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	Policy ID:
 1.1.1
	Title:  Board Membership Requirements 

	Policy:   The Cedar Valley’s Promise Board shall meet all State Board membership requirements.

	Definitions:  Per Iowa Code, Chapter 256I.7, and 1(a): The members of an area board shall be elected officials or members of the public who are not employed by a provider of services to or for the area board. In addition, the membership of an area board shall include representation from early care, education, health, human services, business, and faith interests, and at least one parent, grandparent, or guardian of a child from zero through age five. 

Also, per Iowa Code, Chapter 69.16A: All appointive boards, commissions, committees, and councils of the state established by the Code, if not otherwise provided by law, shall be gender balanced.

Members of the public/citizen representative - an individual that is not an elected official or paid staff member of an agency whose services fall under the plan or purview of the community board either directly or indirectly.

Education, health, human services - individuals that have knowledge in these areas.

Business - an individual representing the required perspective of business.

Faith - an individual representing the required perspective of faith.

Parent, guardian, grandparent - a parent or primary caregiver of a child, including grandparents or other relatives of the child, and foster parents, who are serving as the child’s primary caregiver from birth to kindergarten entry, and including a noncustodial parent who has an ongoing relationship with, and at times provides physical care for the child.

	Procedures:

· The Board shall be composed of no fewer than seven (7) or more than twenty-three (23) Directors.  The Board will determine board size at the Annual meetings.

· Members at a miniumum will be representative of one (1) education, one (1) health, one (1) human services, one (1) business, one (1) faith, and one (1) parent, guardian, or grandparent who is a primary caregiver of child age 0-5.
· The Board will strive to be conscientious of having too many members representing an organization or specific field of expertise.
· In addition to the membership representation requirements, the Board will seek to have gender balance on the Board and will take this factor into consideration during recruitment of new Board members.
· Vacancies in Board membership for required representation will be filled as soon as possible by the Board.  The Board Chair will place a Nomination Committee who will do a search and bring potential nominees to the Board  for confirmation and seating.

	Effective Date: 5/21/20
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.2
	Title:  Board Members Roles and Responsibilities 

	Policy:  Members will be aware of their role and responsibilities to the Board they serve.

	Procedures:  
Members will be provided with a copy of this policy during their initial Board orientation and the policy will be reviewed annually.
Full Board Responsibilities
· Interpret the scope of responsibilities of the Cedar Valley’s Promise Black Hawk County Early Childhood Iowa Area as set by Iowa Legislation.
· Establish the mission and policies to support the Legislative intent.
· At a minimum, administer funds from the state.
· Ensure that interest on earnings from the community Early Childhood Iowa funds be used for services in the community plan.

· Award contracts and request funding proposals.  

· Develop and implement the community plan with identified priorities, based on community assessments, which address human service, education and health needs to support the children and their families to reach desired results.

· Evaluate the outcome of community plans.
· Assess current needs and trends of community.

· Within the scope of its responsibility, assure wide community input as part of all procedures.
· Appoint tasks to committees, as appropriate.
· Ensure that the annual report is submitted each fiscal year by September 15 to the Iowa Early Childhood Iowa Board and to local governing bodies in the Early Childhood Iowa area.

· Develop a plan to continue community efforts to support children and their families within the Early Childhood Iowa area.

· Assume other responsibilities established by law or administrative rule.  

· Use data to make informed funding decisions.

· Make final decisions based on Committee recommendations regarding programs and funding. 
· Develop, analyze, and evaluate the outcomes of community plans.

· Approve contracts.

· Ensure that all duties assigned to the local Early Childhood Iowa Areas by the State Early Childhood Iowa board are fulfilled.

· Assess performance as a board.
Individual Board Member’s Responsibilities:
· Attend all meetings of the Board, including assigned committees.  Notify the Board Chairperson or Cedar Valley’s Promise ECI Coordinator of any absences in advance, if possible.  Three unexcused absences or missing over 50% of regularly scheduled meetings may result in removal from the Board.
· Thoroughly review the agenda and all background support material, come to all meetings prepared to contribute to the discussion of issues and business to be addressed.

· Represent the Cedar Valley’s Promise Board in a positive and supportive manner at all times and in all places.

· Disseminate early childhood information from Early Childhood Iowa local, regional, and state meetings with any community group(s) you are involved with thus ensuring Black Hawk County has the highest level of community communication and collaboration necessary to achieve our goals.
· Keep the board chairperson informed about any community concerns or issues that are relevant to this board.
· Refrain from intruding into administrative issues that are the responsibility of management, except to monitor the results and prohibit methods not in congruity with board policy

· Recognize conflicts of interest between position as a board member and personal and professional life.  If such a conflict does arise, declare that conflict before the board and refrain from voting on matters in which a conflict exists.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.3
	Title:  Board Membership Term Limits 

	Policy:   Terms of membership on the Board shall be three years and the membership terms shall be staggered.  A member can serve two 3-year consecutive terms. 

	Procedures:
· Terms of membership will be maintained and recorded by the CVP coordinator.
· Membership rosters including terms will be shared with the Board annually at the beginning of the Fiscal Year.
· Members will be notified upon nearing the end of their term and informed of possible membership renewal options.

	Effective Date: 5/21/20
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.4
	Title:  Board Officers Terms and Election of Officers 

	Policy:   Terms of officers shall commence July 1st and run through June 30th.  Each term is one year.  Officers may be re-elected to the same office or another office during their term(s) in office.

	Definitions:  Board Officers shall include Chairperson, Vice-Chairperson, Secretary and Treasurer.

	Procedures:

· At the Annual Board Meeting, an agenda item will reflect the need for nominations of Board Officers for the upcoming Fiscal Year.  Nominations will be accepted and recorded.
· Members will cast their votes and and the votes will be tallied by an individual/teller designated by the Board Chair.

· New officer terms will commence July 1st and run through June 30th.

	Effective Date: 4/16/20
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.5
	Title:  Board Officers Roles and Responsibilities 

	Policy:   Board Officers shall be elected by the Board from its membership.  

	Definitions:  Board Officers shall include Chairperson, Vice-Chairperson, Secretary and Treasurer.

	Procedures:
Officers shall perform these duties as prescribed and shall assume such additional duties as may be prescribed by the Board.

· Chair:  The Chairperson must be a citizen residing in Black Hawk County and shall preside at meetings of the Board, call special meetings, oversee the operations of the Board and the Board’s compliance with Iowa law and by-laws and execute documents on behalf of the Board when approved by the Board.
· Vice-Chair:  The Vice-Chair must be a citizen residing in Black Hawk County.  In absence of the Chair, assume the duties of the Chair.
· Secretary: The Secretary shall keep a complete record of the proceedings of all meetings and actions of the Board and produce records of such proceedings when called upon at any meeting of the Board.  Shall keep a complete record of the Board policies and procedures including the date that policy was enacted.
· Treasurer: The Treasurer shall be responsible for keeping a complete financial record of fiscal actions of the Board and produce such record when called upon to do so at any meeting of the Board.  The Treasurer shall also be responsible for approving invoices for payment prior to the Fiscal Agent processing payments. In the event the Treasurer is unavailable, invoices may be approved by another Board Officer.
· Board officers will meet with the agency Director on a quarterly basis or more as needed.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.6
	Title:  Board Member Attendance Requirements 

	Policy:   Any member who has three-consecutive unexcused (no advance notification) absences annually from the regularly scheduled meetings will assume to have resigned from the board. Any member missing 50% of regularly scheduled meetings during the fiscal year will also be assumed to have resigned from the board.
Members will be expected to attend meetings as scheduled.  In the case of a needed absence, members are asked to contract the Director.

	Procedures:
· Attendance records will be kept and monitored by the CVP Coordinator.
· In the event that a member is nearing a possible violation of Board Attendance Policy, the member will be notified by the CVP Coordinator of the Board Policy.

· The Board member can choose adherence to the Board policy, submit a letter of resignation to the Board Chair and/or the CVP Coordinator, or provide a written explanation why adherence to the policy is problematic and request an exception to the policy.

· The request for exception to the attendance policy will then be placed on the agenda for the next upcoming meeting for Board determination.

	Effective Date: 5/21/20
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.7
	Title:  Board Recruitment 

	Policy:   Potential new Board members will be recruited to fill available positions on the Board as needed.

	Procedures:
· Board recruitment will be ongoing.

· The Board Members will review potential new Board Member suggestions and give direction as to approaching new members and posting Board vacancies.
· Board members are responsible for contacting potential new Board members for consideration and providing them with a brief explanation of Board functions.
· If interested, the Board Member will contact the CVP Coordinator and provide him/her with the contact information of the potential new member.
· The CVP Coordinator will make follow-up contact with the potential new member and ask that they complete a Board Member Application and return to him/her and answer any additional questions that a potential new member may have.
· Once the application has been received, the CVP Coordinator will discuss this new potential member with the Board Chair and obtain approval to add membership approval as an agenda item at the next scheduled Board meeting. 
· The CVP Coordinator will be responsible for letting a new Board member know that their application and Board membership has or has not been accepted.
· If Board approval is obtained, the recruiting Board member will be responsible for introducing the new member at their first meeting, highlighting their personal bio including their background, work history, and interests.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.8
	Title:  New Board Member Orientation 

	Policy:  New Board members will be orientated to the policies, procedures, and everyday workings of the Board within 30 days of the Board recognizing their membership.

	Procedures:
· The CVP Coordinator will contact the new Board member to arrange time and place for the new Board member orientation.
· The CVP Coordinator will meet with the new Board member to conduct New Board Member Orientation prior to their first Board meeting.
· The New Board Member will receive a Cedar Valley’s Promise binder containing a list of board member responsibilities, Community Plan, By-Laws, Policies and Procedures, ECI 101, and contract sample.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.9
	Title:  Resignation/Removal of a Board Member 

	Policy:   Any Board Member may send a written intent of resignation to the Chair of the Cedar Valley’s Promise Board.  It will become final upon receipt by the Board.  The board, at its next regularly scheduled meeting, will place the resignation on record.  Any member that has three unexcused absences annually from the regularly scheduled meetings will assume to have resigned from the Board as if the member had sent a written intent of resignation.

	Procedures:
· If a Board member chooses to resign from the Board, they shall provide written notification to the Chairperson and/or CVP Coordinator.
· The resignation will then be recognized at the next regularly scheduled Board meeting noting the effective date when recognized.  The Board will vote to accept the resignation with regret.
· If a Board member wishes to not depart from the Board because of attendance issues, the resignation can be appealed to the Board chairperson and exceptions shall be subjected to approval by the Board at the next regularly scheduled Board meeting.
· A majority Board vote will then determine if the Board member shall be removed from the Board.

	Effective Date: 5/21/20
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.10
	Title:  Evaluation of Board Functioning 

	Policy:   Annually the Board will evaluate the effectiveness of their functioning.

	Procedures:

· Annually the Board will utilize the “Internal Collaborative Functioning Scales” tool or another similar tool to evaluate Board functioning.
· Utilization of an evaluation tool will either be conducted at a Board meeting or sent to members via email for completion.
· If a Board member is not in attendance when the tool is utilized, the tool will be sent out via email for completion.
· Individuals from the community who are familiar with the Board and funded programs will also be asked to complete the tool through email and/or survey.
· The tool can be printed and completed and mailed via regular mail to the ECI Office for anyone wishing to remain anonymous.
· Results will be compiled by the CVP Coordinator and put on the agenda for discussion at the next regularly scheduled Board meeting.
· Discussions will include results, areas of concern identified, strengths, and the need for Professional Development on Board functioning.

	Effective Date:  12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.11
	Title:  Committees 

	Policy: The duties of the committees include investigating the needs of the people within Black Hawk County and to recommend a plan of action to leverage and mobilize resources necessary to help meet these needs; empowering the collaborative effort with the community and making recommendations to the Board. The Board may assign committees to other duties as deemed necessary.

	Procedures: 
The chairperson with consultation of the Board shall request volunteers and/or appoint members to serve on committees as it sees fit.  Committee membership shall be reviewed annually or as needed due to Board Member resignation or Board Members terms ending. The committees shall include at least one Board member and may include non-Board members as deemed appropriate to the functioning of the committee.
A. Executive Committee: The Executive Committee shall consist of the Chair, Vice Chair, Secretary, and Treasurer and the last two immediate past chairs. Two immediate past board chairs may also participate if still on the board. This Committee may make recommendations to the Board, but it cannot make decisions on behalf of the Board.  The duties of the Executive committee include:

· Acting as the Personnel Committee

· Providing supervision of staff

· Approving bills for payment

· Other duties as determined by the Early Childhood Iowa Board

· Approve agenda for each meeting.

If the Chair and Vice Chair are not in attendance, the Board may elect a Board Member to preside over the meeting.  All meetings will be held in accordance with Robert’s Rules of Order.  The Executive Committee meets as directed by the Policy Board.
B. Finance Committee. The Finance Committee shall meet on a quarterly basis and shall consist of the Treasurer, agency Director, and 2 members of the Board.  The Treasurer shall preside over the meeting.  Duties of the Finance Committee shall include:
*Reviewing bills that have been paid

*Reviewing monthly expenses paid using Early Childhood Funds

*Ensuring that Cedar Valley’s Promise and Early Childhood Funding are being used as approved by the Board and the annual budget.

If the Treasurer is not able to attend, the committee my vote to have another member preside over the meeting.  All meetings will be held in accordance with Robert’s Rule of Order.
B. Proposal Review Committee. The Proposal Review Committee shall consist of volunteers from the Board Membership. Duties of the Proposal Review Committee shall include:
*Review of proposals and/or budgets submitted from current or proposed contractors
*Scoring of proposals using a rubric provided by the Coordinator

*Making recommendations to the Board for programs and dollar amounts to be contracted for the upcoming fiscal year.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.1.12
	Title:  Meals and Refreshments

	Policy: The following policy is to be followed to define use of funds for meals and refreshments as appropriate public purpose.  Iowa Attorney General recommends that the governance body define when the use of funds for meals or refreshments serves a public purpose.  The Cedar Valley’s Promise Board relies in part on guidance and examples of other government authorities (federal, state, etc.) in establishment of this policy.  

Use of funds for meals and refreshments will be deemed to meet a public purpose when compliant with the policy set forth below:

	Procedures:

MEALS WHILE TRAVELING:  Cedar Valley’s Promise ECI contract staff will be treated similarly to state of Iowa employees in regard to reimbursement for meals and travel expense reimbursement.   Simply, meals are eligible for reimbursement if incurred during the performance of duties, out of area and in connection with an overnight stay or an integral part of a meeting, conference, retreat, or special event, [See Department of Administrative Services – State Accounting Enterprise, Procedure No. 210.102 Travel – General - Meal, Travel and Work Related Receipts & Procedure No. 210.103 Travel – General – Meal Reimbursement].  A meal is defined as food and drink consumed at one sitting.  Alcohol and non-food items are not allowable.  Break or refreshment items purchased to be consumed throughout the day are considered personal discretionary expenses and are not allowable.  Receipts are required.  This policy will be applied to board members and volunteers involved in travel associated with the agency as approved by the Executive Committee.  Policy ID: 1.8 and 4.4.2 will apply and provide additional guidance.

REFRESHMENTS AT AREA MEETINGS:  Cedar Valley’s Promise area meetings attended by board members may serve food and drink and are allowable, [See Department of Administrative Services – State Accounting Enterprise, Procedure No. 220-250 Employee Expenses – Refreshments, #2].  
At meetings conducted, other than Board meetings, for the benefit or input of the public and where public is in attendance, beverages such as coffee or soft drinks, and food such as rolls, donuts, or cookies are allowable, [See Department of Administrative Services – State Accounting Enterprise, Procedure No. 220-250 Employee Expenses – Refreshments, #3].  

Meals and refreshments are allowable expenditures for group socialization activities involving children and parents when held in conjunction or collaboration with an area early childhood home-based program, [see 45 CFR 1304.23(b)(2) Early Head Start Standards].  

Costs for meals provided as an integral component of meetings and conferences, the primary purpose of which is the dissemination of technical information, are allowable.  But costs of entertainment, including amusement, diversion and social activities and any costs directly associated with such costs are unallowable, [OMB Circular A-87, Attachment B, section 14 & section 27]

	Effective Date: 12/13/18
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 1.2.1
	Title:  Compliance with Open Meetings Law 

	Policy:   The Cedar Valley’s Promise Board or any committee or any other body established by the Cedar Valley’s Promise Board shall adhere to Iowa’s Open Meeting Law, under Chapter 21 Code of Iowa.

	Procedures:
· Meetings will be held in a session that is accessible to the public and preceded by public notice. Meeting schedules will be posted at the website, www.cedarvalleyspromise.net and at the entrance of the Cedar Valley’s Promise outside office entrance. public bulletin board of the Waterloo Public Library near the circulation desk. The Waterloo Public Library is accessible at 415 Commercial Street, Waterloo IA 50701.
· All actions and discussions at meetings will be conducted and executed in an open session, unless otherwise provided by law.
· The Board will keep minutes of all its meetings showing the date, time and place, the members present, a summary of the discussions, motions, members who voted, how they voted, and the action taken/decisions made at each meeting.
· Minutes of all meetings will be kept and made available to all Board Members, Committee Members, and the general public.  Minutes can also be located on the website:  www.cedarvalleyspromise.net.
· If accommodations are needed for an individual with disabilities that wishes to attend or participate in the meeting, they will be directed to contact the CVP Coordinator prior to the meeting to arrange for special accommodations.
· The CVP Coordinator will be responsible for making sure that reasonable special accommodations are met.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.2.2
	Title:  Notice of Meetings 

	Policy:   Notice of Meetings shall be sent to the Directors and posted on the Cedar Valley’s Promise website, at Cedar Valley Promise’s office at the Waterloo Public Library, and at the meeting site.

	Procedures:

· Notice of Meetings will be provided to the directors at least five (5) calendar days prior to the meeting.
· Notice of Meetings will be posted on the Cedar Valley’s Promise website (www.cedarvalleyspromise.net) at least 24 hours prior to the meeting.
· Notice of Meetings will be posted at the Waterloo Public Library Cedar Valley’s Promise office and the site where the meeting is being held at least 24 hours prior to the meeting.
· The CVP Coordinator shall be responsible for posting meeting notices/agendas on the website, Waterloo Public Library Cedar Valley’s Promise office, and at the meeting site.
· Notice of Meetings will be compliant with the Open Meetings Law and will include the time, date, and place of the meeting and a tentative agenda.
· Meetings can be held in any one of the following ways:  in person, call-in phone meetings, or use of a conference call or other virtual options.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.2.3
	Title:  Meeting Schedule 

	Policy:   Regular meetings of the Board will be held at a predetermined time and place, set annually by the Board.

	Procedures: 

· A minimum of four meetings will be held annually.
· A schedule of meetings will be drafted by the CVP Coordinator and presented to the Board at the June meeting for Board approval for the upcoming fiscal year.
·  The meeting schedule is posted on the Cedar Valley’s Promise website (www.cedarvalleyspromise.net)

	Effective Date: 5/21/20
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.2.4
	Title:  Special Meetings 

	Policy:  The Chairperson of the CVP board may call a special meeting at any time with the approval of two additional Board Members. 

	Procedures:
· The Chairperson must call a meeting within ten days after receiving a written request for such a meeting from a minimum of three Board Members.
· Notice shall be provided to all Board Members, by the CVP Coordinator, at a minimum of 24 hours in advance.
· A meeting notice shall be posted on the Cedar Valley’s Promise website, and Waterloo Public Library. Cedar Valley’s Promise office140 South Barclay Street, Waterloo, IA.
· Minutes of all meetings will be kept and made available to all Board Members, Committee Members, and the general public.
· The meeting shall adhere to the Open Meetings Law.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.2.5
	Title:  Quorum Requirements 

	Policy:   A majority vote of those present at a meeting of the Board where a quorum is present shall determine all matters of business. When a quorum is not present at a meeting, a majority of those present may adjourn the meeting.

	Definitions:  A quorum shall be defined as a simple majority, over 50% of the membership.

	Procedures:
· The Board Secretary and/or the CVP Coordinator will note prior to the start of the Board meeting if a quorum has been achieved and make notes for meeting minutes.
· In the event a simple majority is not present, voting may be conducted by teleconference or electronically while adhering to Iowa Code Section 21.8.
· The Board Secretary and/or the CVP Coordinator will note comings and goings of any Board members at the meetings and note if the quorum was maintained or not.
· If the Board loses quorum during a Board meeting, the Board Secretary and/or CVP Coordinator will immediately notify the Board Chair.
                                1.  Agenda items can be shared only.
                                2.  Business will not be conducted.

                                3.  The remaining Board Members will vote to adjourn the                                  meeting.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.2.6
	Title:  Meeting Agenda 

	Policy:   The Agenda will be prepared by the CVP Coordinator and approved by the Board Chairperson.

	Procedures:

· The CVP Coordinator will meet with the Board Chairperson to determine the business for the upcoming Board meeting.  A draft agenda will be shared.
· Any Board member may request an item be placed on the agenda by notifying the Board Chairperson and/or CVP Coordinator.
· The Board Chairperson shall have the right to defer the item to a future meeting or omit the item.
· Items not on the agenda can be brought up on the Open Forum section of the meeting if an attending individual so chooses.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.2.7
	Title:  Decisions of the Board

	Policy:   Although the Board will strive for consensus, Robert’s Rules of Order shall serve as Parliamentary Authority.

	Definitions:  Robert’s Rules of Order - a book of rules for presiding over a meeting.
Parliamentary Procedure - a body of rules followed by an assembly.

	Procedures:

· The CVP Coordinator will make available copies of reference of Robert’s Rules of Order.
· The Board will defer to Robert’s Rules of Order if questions arise during a Board meeting.
· The Board Chairperson, Vice Chair and/or CVP Coordinator will make sure the Robert’s Rules of Order document is available at all meetings.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.2.8
	Title:  Public Input 

	Policy:   Each meeting will have an agenda item “Community Input” to allow for public input.

	Definitions:  Community Input is a designated time open to all expression that is protected under the First Amendment.

	Procedures:

· The Board Chairperson calls for the agenda item “Community Input.”
· Attending individuals may either present a written request to Board Chair for his/her presentation or speak publicly on any item one so chooses.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.3
	Title:  ECI Annual Report 

	Policy:   The ECI Annual Report will be approved annually by the CVP Policy Board.

	Definitions:  The ECI Annual Report is a prescribed document of reporting requirements as determined by the State ECI Board and Office.

	Procedures:

· The ECI Annual Report is completed by the CVP Coordinator.
· Financials and the ECI Annual report are presented by the CVP Coordinator to the Fiscal Agent for verification, approval, and signature.
· The completed Annual Report is then presented to the CVP Policy Board for Board approval.
· The Annual Report is submitted by the CVP Coordinator to the State ECI office by September 15th.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.4.1
	Title:  Evaluating the ECI Community Plan 

	Policy:   The Cedar Valley’s Promise Board shall use the most current Community Plan to move the local early care, health, and education system forward in our two county areas.

	Procedures:
· The Community Plan is discussed and reviewed at the Annual Board Meeting and at multiple times during the year when funding decisions are being made or gaps in services are being identified.  This plan will include:
a. Summary of projects, key activities, and the progress toward reaching the project’s desired outcomes during the previous state fiscal year.

b. Description of key activities, outcomes, and expenditures for programs and services that receives funding from the governance board during the previous state fiscal year.

c. Description of any lessons learned, and planned adjustments made by the governance board during the previous state fiscal year.
· Updates are made by the CVP Coordinator under the direction of the Board.
· The Proposal Review Committee and Board Members utilize the Community Plan continuously throughout the fiscal year when reviewing funding requests and making funding decisions.

	Effective Date:  12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
1.4.2
	Title:  ECI Community Plan - Access to Public 

	Policy:  The CVP Community Plan shall be accessible to the public.

	Procedures:
· The Community Plan is shared with community partners when revised and updated through multiple distribution venues.
· A copy of the Community Plan can be requested at any time by a member of the public.
· The Community Plan is posted on CVP website.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.5
	Title:  Signature Authority 

	Policy:  Official documents requiring Board signature shall be signed by the Board Chairperson, Secretary, Treasurer, or other Board Designee with an original or electronic signature.

	Definitions:  Official documents could include but are not limited to: Program Contracts, Annual Reports and State Contracts.

	Procedures:

· Annual Reports and State Contracts are signed by the Board Chairperson or Board Designee after Policy Board approval.
· Program contracts are signed by the Board Chairperson or Board Designee after Policy Board approval.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.6
	Title:  ECI Area Boundaries/Services Out of Area Policy

	Policy:   Geographic areas for Cedar Valley Promise are defined by the boundaries of Black Hawk County. The Board will entertain requests for consideration for services for children and their families not living within the Cedar Valley’s Promise Area Boundaries.

	Procedures:

· The CVP Coordinator shall make contracted programs aware of geographic boundaries and boundaries will be noted in program contracts.
· If contracted programs are contacted by an individual or entity regarding services for someone outside of the Cedar Valley’s Promise ECI area, referrals are made to the ECI area where the individual resides by the contracted program with the guidance of the Cedar Valley’s Promise ECI Coordinator.
· In the event that an individual is not eligible for services in their ECI area and/or chooses to utilize services in the Cedar Valley’s Promise ECI area while not meeting current eligibility, the contracted program shall contact the ECI Coordinator to explain the current situation and request consideration for waiver to the current policy or eligibility area.
· The request for consideration for waiver will be placed on the Agenda at the next Board meeting for full Board consideration.
· The individual(s) requesting the consideration for waiver will be invited to attend and share information at the Board meeting where the item is on the agenda.
· The CVP Coordinator will then work with the contracting program to make the individual aware of the Board’s decision.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.7
	Title:  Use of ECIA Name and Logo 

	Policy:   Contracted programs are required through program contracts to use the Cedar Valley’s Promise Name and the Cedar Valley’s Promise State ECI logo.

	Procedures:

· Contracted programs will be required to acknowledge and include Cedar Valley’s Promise Early Childhood Iowa as a sponsor and funding source in all promotional and written materials, reports, and public information.  
· Any other entities will have no right to use the Cedar Valley’s Promise or Cedar Valley’s Promise Early Childhood Coalition logo without the express permission of the Board of Directors.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.8
	Title: Expense Reimbursement for Board Members

	Policy: Board members will be reimbursed for expenses incurred, including but not limited to meals, mileage, and hotel costs, while attending an event or meeting on behalf of the Cedar Valley’s Promise Board.

	Procedures:

· A member and/or the CVP Coordinator will request Expense Reimbursement for attending a particular event/meeting for a Board member and/or members at the Executive Committee meeting.
· Eligible meetings and/or events would be for event/meeting outside of Black Hawk County.
· If approved by the Cedar Valley’s Promise Board and after completion of the event/meeting, a member may then submit expenses incurred to the CVP Coordinator for reimbursement.
· Receipts will be required for reimbursement and mileage will be reimbursed at .39 per mile or current rate.
· The claim will then be submitted with other monthly claims to the Fiscal Agent for payment to the incurring Board member(s).

	Effective Date: 1/21/21
	Approved by:  Cedar Valley’s Promise ECI Board 


	Policy ID:
 1.9
	Title:  Conflict of Interest 

	Policy: Board members shall acknowledge when their personal or professional circumstances create a conflict of interest situation and refrain from voting on those items of business.

	Procedures:

· A possible/potential conflict of interest on the part of a Board Member will be disclosed to the other members and made a matter of record, through an annual procedure and when the interest becomes a matter of Board action.
· A Board Member with a possible/potential conflict of interest on any matter will not vote or use personal influence on the matter.  The minutes of the meeting will reflect a disclosure and the abstention from voting.
· The “Disclosure of Potential Conflicts of Interest” policy will be reviewed by members at the first board meeting each fiscal year.  The board member will agree each year as evidenced by signature on the “Conflict of Interest Statement”.
· A new Board Member will be advised of the policy upon becoming a member of the Board and agree as evidenced by signature on the “Conflict of Interest Statement.”

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 1.10.1
	Title:  Compliance with Open Records Laws/

Record Accessibility

	Policy: The Cedar Valley’s Promise Board and identified committees will comply with Iowa’s open meeting laws specified in Iowa Code, Chapter 22.  The public has a right to examine and copy a public record and to publish or otherwise disseminate a public record or the information contained in a public record. 

	Procedures:

· All records, documents, tapes, or other information stored or preserved in any medium, including computer records developed, received, or maintained by the Cedar Valley’s Promise Board shall be considered a public record.
· If someone from the public has a request for a public record, they should contact the CVP Coordinator.  All records can be accessed in person or electronically by contacting the Coordinator. at: 140 South Barclay, Waterloo, IA 50703.
· A reasonable fee for the services directly attributable to the supervision and copying may be charged to the recipient.
· Public records will be provided upon demand or as soon as reasonably practicable by the Board Chair and/or CVP Coordinator.
· Records containing information that should not be disclosed to members of the public pursuant to Iowa Code section 22.7 or other provisions of the code shall be kept confidential.

	Effective Date: 1/21/21
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 1.10.2
	Title:  Compliance with Open Records Laws/

Record Retention, Storage, and Disposal

	Policy: Cedar Valley’s Promise Board records will be stored, retained, and disposed of in a manner that complies with Iowa’s Open Records Law.

	Procedures:
· Board records including but not limited to annual reports, financial statements, contracts, and program files will be retained by a minimum of 7 years.
· Records will be retained at the office of Central Iowa Juvenile Detention Center, the Employer of Record for the Cedar Valley’s Promise Coordinator.
· Disposal of records will occur only after verification of any possible policy changes with overseeing entities.
· Disposal of records will occur under the direction of the Board on the specific documents to be disposed of (i.e. time frame).

	Effective Date:  1/21/21
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 1.11
	Title:  Liability Insurance

	Policy: The Board shall obtain Liability Insurance annually.

	Procedures:

· The Director shall be responsible for obtaining information on options for Cedar Valley’s Promise Board Liability Insurance under the guidance of ECI Tool T.
· The information on options will be shared with the Policy Board.
· Policy information will be reviewed annually prior to payment.

	Effective Date: 12/13/18
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 1.12
	Title:  Legal Representation

	Policy:   In the event that it is deemed necessary, the Board may retain legal representation for assistance and/or consultation.

	Procedures:

· Under the direction of the Board, the Board Chairperson and/or CVP Coordinator will contact an attorney regarding the matter at hand.
· Further procedure will depend on the action necessary.
· Necessary action will be under the direction of the full Board.

	Effective Date: 12/13/18
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.1
	Title:  Roles, responsibilities, and duties of coordinator and other staff

	Policy: Roles, responsibilities, and duties of the Cedar Valley’s Promise ECI Coordinator shall be outlined in a job description for identification and clarity of the CVP Coordinator’s position.

	Procedures:
· A job description is on file and reviewed annually with evaluation of the CVP Coordinator.
· The job description is utilized in hiring/selection process of a new CVP Coordinator to provide insight on the requirements of the position.
· The job description is formally presented to employee upon hiring and provided a copy for their individual reference.

	Effective Date: 12/13/18
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.2
	Title:  Contracting with an entity or individual contractor

	Policy: The Board shall enter into a contractual agreement for Employer of Record services for Board staff.

	Definitions:  Employer of Record - an entity contracted for the sole purpose of providing payroll and human resource services to the employing individual.

	Procedures:
· The CVP Coordinator works to explore options for possible Employer of Record opportunities.
· The Board chairperson and/or Coordinator negotiate the terms of the contract in partnership with the Decat Board.
· The CVP Board approves the ECI funded contract.
· The contract is reviewed, updated, and renewed annually by the Board.
· If it is determined the contract needs an amendment or termination, contract discussion will be brought to the Board as an agenda item.

	Effective Date: 1/21/21
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.3
	Title:  Job Vacancies/Hiring/Selection Process

	Policy: To establish a standardized process for the hiring and selection of Board staff.

	Definitions:  Board staff includes the ECI Coordinator and Office Assistant.

	Procedures:
· A job announcement is published in accordance with the Employer of Record hiring process at least one newspaper for a minimum of one week.  The Iowa Work Force Development Office and the Employer of Record are notified.  
· A standardized form is used for accepting job applications.  (A sample application would be the Application for Employment by Black Hawk County.) Requesting resumes and cover letters are also acceptable.
· A committee of Board member representatives is established to select and interview applicants.
· The most qualified applicant is presented to the Board for approval.
· All new hires will be directed to the Employer of Record’s Human Resource Department/Representative to complete initial new hire paperwork and administrative and technical support regarding employee policies and procedures.

	Effective Date: 1/21/21
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.4
	Title:  Annual Performance Evaluation/ 

Unscheduled Reviews

	Policy: All Board staff will receive a regular (annual) written performance evaluation by the Board or designee.

	Procedures:
· The CVP Board shall complete the CVP Coordinator Performance evaluation at minimum annually within 60 days prior to the end of the current fiscal year.
· A specific time will be scheduled and conducted by the Board Chair with the Coordinator to review the results of the performance evaluation.
· Overall results of the performance evaluation will be noted at the next Board meeting.
· A complete copy of the evaluation maybe requested from the Board chair.
· An unscheduled performance review may be conducted as deemed necessary by the Board.

	Effective Date: 1/21/21
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.5
	Title:  Staff Compensation and Benefits

	Policy: The Coordinator shall be compensated for work done and granted benefits in alliance with the Employer of Record.

	Procedures:
· Salary will be reviewed annually upon completion of the Annual Performance Evaluation.
· Salary adjustments are typically recommended prior to the budget preparation for any new fiscal year, but changes can be recommended at any time at the discretion of the Board.
· In the event of a change in the salary, the Employer of Record will be notified by the Coordinator of the change with appropriate documentation from the Board including Board meeting minutes.
· Benefits are reviewed annually.

	Effective Date: 12/13/18
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.6
	Title:  Terminations

	Policy:  Terminations of employees can occur in the following manners: 1) Resignation, 2) Dismissal, or 3) Layoff due to lack of funds.

	Procedures:

1) Resignation:  Any employee who wants to terminate employment shall give a written notice directly to the Board or Board Chairperson.  An employee who wants to terminate employment is expected to give as much advance notice as possible, with a minimum of two weeks.  The Board officially accepts the resignation at the next Board meeting.
2) Dismissal:  The Board can dismiss an employee for:
a) Substandard Performance - An employee may be discharged if his or her performance is unacceptable.  Documentation, to be prepared by the Board or Chairperson, shall include reason for separation, performance history, corrective efforts taken, alternatives explored, and any additional pertinent information and shall be placed in the employee’s personnel file.

b) Misconduct - An employee found to be engaged in activities such as, but not limited to, theft of organization property, insubordination, conflict of interest, or any other activities showing willful disregard of organization interest or policies, is terminated as soon as the Board determines the action to be taken.

3)  Layoff:  If the Board decides a reduction in force is necessary or if one or more positions are eliminated, employees are identified for layoff after evaluating the following factors: work requirements, abilities, experience, and skills.

· The Employer of Record shall be notified of the employee termination by the Board chair.
· The employee’s final check shall include all earned pay and any expenses due the employee.  Terminating employees are entitled to receive all earned pay, including vacation pay.
· Appeal Procedures for Employees:  The appeal must be in writing and submitted to the Board or Chairperson within a seven-day period.  The Board will place the appeal on the agenda of the next regularly scheduled Board meeting.  The Board makes the final decision.

	Effective Date:   12/13/18
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.7
	Title:  Succession Planning

	Policy:  A succession plan shall be in place and ready for transition in the event that the CVP Coordinator is no longer available to assume duties of the current position.

	Procedures:
· The Board chair shall utilize the succession plan upon vacancy in the CVP Coordinators position.  Said plan shall be reviewed on an annual basis.
· The CVP Coordinator and the Board chair shall retain a copy of the succession plan.
· The CVP Coordinator shall notify the Board of any known changes to the plan and provide revised copies to the Board Chair.
· Upon vacancy in the CVP Coordinator’s position, the Board Chair shall notify the State ECI office.
· The plan will be reviewed annually by the Board

	Effective Date: 5/21/20
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.8
	Title:  Travel Expenses for Staff

	Policy: Reimbursable travel expenditures are expenses authorized and incurred while transacting official business on behalf of Cedar Valley’s Promise Early Childhood Iowa.  It is the responsibility of the CVP Coordinator to ensure that all travel charges to be paid by Cedar Valley’s Promise Early Childhood Iowa are incurred for the benefit of ECI and is completed at the most economical and reasonable cost.

	Procedures:
· Paid time, travel time, and overnight as hours of work:
1) Travel time from office to another point of work and return to the office is paid.
2) Overnight stay away from home while conducting business. This paid time excludes sleep, meals, and free time. It includes on duty time. 
· Authorization:  Travel authorization for extended travel and overnight travel shall be subject to full Board approval.  Day travel for State and Regional Early Childhood Iowa, Quarterly Meetings/Trainings shall be at the discretion of the CVP Coordinator.
· Transportation:  The CVP Coordinator may use their own vehicles for business travel with expenses to be reimbursed at the Cedar Valley’s Promise ECI mileage allowance rate.  The reimbursement will be based on mileage incurred on a reasonably direct route traveled, parking expenses, and toll fees.  Parking receipts are required for reimbursement.  Rates are subject to change each July 1st. The employee assumes liability for his/her vehicle in work related travel.
· Hotel Reservations:  Hotel selections should be modestly priced accommodations requesting single room “state” or lowest rates.  Non-reimbursable expenses should be deducted from the total bill before requesting the reimbursable amount.
· Meals:  Reimbursement for meals shall not exceed the State rate per day.  These expenses do not apply to meals served as an integral part of a conference program registration or participation fee and require a receipt from vendor for reimbursement.
· Registration Fees:  Reimbursement for registration fees requires a paid receipt.
· Travel expenses and receipts shall be submitted at return from the event to the Board Chairperson for approval.

	Effective Date: 12/13/18
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.9
	Title:  Confidentiality

	Policy:  Any specific client and/or personnel information provided to the Cedar Valley’s Promise Early Childhood Iowa Board shall be considered confidential.  Board Members shall be responsible for maintaining the confidentiality of such information.

	Procedures:
· The following confidentiality clause is made part of the contracts with service providers funded by the Cedar Valley’s Promise ECI Board.

Q.  Confidentiality.  Contractor shall not use confidential information for any purpose other than carrying out Contractor’s obligations under this Contract.  The Contractor shall establish and enforce policies and procedures for safeguarding the confidentiality of such data.
· All Board members, CVP Coordinator, and funded contractors will adhere to this policy on confidentiality.
· Families will agree to sign a statement for Release of Information to share with the CVP Coordinator for program file reviews and data collection.  All shared information will be kept confidential by the CVP Coordinator and only non-identifying information will be shared with the Board for reporting purposes.

	Effective Date: 12/13/18
	Approved by:  Cedar Valley’s Promise ECI Board


	Policy ID:
 2.10
	Title:  Purchases and Credit Card Policy

	Policy:   It shall be the policy of the Cedar Valley’s Promise Board that whenever possible, purchases should be made using direct billing or reimbursement.  However, the Cedar Valley’s Promise Board understands that there may be times when it is necessary to make a purchase using a credit card.  Those situations may include but are not limited to a vendor/ service provider that will not accept a purchase order or direct billing payments or to take advantage of cost saving opportunities.

	Procedures:
· The Cedar Valley’s Promise Coordinator may apply for a credit card with Board approval. All credit cards and credit card limits must be approved by the Cedar Valley’s Promise Board. A list of credit cards, cardholders and credit limits will be provided to the Cedar Valley’s Promise Board.  Any changes to the credit card and structure (i.e. credit limits) must be approved by the Board.
· Cash advancements through the Cedar Valley’s Promise Board issued credit care are prohibited.
· The Cedar Valley’s Promise Coordinator is not allowed to make personal purchases under any circumstance.  The Cedar Valley’s Promise Coordinator will not use the credit card for personal purchases with the intent of reimbursing the Cedar Valley’s Promise Board. Violations of this policy may result in disciplinary action up to and including termination, collection proceedings and possible criminal actions.  Credit card purchases are allowed for Cedar Valley’s Promise Board identified and approved expense only.
· Credit cards are to be used strictly for official Cedar Valley’s Promise Board purposes.  Use of the card should be limited to goods and services which cannot be purchased by methods such as purchase orders or direct billing.  Allowable expenditures include but are not limited to motel/hotel expenses and guarantee of reservations, airline reservations, car rental, registration fee, and Cedar Valley’s Promise Board expenses as approved by the Board.
· All credit card statements must be immediately submitted for payment to avoid finance charges and late fees.  All credit card bills must be accompanied by the signed credit card receipt and vendor’s invoice.  In the event a receipt is lost, it is the Cedar Valley’s Promise Coordinator’s responsibility to obtain a duplicate.

· The Coordinator or staff should reconcile the credit card statement each month with supporting documentation including itemized receipts, meeting agendas and board minutes.  The reconciliation should be presented and reviewed by the board.

· It is the responsibility of the cardholder to keep the credit card safe and secure. If the card is lost or stolen the cardholder must notify the credit card company and the Board immediately.

	Effective Date: 5/21/20
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.1
	Title:  Notice of Intent/Request for Proposals

	Policy:   The Cedar Valley’s Promise ECI Board will conduct an open and fair process in contracting for early childhood services in the Cedar Valley’s Promise Early Childhood Iowa area.

	Procedures:
· Annually the Board will determine the need for request for proposals for funds.
· Two options can and/or will be utilized:  1) a letter for consideration of funds; 2) a complete Request for Proposal (RFP).
·  A combination of the options may also be utilized. 
· If the Board determines that an RFP is necessary either for a portion of or all categorical funds, the Board will review and recommend for approval a draft RFP to be released.
· Following approval of the RFP, the document will be released to the public, both through email distribution and notification on the ECI website
· If the Board determines that an RFP is not necessary, currently funded programs will be asked to submit a request for funds.
· The request for “Letters of Consideration” will also be posted on the Cedar Valley’s Promise ECI website and distributed via email to community partners.
· The Coordinator will monitor all requests for funding received and the Proposal Review Committee will determine next steps.

· Items to consider when determining funding requests for proposals will be current community priorities, level of satisfaction and evaluation of the current contractors, and levels of funding compared to previous year(s).

· Requests for proposals will be done at the discretion of the Board.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
3.2 
	Title:  Process for Evaluating Programs and 

Awarding Funding

	Policy:   The Cedar Valley’s Promise ECI Board will equally and fairly evaluate programs for awarding funding while meeting the needs of children in Black Hawk County and ensuring that ECI funds are utilized with maximum financial efficiency and performance outcomes.

	Procedures:
· All requests for funds must be submitted to the CVP Coordinator at  cedarvalleyspromise@gmail.com. 
· When a proposal request for funding is submitted, the Board will direct the Coordinator to form a Review Committee made up of community members and board members.  Each Review Committee Member will receive copies of the proposal, the Community Plan and a scoring sheet and be asked to read the proposal and complete the scoring sheet before the next scheduled review meeting.  
· The Review Committee will meet to discuss availability of funding, Letters for Consideration, proposals, narratives, and budgets received.
· The Review Committee will need to review all “Letters of Consideration” received and determine if this program is an option that they want to possibly consider for funding.  If the Executive Committee determines that this is an option they want to explore, the program/contractor will be notified and additional information i.e. a proposal will be requested.  If the Review Committee determines that any “Letters for Consideration” received do not require further evaluation and are to be no longer considered for funding, a recommendation will be taken back to the Board and pending approval, a letter will be sent to the contractor outlining such.

· Results from the Scoring Sheet will be compiled and shared with the Board.

· A completed funding recommendation and analysis will be shared with the Board at the next regularly scheduled meeting.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.3.1
	Title:  Program Budgeting - Request of Funds

	Policy:   A Program Budget Form will be utilized for programs requesting ECI funds to maintain consistency by requests.

	Procedures:
· Any program/contractor requesting Cedar Valley’s Promise ECI funds will be required to complete and submit a Program Budget and Justification Form. The form shall be submitted with any requests for funding and an amended form in its final draft shall be included as part of the program contract.
· Program Budget Categories will be defined.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.3.2
	Title:  Program Budgeting - Amendments

	Policy:   Amendments of Program Budgets in excess of 10% per line item will need the approval of the Cedar Valley’s Promise ECI Board.

	Procedures:
· An annual program budget shall be submitted with a signed contract between Cedar Valley’s Promise ECI and the funded program.  This will be considered the working budget for the contract period unless an amendment is requested by the Contractor.
· If a Contractor is anticipating a line item to need additional or less funding, a budget amendment request can be made to the CVP Coordinator prior to expenditure.  This is outlined in all of Cedar Valley’s Promise ECI contracts 10.0 Contract Administration, O. Amendments:  This Contract may be amended in writing from time to time by mutual consent of the parties.  All amendments to this Contract must be fully executed by both parties.
· The CVP Coordinator will present the budget line item adjustments beyond 10% of the total budget to the full Board for their approval with a written request and explanation.  This is outlined in all of Cedar Valley’s Promise ECI contract 5.0 Compensation, H. A 10%-line item variance will be allowed, total not to exceed the amount of the contract with permission of the Early Childhood Iowa Board.
· The Contractor may be asked to attend the Board meeting to explain any request to the Board.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.4
	Title:  Requirements for Formal Contract

	Policy:   All Cedar Valley’s Promise ECI funds will be contracted for a service to be provided.

	Procedures:
· All Cedar Valley’s Promise ECI Contracts will follow contract standards set by the Bureau of Services Contract Support.
· The Board will utilize and review any templates provided by the State ECI Office.
· The Board will exercise the option at their discretion to have the contract reviewed by legal counsel.

	Effective Date: 5/21/20
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.5
	Title:  Review and Sign-Off of Contract

	Policy:   The Cedar Valley’s Promise ECI Chair and the Contractor shall review and sign-off on the contract.  Both entities will receive an original of the contract for their records.

	Procedures:
· Once funding recommendations have been approved by the Board, a letter/email will be sent to the contractor notifying them of the funding award, time frame, and amount.
· A draft contract will be prepared by the CVP Coordinator utilizing the approved template.
· The CVP Coordinator will arrange a meeting with the Contractor to discuss details of the contract and required Performance Measures.
· Once a formal Cedar Valley’s Promise ECI budget has been approved from the State ECI office, the Coordinator will send two copies of the contract to the contractor for their signature.
· Upon receiving back, the two signed copies of the contract and any adjusted budget based upon the actual allocation, the Board Chairperson or Board Designee will sign both copies.
· One original signed copy will be kept on file and the other original signed copy will be returned to the Contractor.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.6
	Title:  Monitoring - Terms of Contract/Performance Measures/Financials

	Policy:   The Board will monitor the performance of the Contractor to ensure that the Contractor is meeting the deliverables of the contract and achieving the specified results and targets.

	Procedures:
· Programs will be required to submit quarterly program and financial reports that follow the format designated by the CVP Coordinator and include at a minimum: demographic data, activities performed, state and local performance outcomes and measures as outlined in the contract.  Reporting periods and due dates are also outlined in the contract.  As required per contract financial audits and insurance will be reviewed during the current contract period.
· Quarterly Program and Financial Reports will then be reviewed by the CVP Coordinator at Board meetings, allowing Board members to ask questions, and act on the approval of the submitted reports.

· The Contractor will also provide the CVP Coordinator with time allocation sheets and/or activity reports outlining time spent on the project, activities performed, and work with providers.  These documents will be reviewed by the CVP Coordinator and made available at the request of the Board.

· The CVP Coordinator will conduct operational and financial performance review annually after the first quarter of the fiscal year.  This review shall include but not be limited to current performance measures as well as expenditures to forecasted budget, terms of the Contract and progress toward implementation of the program, goals, achievements, outcomes, evaluation, and utilization of funds

· If items are deemed to need further clarification or review, the Contractor may be asked to be present at the Board meeting for discussion of the program.

· Contractors may also be asked to provide the Board with a short presentation or narrative for our newsletter annually on the outcomes of the program not reflected in the data, i.e. a story of program success and/or struggles and include examples of someone affected by the utilization of ECI funds.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.7
	Title:  Performance Reviews/On-Site 

	Policy:   Annually, the CVP Coordinator shall conduct an on-site or virtual review of the contractor and applicable program files as related to the service being provided.

	Procedures:
· As stated in the contract, the Contractor agrees that the Board or the Board’s duly authorized and identified agents or representatives (CVP Coordinator) shall have the right to access any and all information pertaining to the Contract.
· The CVP Coordinator shall contact the contractor and arrange for a meeting at the location or virtually of the Contractor’s office to do an on-site review. The Coordinator shall attempt to recruit a Board member to attend at least one of these reviews per year.  All confidentiality requirements documented in the Agency policies will be adhered to by Board members attending reviews.
· The CVP Coordinator shall ask to have files made available at the time of the site visit pertaining to the service being offered.  
· File requests will vary depending on the type of service being contracted.  Examples include but are not limited to: staff files and documentation of qualifications, time studies, and professional development; documentation relating to the QRS, i.e. Health and Safety Assessments; attendance and program information for professional development; child files for the behavioral services; attendance records for Preschool Scholarships; and child and family files for Family Support programming.
· Files will be reviewed by the CVP Coordinator with the assistance of the program supervisor allowing dialogue and understanding of the process on the part of both parties.
· Contractors are also to notify program participants that program participation is voluntary and that review of confidential information may be shared with ECI.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.8
	Title:  Non-compliance with contract requirements

	Policy:   The Cedar Valley’s Promise ECI Board will address issues with contract non-compliance.

	Procedures:
· If an item regarding contract non-compliance is brought to the attention of the CVP Coordinator and/or a Board member, the item will be discussed at the next regularly scheduled Board meeting.
· The CVP Coordinator and/or Board members requested to further explore the issue of non-compliance and ways to correct and/or resolve the issue.
· The CVP Coordinator at the direction of the Board will meet with the Contractor to discuss the issue with the intent of resolving the identified issue.
· A course of action for addressing the non-compliance shall be noted in the Corrective Action Plan Document.
· Regular updates towards progress of resolving the non-compliance item will be discussed at Board meetings and documented.
· If the Board deems that termination of the contract is necessary, Board action will be taken, and 60 days written notice shall be provided to the Contractor.
· The Board’s Appeals/Concerns Process Policy will be shared with the Contractor.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.9
	Title:  Contract Amendments

	Policy:   The Cedar Valley’s Promise ECI Board will request an amendment to a program contract where expenditure of funds is anticipated to not occur within the current fiscal year or where a program is requesting additional funds for expansion of program services.

	Procedures:
· When it is brought to the attention of the Board that a contractor will not expend funds during the current fiscal year or that additional funds are needed, the Coordinator will discuss and/or meet with the contractor to determine the actual dollar amount of potential funds that are anticipated to be needed or not expended and establish a projected budget for the remainder of the current fiscal year.
· The Coordinator will ask that a Contract Amendment be offered to the Contractor in a specified amount, describe any change in programming, and seek Board approval of the amendment and adjusted budget.
· An amendment for additional funds will only be offered if funds are available.
· The presence of the Contractor at the Board meeting when the amendment is discussed may be requested.
· Two copies of a contract amendment will be sent to the Contractor for their approval and signature.
· The Board Chair or Board Designee will sign both copies and one original will be returned to the Contractor.

	Effective Date:  12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.10
	Title:  Appeals Process

	Policy:   Cedar Valley’s Promise Early Childhood Iowa Board’s appeal policy provides community residents, recipients of services, potential community service providers and the current contracted service providers a structured process with timeframes by which they may express a concern by appealing to the board.

	Procedure:  Concerns can be expressed through written procedures.
WRITTEN APPEAL:

Applicants who are denied funding may appeal the decision to the Cedar Valley’s Promise Board.  Appeals must be made in writing and be received by the CVP Coordinator within ten (10) days of the postmarked date of the selection decision letter.  Appeals must be based on a contention that the process violated state or federal law, that policies or rules did not provide adequate public notice or involved a conflict of interest by staff or review team members.  The Cedar Valley’s Promise Early Childhood Iowa Board, or a committee designated by the Board, will review the appeal, and mail a notice of its decision to the appellant within five (5) working days of the review.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.11
	Title:  Contractor Financial/Audit Process

	Policy:   The CVP Coordinator will review findings of independent financial audits or financial reviews (if conducted) for any program, service or activity funded by the Board.

	Procedure:
1. Contractors shall provide the Coordinator with copies of audit findings in service contracts.

2. The Coordinator will share a summary of audit findings with the Board as part of the contract monitoring report.  

3. The Board will act for approval or denial of acceptance of the financial audit as presented.
4. If the Board determines that further review is necessary, the Coordinator will contact the Contractor and request a meeting to discuss the results of the audit.

5. Failure to provide an audit report (if conducted) will warrant further information for the contractor.

6. The Coordinator will have the audits available for board members if requested.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 3.12
	Title:  Closing Out a Contract

	Policy:   The Cedar Valley’s Promise ECI Board will maintain contracts and program files in a manner so that files can easily be located and reviewed and utilized in the future if need arises.

	Procedures:
· The following will be kept in the contractor file (physically or electronically or both) following the end of the current contract term:
· Program proposal, narrative, or letter for consideration
· Budget request
· Contract
· Contracted budget
· Monthly claims and supporting documentation
· Program Evaluations
· Annual Financial Report

· Annual Program Report

· Performance Measure matrix as submitted with ECI Annual Report

· Monitoring & Review Document(s) 

· Any necessary communication/documentation with the contractor 
· Closed files will be placed in storage boxed dated and named with contents.
· The CVP Coordinator will be responsible for closing the contract file once the Annual Report evaluation has been received and reviewed by the Board.

	Effective Date:  1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.1.1
	Title:  Fiscal Agent - Selection Of & Annual Agreement

	Policy:  Cedar Valley’s Promise Early Childhood Iowa shall designate an entity to serve as the fiscal agent for Early Childhood Iowa grant funds and for other funds administered by the area board.

	Procedures:
· Iowa law requires that the entity meet one of the following criteria:

· An Iowa public agency, as defined in Iowa Code, section 28E.2

· A community action agency as defined in Iowa Code, section 216A.91

· An area education agency established under Iowa Code, section 273.2

· A nonprofit corporation
· The Cedar Valley’s Promise ECI Board will have a signed agreement with a fiscal agent to clearly define the roles and responsibilities of each.  Templates provided by the State ECI office will be utilized as guidance.
· The fiscal agent agreement must meet the required elements of State ECI Tool HH.  These required elements are also identified in Attachment A of the grant agreement between the local area board and the state of Iowa.
· Annually the Board will discuss the effectiveness of the Fiscal Agent, contract terms, and the offering of a new or renewed contract.
· Should the Board desire considerations for other Fiscal Agents, recommendations will be taken from members for possible options.
· The Chair and the CVP Coordinator will be responsible for contacting and having discussion with possible Fiscal Agent options. 
· Options will then be discussed with the Board, Chair, and CVP Coordinator who will negotiate a contract and make a recommendation for a Fiscal Agent to the full Board.
· Should the Board desire to continue contracting with the current Fiscal Agent, the Fiscal Agent will be notified, requesting any changes to the contract if necessary and agreement to move forward.  

· The Board will be responsible for reviewing any contract changes and negioating any new/revised contract terms.

· The CVP Coordinator will present the Board and the Fiscal Agent with the new contract asking the appproval from both entities.
· Two originals will be signed by the ECI Board Chair and the identified individual on behalf othe Fiscal Agent.
· Both entities will retain an original for their records.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.1.2
	Title:  Fiscal Agent - Responsibilities

	Policy:  Responsibilities shall be outlined and agreed upon contractually for Fiscal Agent Services between the provider of services and the Cedar Valley’s Promise ECI Board.

	Procedures: 
The Fiscal Agent shall:
· Deposit Early Childhood Iowa funds in an interest-bearing account separate from other funds of the Fiscal Agent and in accordance with Iowa Code Chapter 12C and the Cash Management Improvement Act, 31 U.S.C. §650 I et seq.
· Issue payments from Early Childhood Iowa grant accounts as directed by authorized Board personnel.  
· Be responsible for any costs charged by the financial institution for maintaining the Early Childhood Iowa grant accounts, or accounts containing Early Childhood Iowa grant funds. The Fiscal Agent shall ensure that any such costs are reduced or offset to the extent possible through earnings credits offered by the financial institution.

· Be responsible for completing and submitting any 1099 reports as required by federal or state law or regulation.

· Maintain separate accounting records for School Ready Children Services and Early Childhood Program funds that at a minimum include the following:
· For each School Ready Children Services grant payment and for each Early Childhood Program grant payment made as directed by the Board:
· The date written notification/authorization was received from the Board Staff.

· The name of the authorized Board staff authorizing the payment.

· The name and mailing address of the payee.
· The amount of the payment.
· The check number or other unique identification of the payment.

· The date the payment was mailed or hand-delivered to the payee.
· The date the payment is cleared or paid out of the Early Childhood Iowa grant account or account containing Early Childhood Iowa grant funds.

· The date of any stop payment requested by the Fiscal Agent and the reason.

· Running balances for each fund which includes:

· The cumulative amount of payments authorized by the Board.
· The cumulative amount of payments issued.

· Available Early Childhood Iowa grant funds that are not encumbered or otherwise allocated for payments made but not yet cashed.
· Separate running balances for Administrative funds and Program funds, including categorical funding streams for the School Ready Children Services fund and Early Childhood Program fund.  

· The following shall be considered:

· Administrative expenses for School Ready Children Services are not to exceed 3% of the annual School Ready grant.

· Administrative expenses for the Early Childhood Program shall not exceed 5% of        the annual Early Childhood grant.

· Interest accrued is to be added to program funds for each grant.

· Early Childhood funds have a time limit for expending, obligated with a federal fiscal year and expended by the end of the subsequent federal fiscal year.

· School Ready funds also have a time limit for expending and shall not exceed three years.  Use of School Ready funds shall adhere to the State Early Childhood Iowa Tool Kit HH, “School Ready Funds Carry-Forward Policy.” 

· Identify the amount of any monthly bank costs for maintaining the Early Childhood Iowa fund account or proportion of such costs attributable to that portion of an account constituting Early Childhood grant funds, and the amount of any monthly interest earned for the Early Childhood Iowa fund account or proportion of such earnings attributable to that portion of account constituting Early Childhood Iowa grant funds.   

· Submit monthly expenditure reports, based on an accrual reporting system, within 21 calendar days from the end of the prior month to the Board.  
· Submit monthly copies of bank statements identifying account balances for both the School Ready Children Services fund and Early Childhood Program fund.  

· Submit a report within 45 calendar days from the end of the agreement period, or such earlier date as the agreement may be terminated, to the Board.  
· Submit a report to the Board on any audits performed as well as the findings of any audits of the accounting records for the School Ready Children Services and Early Childhood Program funds.  

· Return unexpended Early Childhood Iowa grant funds, and accrued interest as may be required by law, to the Board if this agreement is terminated or if Early Childhood Iowa grant funds remain in an account held by the Fiscal Agent at the end of the agreement period, unless the agreement is renewed or extended as provided for herein.

· Reconcile its records for the payment and distribution of Early Childhood Iowa grant funds with the Board as requested by the Board.
· Maintain records that document the validity of all reports submitted to the Board for a period of five years.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.1.3
	Title:  Fiscal Agent - Payment

	Policy:  Monthly Semi-annually, per contract, a payment will be made to the Fiscal Agent(s) for services rendered.

	Procedures:
· The Fiscal Agent(s) will submit an invoice to the CVP Coordinator for services rendered.  The Fiscal Agent who has signed a contract with the State and a contract with ECI Board will not be required to submit an invoice and will be paid semi-annually for services rendered.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.1.4
	Title:  Fiscal Agent – Review of Audit

	Policy:  A fiscal audit of the Board’s financial records is completed and reviewed as part of the audit performed on behalf of the Fiscal Agent.

	Procedures: 

· Cedar Valley’s Promise ECI Financial Records will be included in the audit completed on behalf of the Fiscal Agent.
· Additional costs associated with the audit will be identified prior to the start of the fiscal year to be audited and included in the Fiscal Agent Agreement.
· Results of the audit will be provided to the CVP Coordinator and shared with the Board at the next regularly scheduled meeting. 
· The Board will act for approval or denial of acceptance of the financial audit as presented.
· Denial of a report will warrant further information from and discussions with the Fiscal Agent.
· The Fiscal Agent may be asked to attend the Board meeting for explanation of the audit or items in question.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.2.1
	Title:  Budgeting - Fiscal Year Budget

	Policy:  Cedar Valley’s Promise Board will submit a Fiscal Year Budget to the State ECI Office on or before July 15th of the current Fiscal Year.

	Procedures:
· After the Review Committee has completed their process for funding recommendations for the upcoming fiscal year, the Coordinator will complete the Fiscal Year Budget on the template provided by the State ECI office assuring that all programs can be funded within required categorical requirements.
· Discussions will continue with the Board until a budget can be completed meeting their funding recommendations and state legislated categorical requirements.
· Funding recommendations and a completed Fiscal Year Budget will be presented to the full Board for discussion and their approval.
· The CVP Coordinator will submit the Fiscal Year Budget to the State ECI Office by July 15th noting date the Board approved the budget. 
· The CVP Coordinator will enter the approved budget into the Financial Statement for the next Fiscal Year creating a template for use.
· Necessary corrections or claifications from the State ECI office will be responded to upon immediate receipt by the CVP Coordinator.
· No contractors will be allowed to expend funds until approval has been received from the State ECI office regarding the submitted budget.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.2.2
	Title:  Budgeting - Amendments

	Policy:  Cedar Valley’s Promise Board will submit a budget amendment to the State ECI Office if an additional program/contractor has been approved for funding following the submittal of the original budget.

	Procedures:
· If the Board wishes to fund a program and has taken formal action to fund a program that was not submitted as part of the submittal of the original budget, a budget amendment will be completed by the CVP Coordinator.
· An amended budget will be submitted to the State ECI Office on the originally submitted budget form.
· Once the amended budget has been approved by the State ECI office, a contract will be offered to the new program.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.3.1
	Title:  Revenue - Electronic Funds Transfer (EFT) Deposits

	Policy: Electronic Funds Transfer (EFT) will be utilized as an option for transfer of funds for Cedar Valley’s Promise ECI from the Dept. of Education and the Dept. of Human Services to the Fiscal Agent acting on their behalf.

	Procedures:

· The Cedar Valley’s Promise ECI Fiscal Agent shall complete the required EFT Deposit form and submit to the Dept. of Human Services and the Dept. of Education if they choose to receive ECI funds by EFT.
· When the Fiscal Agent receives an Electronic Funds Transfer notice from either the Department of Human Services or the Department of Education, the Cedar Valley’s Promise ECI Coordinator is notified by email of payment.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.3.2
	Title:  Revenue - Processing of checks

	Policy: The Fiscal Agent shall process checks received on behalf of Cedar Valley’s Promise ECI in a timely and fiscally responsible manner.

	Procedures:
· The Fiscal Agent and the Cedar Valley’s Promise ECI Coordinator will follow the “CLAIM DUE DATES”  document update yearly in January.  This document defines “claims due in Auditor’s office” for processing and “Bill Payable Dates” to contractors.
· The fiscal agent and Cedar Valley’s ECI coordinator will follow the procedures of the Fiscal Agent Agreement.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.3.3
	Title:  Revenue - Interest Earned

	Policy:  ECI Funds are in an interest-bearing account and accrued and added into appropriate accounts and utilized for program services.

	Procedures:

· Interest is directly deposited into the ECI bank account.
· Upon receipt of the Monthly Bank Statement, the Fiscal Agent(s) reviews the monthly interest received and notes the amount in the ECI financial reports.
· The interest is proportioned between the school ready and the early childhood fund balances based upon the balance in each of the accounts at the end of the previous month.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.4.1
	Title:  Expenditures and Disbursements – Invoice Requirements/Review/Deadline

	Policy: The Cedar Valley’s Promise ECI Board will reimburse contractors for program expenses related to the services of the contract.

	Procedures:
· All expenses require invoices with detailed expenditure claims and supporting documentation, i.e.  invoice, payroll register, time activity logs, receipts, etc.
· Expenses will be reviewed by the CVP Coordinator for accuracy, detailed documentation, and fiscal accountability to the provisions outlined in the program contract.
· The Coordinator will document on the invoice the program to which the funds will be pulled from, the date the request was received, and the amount of the claim, and signature by the Coordinator showing approval.
· A scanned copy of all invoices will be sent to the fiscal agent (CPA).   The original invoice and all supporting documentation will be put in the ECI Office program file either physically or electronically or both.  
· Payment may be denied, or reimbursement withheld due to lack of sufficient billing explanation and/or documentation.
· Payments shall be issued to the individual, vendor, business, or other entity identified by the Board, in the amount specified, and to the address provided by the Coordinator.   

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.4.2
	Title:  Expenditures and Disbursements – Coordinator/Staff Expense Reports/Reimbursements

	Policy:   The Coordinator is responsible for incurring expenses related to the position and submitting a monthly claim for reimbursement.

	Procedures:

· The Coordinator shall record and track all expenses related to the performance of the position, keeping all receipts of items purchased, noting mileage incurred, etc.
· Upon receiving approval from the CVP Board Treasurer or Chair, the Coordinator’s  expense reports and mileage claims are submitted to the Employer of Record for payment

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.4.3
	Title:  Expenditures and Disbursements – Invoice/Payment Approval

	Policy: The Fiscal Agent, acting on behalf of the Cedar Valley’s Promise County ECI Board, shall make payment directly to contractors for services rendered.

	Procedures:

· The CVP Treasurer or Chair signs off on all original claim forms before they are electronically submitted to the fiscal agent for review and payment.
· The Fiscal Agent will enter each claim into the Fiscal Agent finance system. Payments are sent directly to the contractors.
· Cedar Valley’s Promise Policy  Board reviews and approves financial reports at each regularly scheduled Policy Board Meeting.

	Effective Date: 1/21/21
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.5.1
	Title:  Reporting - Monthly Financial Statements

	Policy:   The Fiscal Agent shall be responsible for submitting a monthly expenditure report to the ECI Board.

	Procedures:
· The Fiscal Agent shall prepare and submit to the Coordinator a monthly expenditure report.
· The report shall be based on an accrual reporting system.
· The report shall also include individual payments made to contractors, monthly cumulative amounts of payments issues, interest accrued, deposits made, and running balances and expenditures by categorical funding.
· The Coordinator will review the report before the next Board meeting and work with the Fiscal Agent to resolve any discrepancies.
· Cedar Valley’s Promise Policy  Board reviews and approves financial reports at each regularly scheduled Policy Board Meeting.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.5.2
	Title: Reconciliation of Bank Statements with Financial Records

	Policy: The Fiscal Agent(s) and the Cedar Valley’s Promise ECI Board will verify Fiscal Agent records of Black Hawk ECI funds with Bank Statements ensuring that all entities agree on the amount of available Cedar Valley’s Promise ECI funds.

	Procedures:
· The Fiscal Agent(s) receives the monthly bank statement of Cedar Valley’s Promise ECI funds.
· A comparison is made between the ECI Cash Balance Log and the bank statement.
· A reconcilation of Bank Statement form is completed (verifying cleared checks and checks/deposits that are still outstanding) and placed in the Cedar Valley’s Promise ECI current year file.
· Copies of the bank statement reconciliation and internal spreadsheets are provided to the CVP Policy Board at each regularly scheduled meeting.  The CVP Policy Board reviews the documentation and  places the finanical statements on file.


	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.5.3
	Title:  Reporting - Year End Financial Statements

	Policy: Year End Financial Statements for Cedar Valley’s Promise ECI will be prepared and submitted to the State ECI Office by September 15th.

	Procedures:
· After the final financial statement has been received by the CVP Coordinator from the Fiscal Agent(s), the CVP Coordinator will complete the Year End Financial Statement for Cedar Valley’s Promise ECI on the form provided by the State ECI Office.
· The completed year end statement will be sent to the Fiscal Agent(s) for their review and signature.
· The Board will approve the Year End Financial Statement as part of the Cedar Valley’s Promise ECI Annual Report at the August Board Meeting.

	Effective Date: 12/13/18
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.6
	Title:  Other Cedar Valley’s Promise Funds

	Policy:   Other Cedar Valley’s Promise funds (separate from ECI) will be held in a checking account at Veridian Credit Union.

	Procedures:
· Prior CVP Board approval is required to move money from the Trust Accounts to the Checking Account.
· Prior CVP Board approval is required for any expenditure $100.00 or more.
· Expenditures under $100.00 will be at the CVP Coordinator’s discretion with prior approval of the CVP Board Chair.  Email documentation of Board Chair approval will be retained along with the invoice/receipt.
· All checks will require the signatures of the CVP Coordinator and CVP Board Secretary.
· All debit card purchases will require prior Board Chair approval to use the card.  Email documentation of Board Chair approval for debit card purchases will be retained in the file along with receipts.
· Monthly bank statements of all CVP accounts will be reviewed at each CVP Board meeting.

	Effective Date: 5/21/20 
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
 4.7
	Title:  Property and Equipment

	Policy: To maintain a protocol for purchasing non-supply items and for an ongoing itemization of the property of Cedar Valley’s Promise ECI.

	Procedures:
· The CVP Coordinator will be responsible for presenting any equipment requests to the Board for approval, purchasing the equipment, and receiving reimbursement for any purchased item.
· Purchase of any necessary property or equipment above and beyond the amount of $200.00 will need the approval of the Board.
· The CVP Coordinator will be responsible for maintaining documentation of any CVP property in the ECI Succession Plan, titled Equipment Inventory.

	Effective Date: 5/21/20
	Approved by: Cedar Valley’s Promise ECI Board


	Policy ID:
4.8
	Title:  Record Retention

	Policy: The Cedar Valley’s Promise Board will maintain records for a minimum of seven years.

	Procedures:
· At the end of each Fiscal Year, records from the past year will be gathered and filed in a storage box marked with the date and items enclosed.
· Records will be retained for a minimum of seven years and organized and stored in a manner such that the records can easily be retrieved if necessary.
· Records maintained will include but are not limited to:

· Monthly Bank Statements
· Invoices/Receipts

· Cancelled Warrants
· Administrative Claims including Director and Board claims
· Annual Budgets including any amendments
· Annual Reports including Year End Financial Statements
· All Contractor Files
· Meeting Minutes

	Effective Date: 5/21/20
	Approved by: Cedar Valley’s Promise ECI Board
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