Appendix H: Lead Agency Roles and Responsibilities

The Lead Agency in its fiscal capacity must meet the following requirements: 

 Ensure that the FY2014 goals and priorities are implemented and that funding is expended in accordance to the parameters of this renewal application and EEC policies; 

· Designate a Lead Coordinator as the main point of contact between the Coordinated Family and Community Engagement Council, Lead Agency, and EEC. The Lead Coordinator is responsible for disseminating all relevant information to the proper agents including Council members, the Lead Agency staff, and participating programs. They must attend all relevant EEC trainings and meetings and act as the point person to EEC for all Coordinated Family and Community Engagement Grant Program funded activities. If the Lead Coordinator is not available year round, a designee must be identified by the Lead Agency to carry out program activities in the Lead Coordinator’s absence;

· Prepare budget updates regularly for the Coordinated Family and Community Engagement Council, including preparation of amendments as needed for approval by the Coordinated Family and Community Engagement Council. Amendment requests should be submitted directly to EEC by April 30th for EEC approval so that goods and services are received by June 30th;
· Provide Lead Agency fiscal representation on the Local Council and work with the Council to develop proposals and continuation applications;
· Manage and monitor all subcontracts, and provide reimbursements in a timely fashion; adhere to “Subcontract Requirements” below;
· Comply with EEC monitoring requests; 
· Implement EEC required data collection and policy initiatives;
· Submit all EEC required data reports by defined due dates; and 

· Return any unspent funds to the Commonwealth on or before August 30th.

Subcontract Requirements
Use of Funds:  Subcontracts cannot provide funds to underwrite operating costs for programs/agencies. Funds received must be directly pertinent to the delivery of the Coordinated Family and Community Engagement Grant Program services or program coordination and support (e.g., staff salaries to meet goals of Coordinated Family and Community Engagement Grant Program, etc). Funds for materials and supplies, whether children are served or not, should be based on demonstrated need tied to Coordinated Family and Community Engagement Grant Program objectives. All materials and supplies purchased with grant funds are the property of the grant, not the individual program. Furniture and durable materials should be labeled with the fiscal year and Coordinated Family and Community Engagement Grant Program.

Developing Subcontracts: After selection processes are completed, the Lead Agency may develop subcontracts with individuals or educators. All subcontracts funded by the grant must be in writing and be functionally identical to, consistent with, and subject to the provisions that are required by the Commonwealth Terms and Conditions for contracts. The Department of Early Education and Care requires Lead Agencies to include in all subcontracts:

· subcontract budget;

· subcontract maximum budgetary obligation;*

· reimbursement rates for services rendered and description of how rates were determined;  

· scope of services to be provided; 

· data reporting requirements of the subcontractor;

· payment schedule;

· letter of assurance that the subcontractor will abide by all relevant EEC policies and procedures;

· Lead Agency subcontract monitoring procedures;

* The subcontractor is reimbursed for services rendered. The subcontractor agrees to provide the services stated in the scope of service; however, in the event all services cannot be provided, the subcontractor is not entitled to the maximum budgetary obligation. Any obligated but unused funds revert to the Lead Agency to be reallocated by the Local Council or returned to the Commonwealth of Massachusetts.
The Lead Agency must inform all subcontractors of its internal controls, procedures, and timelines related to fiscal and accountability protocols including, but not limited to:

· submitting invoices;

· issuing purchase orders;

· soliciting bids;

· documenting of expenses;

· documenting of services;

All products, advertising, and materials should contain a clause stating the funds were provided through a grant from the Massachusetts Department of Early Education and Care’s Coordinated Family and Community Engagement Grant Program.
In addition, grantees/contractors will be required to incorporate the approved tagline for the Brain Building in Progress communications initiative on appropriate marketing and communications materials and resources that are funded in whole or part through this grant.  These materials and resources may include, but are not limited to, the following: marketing products (e.g., flyers, brochures, pamphlets); professional development products printed by the grantee/contractor (e.g., books/booklets, guides, course readers); websites; and other products as determined by EEC.  See Required Services section of this grant application for more information about this requirement.
Federal indirect rates may not be charged to this grant. 
Required Verification for Payment: The Lead Agency is responsible for collecting verification to support each reimbursement/disbursement of funds issued through subcontracts. At any given time, the Lead Agency should be able to support each expenditure as follows:

· the request for purchase, authorized by the lead agency, or its designee (i.e., purchase order; work described in the scope of service in a subcontract);

· the deliverable (e.g., vendor packing slips for supplies received, attendance sheets and evaluation from a workshop); and 

· a bill to pay for services rendered (i.e., invoices from educators, utility bill, or vendor invoice).

In addition, all expenditures should align with an activity or budget line item in the approved Coordinated Family and Community Engagement Grant Program grant application. Lead agencies must keep a record of expenditures consistent with grant budget line items.

Monitoring, Amending, and Evaluating Subcontracts:  Lead agencies must monitor all subcontracts to ensure that services are being appropriately provided.
  If circumstances change and the scope of services is altered or not implemented, Lead Agencies shall communicate the changes to any subcontractors, as necessary, and are advised to amend subcontracts to accurately reflect services.  If the subcontractor is unwilling or unable to perform the altered or amended services, the Lead Agency shall ensure that any additional services are performed.  At the end of each grant cycle, Lead Agencies and the Coordinated Family and Community Engagement Council, should evaluate subcontractor performance.
� The performance of Lead Agencies, Local Councils and/or subcontractors in implementing the services required by the CFCE Grant is subject to EEC review, including fiscal monitoring.  EEC may take corrective action, including, but not limited to contract termination and/or reductions in funding, and/or otherwise direct the Lead Agency to take corrective action in instances where the Lead Agency, Local Councils and/or subcontractors fails to meet each stated programmatic and/or fiscal requirement.





