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Panel Report

(revised October 31, 2011)

Agency:  ____________________________________________________________

Panel Chair:  _________________________________________________________

Date of Meeting:  ______________________________________________________



Please complete this summary form for each Agency reviewed.  It should be delivered to the United Way office (by fax, email, hand delivered) no later than noon Friday, February 10, 2012.  This report will then be forwarded to the agencies for their rebuttal and comments, prior to the Committee of the Whole meeting on February 14 and 16, 2012.

Agency and Citizen Review Panel Meeting - Attendance Sheet
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	Position/Title
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It is expected of each Agency, that the Review Meeting will be attended, at the very least, by:

• The Senior staff member (or designate)

• The Board President (or designate)

• The individual responsible for the Organization’s finances (who may be the Senior Staff Member)

Agenda for Panel Review Meeting
(:05)
1.   Welcome and Introductions:

· The Panel Chair welcomes those in attendance.  Panel members then introduce themselves and provide the agencies with some background about themselves (employment, volunteer experience, years with United Way, etc.)  The agency representatives should also introduce themselves.  After the introductions the Panel Chair explains the purpose of the meeting and reviews the agenda.

(:25)
2.   Agency Presentation and Tour of Facility (if appropriate)

· Each agency has ten minutes to make a short presentation on their programs and services and how they propose to use United Way funds in the coming year.  They may also use the time to make their case for additional dollars (if applicable), clarify items in the submission, or bring up issues affecting their organization.

(:45)
3.   Questions/Clarification/Discussion 

· Following the agency presentation, the remainder of the interview is used for the panel members to ask questions about the agency’s submission and/or presentation.  The point of asking the questions is to gain enough information to assess the agency’s performance according to the established criteria and the agency’s need for United Way dollars.  It has been suggested that the agencies review the Measures prior to the meeting, and prepare a document with responses to these Measures, to hand to the volunteers at the beginning of the meeting. 

· Agency interviews should be seen as a constructive dialogue, not a game of “Stump the Agency”.  At the same time, hard questions may be necessary.  This is your opportunity to clarify and understand the agency’s application and request.  In short, be supportive and straightforward with the agency.

· Focus first on “must know” questions.  These are the questions that, if left unanswered, may impact your assessment of the agency.  Save any “would like to know” questions for the end of the interview.

(:15)
4.   Summary and Wrap-up

· At the end of the interview, the Panel Chair thanks the agency representatives and briefly describes and necessary follow-up, who is responsible for it and by when.  For example, additional written documentation might be requested from the agency prior to the panel wrap-up meeting.  The Panel Chair should also outline the time frame for the funding recommendation.
Thank you for volunteering to serve on this year's Community Investment Committee.  You are about to participate in an exciting and important exercise - one which will serve our community well in its efforts to change lives and make Chatham-Kent a healthier and happier community.  Your task involves a delicate balance between defending the funded agency budget request to the "Committee-of-the-Whole" and ensuring an equitable and fair distribution of limited community resources. 

You may receive some resistance in some cases.  Please be sure to acknowledge the fact that the United Way needs to know this information in order to do its part in taking a "big picture" approach to the matching of community assets to community needs. 

Please appoint a recorder and keep good notes of the responses.  This information will be made available to the Funded Agencies for their rebuttal and comments, and will form the basis of the decision making at the Committee of the Whole meetings.  It will also be kept on file in the United Way office, for the following year’s process.

The Citizen Review Panel members will use the following measures as one tool, to evaluate the agencies on their funding requests.  

For the 2012-2013 funding year the following rating system will be used:

agency does not satisfy this measure

agency somewhat satisfies this measure

agency satisfies this measure

agency more than satisfies this measure

agency excels at satisfying this measure

In each of the above ratings, panel members are encouraged to qualify their ratings with comments.  Any additional comments pertaining to the measurements and criteria may be made on the “Comments” page.

I)
COMMUNITY NEED
THERE IS AN IDENTIFIED NEED FOR THE AGENCY'S PROGRAM AND/OR SERVICE.

Measure 1
Is there is a need for the agency's program or service that has been specifically identified?

Indicators:

a)
Size and characteristics of population in need

b)
Client use of service indicates support (number unable to serve, waiting list)

c)
Does not create unnecessary duplication of service

d) A community needs assessment process is in place for your agency

Measure 2
Is the agency responding to changes in the community including community growth, demographic changes, changing trends on the provision of services to clients?

Indicators:

a)
Addition or deletion to agency programs and services

b)
Changes in design or methodology and delivery

II)
PROGRAM AND SERVICE EFFECTIVENESS
THE AGENCY DEMONSTRATES EFFECTIVENESS OF ITS PROGRAMS IN RESPONDING TO THE NEEDS OF CLIENT GROUPS

Measure 3

Does the agency have a clearly stated purpose or mission statement?

Indicators:

a) Agency reviews, on a regular basis, their mission, vision, goals and purpose

Measure 4
Does the agency have clear measurable objectives for its programs, consistent with its mission statement?

Indicators:

a) There is a clear plan for evaluating the objectives 

b)
There are specific measurable objectives for the current operating year

c)
A process is used to monitor agency programs/services - define

d)
Standards used by agency to ensure quality

e) Statistical information is collected

f) Outcomes are developed and measured

Measure 5
Do the agency programs demonstrate positive impact on community served?

Indicators:

a) Emphasize and support long term solutions

b) Promote empowerment and independence for individuals/families/communities

c) Help individuals/families/communities to develop and use informal social networks

III)
THE AGENCY DEMONSTRATES EFFICIENT RESOURCE UTILIZATION

Measure 6

Does the agency make optimum use of volunteer resources?

Indicators:

a)
Use of volunteers in direct service (eg. special events), policy and advisory capacities (eg. Board and committees)

b)
Methods of volunteer recruitment, screening, training, development, evaluation and orientation

Measure 7
Does the agency use staff effectively?

Indicators:

a)
Methods of staff recruitment, training, development and evaluation

b)
Staff structure and responsibilities - personnel policies are in place

c)
Staff attendance at Board Meetings, role on committees

Measure 8
Does the agency utilize its physical facilities efficiently?

Indicators:

a)
Utilization of physical facilities, hours of operation

b) Use of facilities by other organizations, creative use

c) If surplus space is available – plans are in place for its use, or ideas are being explored

Measure 9
Is the agency cost effective in its administration and service deliveries?

Indicators:

a)
Trends upward or downward in the cost per unit of service are identified and adjustments are made as necessary

b)
Trends in administrative or program costs

c)
Initiatives to control costs

d)
Administrative costs are reflected appropriately in United Way programs

e) Expenses are budgeted to give priority to programs over administration

f) Implements innovative approaches to service delivery, where appropriate

Measure 10

Does the agency incur cost savings and/or other benefits as a result of its affiliation with other organizations and service providers, where applicable?

Indicators:

a)
National/Provincial affiliations/local partnerships

b)
Costs/benefits

c)
The agency promotes co-ordinated service delivery

d) The agency demonstrates intra-agency co-operation in the delivery of programs and services

IV)
COMMUNITY SUPPORT
THE ORGANIZATION DEMONSTRATES STRONG COMMUNITY SUPPORT.

Measure 11
Does the agency have a varied volunteer Board of Directors?

Indicators:

a) The Board composition reflects the community at large

b) Clients and former clients are represented on the Board

c) There is a role description for Board members

d) There is an identified Board model – eg. Carver (governance) vs. Traditional (working)

Measure 12
Does the agency have community support as evidenced by a stable and expanding user/customer/client base?

Indicators:

a)
User trends, composition, role of general users/customers/clients

b)
Community support of supplementary fund-raising

Measure 13

Does the organization make the public aware of its services and promote the United Way?

Indicators:

a)
Public relations programs/materials

b)
Agency has promotional/educational materials and resource

V)
MANAGEMENT

THE ORGANIZATION DEMONSTRATES SOUND MANAGEMENT PRACTICES INCLUDING RESPONSIBLE FINANCIAL MANAGEMENT

Measure 14
Is the agency's staff well qualified to carry out the functions of the agency?

Indicators:

a) The agency conducts staff training

b) Management carries out staff performance evaluations on a defined basis

c) Professional development is available for staff

Measure 15
Is a planning process used to direct the activities and functions of the agency?

Indicators:

a)
Annual operating plan

b) 3-5 year plan, based on community needs assessment and agency self-evaluation

Measure 16
Is the agency aware of specific problems or deficiencies in its operations and is the agency making efforts to overcome them?

Indicators:

a) Response to previous panel recommendations

b) Agency's self-assessment

c) Concrete efforts to overcome deficiencies

d) Response to external reviews

Measure 17
Are the agency's accounting procedures and fiscal controls sound?

Indicators:

a)
An annual budget is prepared for approval by the Board of Directors

b)
Some one is responsible for maintenance of the accounting system

c) The senior management is involved in the day-to-day financial aspects of the agency

d) Annual audited statements are available

e) The Board supervises the internal financial controls

f) The annual budget is balanced

VI)
NEED FOR UNITED WAY DOLLARS
Measure 18
Does the agency demonstrate through a realistic and reasonable budget, a financial need for United Way funds?

Indicators:

a)
Revenue sources other than United Way

b)
Dependency on voluntary income sources 

c)
Identified use of United Way funds

d)
Supplementary fund-raising activities

e) End of year balance

f) Agency's user fee policy to clients served

g) Implementation of user fee policy and impact on access for clients

h) Agency has received a windfall or significant increase in revenue that is not reflected in "projected" income, but may be earmarked for other purposes

i) In the event that “projected” income from other sources is significantly higher or lower than the previous year’s “actual”, the circumstances that have caused this are explainable

VII)
COMPLIANCE WITH UNITED WAY OBLIGATIONS 
Measure 19
Does the agency visibly demonstrate its relationship with United Way?

Indicators:

a) United Way logo on agency facility and/or vehicles 

b) United Way is mentioned as a funder on letterhead, annual reports, news releases, articles, advertisements (radio, print and other media), posters and promotional materials

Measure 20
Are the agency’s staff and volunteers actively involved in the annual fundraising appeal?

Indicators:

a) Agency attends or participates in the Annual Red Feather activities

b) Agency staff and/or volunteers assist with campaign solicitation

c) Agency attends Annual Campaign kick-off and wrap-up events

d) Agency attends United Way’s Annual General Meeting, generally held the fourth Wednesday in April

e) Agency personnel deliver presentations during campaign

f) Agency conducts an employee workplace campaign to support the United Way Community Fund

g) Agency discourages self designations through donor choice by its staff, board members and volunteers

h) Agency volunteers open doors for United Way in their own workplaces

i) Agency participates in joint special events with other funded agencies

Measure 21
Does the agency staff actively collaborate with United Way on community building projects and other related initiatives?

Indicators:

a) Agency representatives attend regular and special Agency Relations meetings

b) Agency responds promptly to periodic quick response surveys 

c) Agency initiates partnerships, in collaboration with United Way, on special projects and/or collaborative initiatives

d) Agency provides displays for public events (fairs, workplace presentations, workshops, etc), as requested

e) Agency provides immediate notification to United Way of any changes to programs, senior personnel (such as Executive Director, United Way funded program staff and Board President), and/or location of services

f) Agency demonstrates an awareness of United Way policies as they pertain to funded agencies

** Note – All indicators in bold are mandatory.  Attendance and/or participation will be monitored.

Scoring of Measurements

	Measures
	Does not satisfy
	Somewhat satisfies
	Satisfies
	More than satisfies
	Excels in satisfying
	Not applicable
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	III.  Agency Demonstrates Efficient Resource Utilization
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	VI.  Need for United Way Dollars

	Measure #18
	
	
	
	
	
	
	

	VII.  Compliance with United Way’s Obligations 
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 Additional Comments 

Please be specific in reference to which criteria and measures are being commented on, and keep comments pertinent only to these measures as they relate to the agency being reviewed.

Rationale behind allocation recommendations:  (specifying justification for increases in maintenance, expansion, special needs)
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