PERFORMANCE STANDARDS

ADMINISTRATIVE DUTIES

These duties are a guide for your agency to develop your administrative capacity.  BVCOG expects to find that the agency is incorporating everything listed into its administration.  Monitors will ask to see all or part of the following at any time during a site review.

Board of Directors

The agency has a board of directors that fulfills its responsibilities (policy setting, long-term and strategic planning, fundraising, budget adoption and fiscal oversight, program oversight, personnel functions related to the position of Executive Director).

The board:
•
opens all meetings to the public (except executive sessions);

•
has a procedure for recruiting new board members’

•
contains diversity of skills and representation of various communities;

•
ensures that new members receive orientation about the agency and about their roles and responsibilities;

•
meets at least quarterly, and more often as necessary;

•
has officers and committees needed to carry out its work;

•
has operating bylaws that govern its operations;

•
has printed copies of meeting minutes that are reviewed and approved;

•
has a procedure for evaluating the performance of the Executive Director at least annually;

•
has committees that meet on a regular basis and report back to the full board;

•
reviews financial statements at each regular meeting;

•
reviews program data/information at each regular meeting;

•
approves an annual budget, considers budget variances, and approves any necessary amendments;

•
review independent financial audits for the agency and the subcontractors; 

•
views Texas Department of Health’s video on Legal and Fiscal Responsibilities for Non-Profit Board of Directors and members sign a form to say that they have viewed this.  

Personnel:

The agency maintains personnel files for each staff member that contain:

•
a job application

•
confirmation of hiring

•
job description

•
I-9 form

•
payroll information (may be kept in separate file)

•
documentation of orientation and training received

•
documentation of disciplinary action

•
performance evaluation

There are procedures for:

•
conducting new employee orientation

•
conducting employee performance evaluation

•
recruiting, interviewing and hiring new staff

•
complying with the Fair Labor and Standards

•
processing staff grievances

Evaluation/Data Quality Assurance

The Staff:

•
prepare program data and information to present to the Board of Directors at regular meetings;

•
collect client satisfaction information on at least an annual basis and use this information in reviewing programs;

•
provide results of and responses to funding source monitoring or evaluation reports to the Board of Directors.

Financial Management

The Executive Director, Financial Manager, and/or Board Treasurer

•
review the general ledger and financial statements on a monthly (or at least quarterly) basis to ensure accuracy and a tool for budget/grants management;

•
review budget variances on a regular basis as a tool for budget/grants management and necessary budget amendments.

The Board of Directors has a Treasurer and/or Finance committee that routinely reviews financial statements, budgets, budget variances, etc.; provides the full board with reports or information; and provides the staff with any needed technical assistance in these areas.

The staff prepares a draft annual operation budget for the consideration of the Board of Directors.

The agency has a procedure for any subcontractor to follow in submitting billings or vouchers to the agency.

The agency has a fundraising plan established by the Board of Director and/or staff.

Policies and Procedures

The agency maintains a current policies and procedures manual or file.

Physical Facility

The agency’s facility(ies) is accessible to the disabled in the following ways:

•
clients should be able to obtain all services in areas of the facility that are accessible by wheelchair (rams or elevators, no steps);

•
there should be an accessible restroom for handicapped persons;

•
an appropriate number of handicapped parking places are available in a convenient location near an accessible entrance.  These are well marked;

•
there is an accessible access to the building through an entrance that has no steps or has a gently sloping ramp.  Ramps of longer than six feet should have railings on both sides and be wide enough to accommodate a wheelchair;

•
interior and exterior doors should have at least 32-inch clear openings;

•
interior corridors should be wide enough for a wheelchair and should be free of obstruction;

•
the agency should have a TDD (telecommunications device for the deaf);

•
the agency should have access to an interpreter for the deaf as needed.

We have placed the guidelines above into our administrative format for our agency.

Signed:______________________________________ Title: ___________________

Date:_______________________________________
