestricted Funding Go to counties and speak with them about 
donations and fundraising.
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11.86% 28

3.81% 9

6.78% 16

27.54% 65

50.00% 118

Q1
The program and my participation in it has been fully explained to me.
Answered: 236
 Skipped: 1

TOTAL 236
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78.61% 158

21.39% 43

Q2
Would you like to answer three additional questions on this topic?
Answered: 201
 Skipped: 36

TOTAL 201
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92.97% 172

7.03% 13

Q3
I knew what services I needed before I applied for assistance.
Answered: 185
 Skipped: 52

TOTAL 185
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85.71% 156

14.29% 26

Q4
My Case Manager was very good at explaining the programs to me.
Answered: 182
 Skipped: 55

TOTAL 182
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87.50% 161

12.50% 23

Q5
I know what is expected of me with regard to this program.
Answered: 184
 Skipped: 53

TOTAL 184

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Yes

No

ANSWER CHOICES RESPONSES

Yes

No



Customer Experience Survey

6 / 48

9.09% 19

1.91% 4

9.09% 19

24.40% 51

55.50% 116

Q6
Because of the program, I am better able to provide for myself and my
household.

Answered: 209
 Skipped: 28

TOTAL 209
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73.03% 130

26.97% 48

Q7
Would you like to answer three additional questions on this topic?
Answered: 178
 Skipped: 59

TOTAL 178
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90.80% 148

9.20% 15

Q8
Getting help makes me think about making better decisions.
Answered: 163
 Skipped: 74

TOTAL 163
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93.29% 153

6.71% 11

Q9
I experience less fear knowing there is help available.
Answered: 164
 Skipped: 73

TOTAL 164
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96.32% 157

3.68% 6

Q10
I am better at knowing what my family needs.
Answered: 163
 Skipped: 74

TOTAL 163
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8.78% 18

3.90% 8

9.76% 20

30.24% 62

47.32% 97

Q11
This program has taught me to find services I need.
Answered: 205
 Skipped: 32

TOTAL 205
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64.97% 115

35.03% 62

Q12
Would you like to answer three additional questions on this topic?
Answered: 177
 Skipped: 60

TOTAL 177
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73.65% 109

26.35% 39

Q13
I have learned about new services available to me.
Answered: 148
 Skipped: 89

TOTAL 148
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76.00% 114

24.00% 36

Q14
I have learned about new organizations that help people.
Answered: 150
 Skipped: 87

TOTAL 150
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58.28% 88

41.72% 63

Q15
Sometimes I search online and find help that I need.
Answered: 151
 Skipped: 86

TOTAL 151
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5.15% 10

2.58% 5

27.32% 53

30.41% 59

34.54% 67

Q16
Because of the program, I am better at problem solving.
Answered: 194
 Skipped: 43

TOTAL 194
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57.76% 93

42.24% 68

Q17
Would you like to answer three additional questions on this topic?
Answered: 161
 Skipped: 76

TOTAL 161
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72.66% 93

27.34% 35

Q18
I see my household in a different way now.
Answered: 128
 Skipped: 109

TOTAL 128
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98.47% 129

1.53% 2

Q19
I consider my options before making decisions.
Answered: 131
 Skipped: 106

TOTAL 131
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78.46% 102

21.54% 28

Q20
Sometimes I ask advice from someone I trust before I make a
decision.

Answered: 130
 Skipped: 107

TOTAL 130
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4.76% 9

3.70% 7

16.40% 31

31.75% 60

43.39% 82

Q21
Because of the program, I am better at keeping a budget.
Answered: 189
 Skipped: 48
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59.15% 97

40.85% 67

Q22
Would you like to answer three additional questions on this topic?
Answered: 164
 Skipped: 73

TOTAL 164
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21.60% 27

78.40% 98

Q23
I have been able to add to my savings.
Answered: 125
 Skipped: 112

TOTAL 125
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50.77% 66

49.23% 64

Q24
Sometimes I have a little money left at the end of the month.
Answered: 130
 Skipped: 107
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86.72% 111

13.28% 17

Q25
It's still tough, but I'm staying within my budget.
Answered: 128
 Skipped: 109
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Q26
I can speak openly and honestly with my Case Manager.
Answered: 195
 Skipped: 42
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53.90% 83

46.10% 71

Q27
Would you like to answer three additional questions on this topic?
Answered: 154
 Skipped: 83

TOTAL 154
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89.57% 103

10.43% 12

Q28
My case manager seems to understand my issues.
Answered: 115
 Skipped: 122
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89.66% 104

10.34% 12

Q29
I am confident that my case manager doesn't discuss my issues with
others.

Answered: 116
 Skipped: 121

TOTAL 116
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91.67% 110

8.33% 10

Q30
Being open and honest with my case manager has helped my
situation.

Answered: 120
 Skipped: 117
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7.85% 15

1.57% 3

9.95% 19

28.27% 54

52.36% 100

Q31
My Case Manager listens to me and is genuinely interested in helping
me.

Answered: 191
 Skipped: 46
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48.45% 78

51.55% 83

Q32
Would you like to answer three additional questions on this topic?
Answered: 161
 Skipped: 76
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36.19% 38

63.81% 67

Q33
Sometimes I feel like I'm the only family my case manager works
with.

Answered: 105
 Skipped: 132
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48.00% 48

52.00% 52

Q34
My case manager doesn't rush me out of their office.
Answered: 100
 Skipped: 137
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87.74% 93

12.26% 13

Q35
My case manager knows my household issues and really cares about
them.

Answered: 106
 Skipped: 131
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10.22% 19

9.68% 18
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40.86% 76

Q36
My Case Manager was reasonably accessible when I tried to contact
them.

Answered: 186
 Skipped: 51
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48.34% 73
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Q37
Would you like to answer three additional questions on this topic?
Answered: 151
 Skipped: 86
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66.96% 77

33.04% 38

Q38
I can get through when I call.
Answered: 115
 Skipped: 122
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80.53% 91

19.47% 22

Q39
My case manager is really good at calling me back.
Answered: 113
 Skipped: 124
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82.88% 92

17.12% 19

Q40
My case manager takes their time with me, even on the phone.
Answered: 111
 Skipped: 126
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Q41
My Case Manager was able to help me find the services I needed.
Answered: 180
 Skipped: 57

TOTAL 180

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Strongly
Disagree

Disagree

Not Sure

Agree

Strongly Agree

ANSWER CHOICES RESPONSES

Strongly Disagree

Disagree

Not Sure

Agree

Strongly Agree



Customer Experience Survey

42 / 48

48.99% 73

51.01% 76

Q42
Would you like to answer three additional questions on this topic?
Answered: 149
 Skipped: 88
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89.38% 101

10.62% 12

Q43
My case manager knew what I needed and helped me get it.
Answered: 113
 Skipped: 124
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25.23% 28

74.77% 83

Q44
I had to go somewhere else for help, but my case manager knew right
where to send me.

Answered: 111
 Skipped: 126
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93.16% 109

6.84% 8

Q45
I actually received the help I needed.
Answered: 117
 Skipped: 120
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Q46
In which county did you receive services?
Answered: 190
 Skipped: 47
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Q47
Please enter any additional comments you may have.
Answered: 77
 Skipped: 160



Programs operated and counties served:
Head Start Preschool

Operated in four counties
Bowie Camp Cass Morris

Early Head Start
Operated in one county

Cass

Children/Adult Care Food Program
Operated in four counties

Bowie Camp Cass Morris

Community Services Block Grant
Operated in twelve counties

Bowie Camp Cass Delta Franklin Marion Hopkins Lamar Morris Rains Red River Titus

Comprehensive Energy Assistance Program
Operated in twelve counties

Bowie Camp Cass Delta Franklin Marion Hopkins Lamar Morris Rains Red River Titus

Food Banks
Operated in one county

Titus

Salvation Army
Operated in two counties

Cass

Tenant Based Rental Assistance
Operated in twelve counties

Bowie Camp Cass Delta Franklin Marion Hopkins Lamar Morris Rains Red River Titus

Targeting Local Communities (TLC)
Operated in twelve counties

Bowie Camp Cass Delta Franklin Marion Hopkins Lamar Morris Rains Red River Titus

Offices, occupied buildings, and locations of operation in the following cities:

Atlanta Hughes Springs Mount Pleasant
Bloomburg Linden
Daingerfield Texarkana
Pittsburg Jefferson



Community Services of Northeast Texas, Inc. currently employs 88 employees.  The total payroll for
fiscal year ending September 30, 2024 was over $4 million.

CSNT, Inc. currently operates in 9 locations in a twelve county area.  Eight of the locations operate
the Head Start Preschool program.  Early Head Start is provided at one of the eight Head Start locations.  CSNT has the ability to provide certain services in additional counties.

 
Revenue

Federal Awards
Head Start Preschool $
Early Head Start 269,268
Head Start - C-5 (ARP/CARES) 0
Head Start - C-6 (CRRSA) 0
Community Services Block Grant
Community Services Block Grant - DISCRETIONARY 27,000
Comprehensive Energy Assistance Program
Comprehensive Energy Assistance Program - SUPPLEMENTAL 151,952
Tenant Based Rental Assistance Program 186,218
Share the Warmth 25,000

Fee-for-service contracts
Veterans Services Now
USDA-CACFP

Private & State Funds
Upshur Rural 4,618
Salvation Army
Targeting Local Communities
Cash Donations 38,930
In-kind donations
Total revenue all categories $

Community Services of Northeast Texas, Inc. is a 501(c)3 charity, and as such retains no earnings
from Federal awards, and all revenues are expended according to federal, state, and local regulations.

Expenditures

CSBG CEAP All others Org. Total

186,655 112,902 203,138 3,539,863
36,151 16,753 56,092 806,650
10,776 3,431 13423 115,686

4,056 2,838 -32,760 54,604
5,973 -567 41,611 232,032

0 0 0 0
36,625 25,517 101,720 486,656

160,467 2,949,114 1,258,169 6,119,223
440,703 3,109,989 1,641,393 11,354,715

1 For Head Start, this line item includes vehicles and equipment over the cost of $5,000
2 Supplies in 'all others' includes all consumable and food costs for the nutrition programs
3 This line item is for contracted services outside the normal scope of program operation

Direct assistance services to, or on behalf of clients 254,664

Personnel
Fringe Benefits

2,892,808

Travel
Equipment1

Supplies2

87,776

Contractual services3

Indirect Costs
Other (rent, utilities, operating expenses)4

303,456

5,907,966

19,339

144,360
667,798 29,856

22,496

4,533,387

436,850

3,079,843

57,325
193,415

2,333

Early Head Start

10,504,044

1,600

281
79,518 952

162,518

1,496,305

0 0

Head Start Preschool

37,3811,714,092



4 The 'Other' category is used for all programs to include non-delineable items including, but not limited to rent, space
costs, utilities, telephone, publications, fees, printing, legal, audit, insurance, fuel, repairs, travel costs not previously
stated, building maintenance, safety costs, memberships, and all other standard operating costs.



Note: Revenue amounts represent program funding; expense amounts represent fiscal
 year amounts and may not equal entire program funding amounts

PROPOSED BUDGETS 

HEAD START/EARLY HEAD START SERVICE DATA

Total number of children to be served based on Head Start/Early Head Start funding 481

Average number of children served daily (Head Start/Early Head Start) HS 465

Average monthly enrollment (as a percentage of funded enrollment HS/EHS)  HS 89%

Percentage of eligible children served (Head Start/Early Head Start) HS 73%

Household Crisis
Utility Assistance
Program Services
Travel

Total

Contractual
Other
Indirect Costs

Total 

Comprehensive Energy Assistance Program
Administration

Community Services Block Grant
Personnel
Fringe Benefits
Travel
Equipment
Supplies

200

34,136

Early Head Start

150,020$                                        
47,931

2,190
0

Other (4120)

Indirect Costs
Total 

631

554,788

Personnel
Fringe Benefits
Travel (4120)
Equipment
Supplies (4122)
Supplies

Supplies (4122)
Supplies
Contractual
Facilities / Construction
Other (4120)
Other (4122)

Head Start Preschool

Personnel
Fringe Benefits
Travel (4120)
Equipment

10,000
140,000

11,000
0

20,924

269,268$                                        

0
29,750

550,605

4,533,208$                                                             

0
2,867

Total 

Other (4122)

652,019
2,040,749$                                                             

62,317
142,703$                                          

155,000
399,666

1,123,528

2,795,819$                              
2,500

344,405

Contractual
Facilities / Construction

10,640
198

15,746
16

145,331

1,123,528

66,521
443,471$                                          

201,858$                                 



RECENT REVIEWS

The most recent review of the Head Start program revealed the following findings:

Comprehensive Education and Child Development Services - (No areas of non-compliance)

Health & Safety - (No areas of non-compliance)

Classroom Assessment Scoring System - Results within the benchmarks set by Head Start

Family and Community Engagement - (No areas of non-compliance)  

Eligibility, Recruitment, Selection, Enrollment, Attendance (ERSEA) (no areas of non-compliance) 

Fiscal Infrastructure - (No areas of non-compliance)

Leadership, Governance, and Management Systems - (No areas of non-complaince/one are of concern in supporting  
teachers in promoting school readiness by having specified degrees or courses)  

The most recent audit of Community Services of Northeast Texas, Inc. revealed the following:

Material weakness identified in financial reporting NO

Material weakness identified in control over federal awards NO

Significant deficiencies identified NONE

Audit findings required to be reported under 45 CFR Part 75 & 45 CFR Part 200 NONE

Auditee qualified as a low-risk auditee YES

Financial findings and questioned costs NONE

Broker's Opinion:
Frank Lanier, Broker Lic 279164
East Texas Realty
108 E Rush Street P.O. Box 509
Linden TX 75563
903-756-7781
620-431-6342

HEAD START MEDICAL AND DENTAL SERVICE INFORMATION

Percentage of enrolled children up-to-date on schedule of age HS 86% EHS 92%
appropriate preventive and primary health care (Head Start/Early Head Start)

Percentage of enrolled children receiving dental exams (Head Start/Early Head Start) HS 94% EHS 100%

Percentage of enrolled children with up-to-date immunizations (Head Start/Early Head Start) HS 98% EHS 100%

Percentage of enrolled children with an IEP (Head Start/Early Head Start) (Received Waiver) HS 7.38% EHS 12.50%



PARENT ENGAGEMENT ACTIVITIES

      CSNT, Inc. Head Start/Early Head Start coordinates the following activities to promote parent involvement:
• Parent Committee Meetings
• Parent Trainings and Activities
• Monthly Policy Council Meetings
• Volunteering in classrooms
• Budget management training
• Job search and counseling from local colleges
• Local college and universities financial aid training
• Partnering with Local Food Banks 
• Implementation of Mental Health/Wellness Programs
• Partnering with ISDs in providing parent activities  
• Participation in local community activities such as breast cancer awareness and walk-a-thons   
• Implementation of Familiy Activities such as Souper Bowl Activities  

PREPARING CHILDREN FOR KINDERGARTEN

      CSNT, Inc. Head Start/Early Head Start engages in the following efforts to prepare children for public school:
• Provide a variety of learning styles and skill levels for school readiness
• Provide opportunities for children to be independent and self-directed
• Provide 'hands-on' activities
• Establish healthy eating habits and proper lunchtime procedures 
• Provide orientation to Kindergarten Campus (when applicable)
• Track and analyaze data on each child's development using state-adopted, research-based assessments
• Allow children to make a smooth transition into kindergarten, Head Start Preschool, or other receiving program
• Coordinate with school districts and receiving programs for records needed
• Initiate communication between Early Head Start, Head Start Preschool, and receiving program staff
• Initiate joint training with Head Start Preschool/Early Head Start teachers and receiving program staff
• Provide parent-teacher communication for children transitioning out of program

EFFORTS IN BUILDING SCHOOL READINESS

      CSNT, Inc. Head Start engages in the following efforts to prepare children for public school:
• Participation in the Texas Kindergarten Readiness System
• Implementation of the Texas Pre-K Guidelines and the Head Start Early Learning Outcomes Framework
• Implementation of a state-adopted, developmentally appropriate, research-based curriculum 
• At least 15 hours of classroom-focused professional development annaully for teachers
• Implementation of the Classroom Assessment Scoring System 
• Implementation of Campus School Readiness Teams
• Monitoring of school readiness goals
• Partnerships with local education agencies
• Assessment systems that track data on a student's progress on a continuum  
• Creation of student progress reports based on data 





2024/2025 SCHOOL READINESS GOALS - Head Start (3/4-Year-Olds)
Area Assessed Progress

Social & Emotional Development 95%

90%

Approaches to Learning 90%
Language and Literacy

Cognitive Mathematics Development 83%

Parent Involvement Goals
91%

2023/2024 SCHOOL READINESS GOALS - Early Head Start
Area Assessed Progress

Social & Emotional Development
87%

100%

Language and Literacy

Cognitive Mathematics Development 90%

Parent Involvement Goals
91%

2024/2025 Student Assessment Data - Head Start (3/4-Year-Olds) *Texarkana Pre-School Not Included in This Data - See TISD Preschool Data

3-yr-old 4-yr-old Disability Dual Language
Approaches to Learning 86% 94% 80% 88%
Perceptual Motor & Physical 83% 93% 60% 84%
Social Studies 86% 83% 80% 92%
Rapid Letter Naming 58% 78% 80% 48%
Rapid Vocabulary 88% 82% 80% 76%
Phonological Awareness 75% 73% 40% 64%
Mathematics 83% 83% 60% 80%
Social-Emotional 86% 83% 80% 92%
Science 83% 82% 60% 68%

2024/2025 Student Assessment Data - Early Head Start

Infants

Toddler
s

12-18
Months

Toddlers
18-24

Months
Pre-school 

Entry Disability Dual Language
Language & Literacy NA NA NA 81% 100% 100%
Mathematics NA NA NA 88% 100% 100%
Social - Emotional NA NA NA 81% 100% 100%

Children will learn and begin to use Math Concepts.

Children will demonstrate control of large and small muscles for movement, coordination and 
balance.

83%

87%

Perceptual, Motor, and Physical 
Development

Perceptual, Motor, and Physical 
Development

% - Proficient at end of school year in each area 
of CIRCLE Assessment

Goal

Children will learn and begin to use Math Concepts.

Children will demonstrate the ability to interact with peers, cooperatate, and solve social 
problems.

Children will demonstrate a positive approach to learning. 

Families will work with child/children to complete weekly home activities. 

Children will demonstrate control of large and small muscles for movement, coordination and 
balance.

Children will develop strong receptive and expressive language skills.
Children will learn and demonstrate alphabet knowledge.

% - Proficient at end of the school year in each area

Children will demonstrate the ability to interact with peers, cooperatate, and solve social 
problems.

Goal

Families will work with child/children to complete weekly home activities. 

Children will develop strong receptive and expressive language skills.
Children will learn and demonstrate alphabet knowledge.



Health & Motor NA NA NA 88% 100% 100%

Number of persons receiving salary more than $50,000 4

Federal minimum wage $ 7.25 per hour
Agency internal minimum wage $12.00 per hour
Head Start internal minimum wage $12.00 per hour

Community Service Division
           Clients Served 2024

CSBG 3,280
Energy Assistance
Salvation Army

CSNT, Inc. is an equal opportunity employer.

For an employment application, visit our website:   www.csntexas.org 

3,212
95



Program Admin Assistance Salary Fringe Travel Training Equipment Contractual Supplies Indirect Other Total
HS Preschool 2,277,370.00 659,071.00 10,000.00 30,381.00 10,000.00 291,066.00 210,000.00 396,943.00 648,556.00 4,533,387.00
EHS 147,373.00 42,650.00 2,190.00 3,067.00 17,850.00 23,737.00 32,401.00 269,268.00
CACFP 193,415.00 193,415.00
CSBG 29,957.16 202,460.16 63,698.46 9,967.50 6,385.00 3,266.00 15,746.00 43,685.00 61,684.72 436,850.00
CSBG Discretionary 0.00
CSBG Reentry 81,280.00 8,720.00 10,000.00 100,000.00
CEAP 56,000.00 2,247,056.00 223,520.00 60,000.00 2,500.00 145,858.00 60,885.00 2,795,819.00
CEAP Supplemental 0.00 86,470.00 13,254.00 7,760.00 107,484.00
TBRA Reservation 506,643.00 506,643.00
Totals $56,000.00 $2,951,406.16 $2,872,697.16 $825,419.46 $24,657.50 $33,448.00 $16,385.00 $294,332.00 $243,596.00 $627,983.00 $996,941.72 $8,942,866.00

Agency-Wide Budget 
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