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	Resource
	Calendar of specific actions to be taken by the board of directors of a nonprofit Community Action Agency (CAA) with a Head Start program

	Intended Audience
	Board chairs of a nonprofit CAA with a Head Start program; staff liaisons to the board who help manage board meeting agendas

	Legal Requirements
	CSBG Organizational Standards (multiple standards)
Head Start Act (multiple provisions)
Head Start Performance Standards (multiple standards)

	Recommended Use
	Use this template to create a board calendar to track required board actions and plan future board meeting agendas



Introduction

Under the federal Community Services Block Grant (CSBG) Act and Head Start Act, the board of directors of a Community Action Agency (CAA) that receives Head Start funding is required to take certain actions in the course of administering the funding. Developing a board calendar that maps out actions that have to be taken, as well as when and how frequently the board has to take action, can help board chairs and staff liaisons to the board manage the board’s upcoming meeting schedules.

This Shared Calendar of CSBG and Head Start Required Board Actions is intended to help nonprofit CAAs internally plan and track what actions must be taken and when. The calendar lists the CSBG Organizational Standards for nonprofit CAAs as well as the Head Start requirements that specifically require review, approval, or other action by the governing board. Each standard or requirement is categorized into one of six categories:

	☐ Maintain
☐ More Frequent Than Annual/As Needed
☐ Annually
☐ Every 2 years
☐ Every 3 years
☐ Every 5 years

What are the legal requirements?

· CSBG Organizational Standards (multiple): Many Standards require the board to take specific action, such as approving a policy or decision, or reviewing a strategic plan or results of an organizational audit.

· The federal CSBG Act, 42 U.S.C. § 9910(a)(1), requires a nonprofit CAA to “administer the community services block grant program through a tripartite board…that fully participates in the development, planning, implementation, and evaluation of the program to serve low-income communities.” 42 U.S.C. § 9910(b)(1) similarly requires a public CAA to “administer the community services block grant through” either a tripartite board or another mechanism specified by the state. 

· Section 642(c)(1)(A) of the Head Start Act (42 U.S.C. § 9837(c)(1)(A)), requires the governing body to have legal and fiscal responsibility for the Head Start agency. The Head Start Act requires that the board take certain actions to fulfill its duties to oversee the agency.

· Head Start Performance Standards, 45 C.F.R. Part 1301 generally defaults to the Head Start Act with respect to the governing body’s responsibilities; however a few specific responsibilities are addressed in this Part that expand upon the requirements in the Act, such as developing impasse procedures and requiring training and orientation of governing body members.

· Head Start Performance Standards, 45 C.F.R. §§ 1302.12, .20, .101, .102 each include governing body responsibilities which generally address trainings on program eligibility requirements, conversion of slots, program data management, establishment and assessment of goals and measurable objectives, monitoring of program performance, and compliance with child abuse and neglect and sex offender laws.

How should a CAA use this resource?

A CAA’s board should first use this template to familiarize its members with the actions the CAA is legally required to perform under the CSBG and Head Start Acts. The board should also consider reviewing other awards the CAA receives and adding other actions required by those funding sources. The board chair, working with a staff liaison to the board, should then use this calendar to plan for future board meetings. The board should also designate a committee, such as the executive or governance committee, to work with a staff liaison to oversee compliance with each of the board actions. The committee would track compliance, determine what information is needed for action to be taken, and work with the staff liaison to obtain the necessary information.

For example, knowing that board members must sign a conflict of interest policy every two years, the committee and staff liaison could plan to distribute the conflict of interest policy before the first board meeting every other year and ask board members to bring a signed copy to the meeting. As another example, CSBG Organizational Standard 7.1 requires the CAA to have its personnel policies reviewed every five years by an attorney and then approved by the board. Head Start also requires the board to approve its personnel policies and procedures, but doesn’t require a specific timeframe to do so. Thus, the board calendar template lists these two board requirements side-by-side, to remind CAAs to get board approval for CSBG as well as Head Start purpose at the same time.


This training material was created in collaboration with Community Action Legal Services (CAPLAW) and the Community Action Partnership (Partnership). This publication was created by National Association of Community Action Agencies - Community Action Partnership in the performance of the U.S. Department of Human Services, Administration for Children and Families, Office of Community Services Grant Number 90ET0465. Any opinion, findings, and conclusions, or recommendations expressed in this material are those of the authors and do not necessarily reflect the views of the U.S. Department of Health and Human Services, Administration for Children and Families.
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