
 

Transforming one client, one family, one community at a time.

 

 
 

Upper Cumberland Human Resource Agency | Executive Committee Meeting 
Wednesday, February 19, 2025 | Immediately following the UCDD Executive Committee Meeting 

Location: Upper Cumberland Development District 
1 
 
 

Executive Committee Meeting Agenda | February 19, 2025 

 

1. Call to Order | Jeff Mason, Vice Chairman 

2. Roll Call | Sherry Thurman 

3. Approval of Consent Agenda | Jeff Mason, Vice Chairman 
a. Executive Committee Meeting Minutes – December 18, 2024 

b. Amended Executive Committee Meeting Minutes – October 16, 2024 
c. Policy Council Report 

 

4. UCHRA Financial Report | Ginger Stout, Finance Director  
5. Van Buren County Head Start Report |Jeff Mason, Vice Chairman  

a. November – December Financial Reports 

▪ November and December 2025 Budgets 

▪ Monthly Activity Report 
▪ Credit Card Reports 

▪ In-Kind Report 
b. U.S. Department of Health and Human Services Compendium of Required Certifications and 

Assurances 

c. Head Start Program Baseline Grant – 2025/2030 
d. Head Start Program Baseline Grant 2025/2030 Budget Narrative 

e. In-Kind Procedure and Form  
 

6. CSBG Update | LaNelle Godsey, Deputy Director/Community Services Director  
a. CSBG Dashboards 

b. Satisfaction Surveys 

 

7. Action Items | Jeff Mason, Vice Chairman  
a. 2024-2025 Implementation Plan for Title VI of the Civil Rights Act of 1964 

b. Executive Committee Meeting Rescheduled – Changed from October 15, 2025 to October 8, 
2025 

 

8. Executive Director Report | Mark Farley, Executive Director 
    

9. Old Business | Jeff Mason, Vice Chairman 

 

10. New Business | Jeff Mason, Vice Chairman 

 

11. Public Comments | Jeff Mason, Vice Chairman 

 

12. Adjourn | Jeff Mason, Vice Chairman 
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DRAFT MINUTES – Joint Executive Committee Meeting 
Upper Cumberland Human Resource Agency and Upper Cumberland Development District 
Wednesday, December 18, 2024 

Joint Executive Committee Meeting 
Upper Cumberland Human Resource Agency and Upper Cumberland Development District 
 
 

DRAFT 
MINUTES 

 
DECEMBER 18, 2024 

 
9:00 A.M. 

 
COOKEVILLE, TN 

MEETING  
CALLED BY 

Vice Chairman Jeff Mason  

TYPE OF 
MEETING 

UCHRA/UCDD Executive Committee Meeting  

FACILITATOR Vice Chairman Jeff Mason  

NOTE TAKER Sherry Thurman 

MEMBERS 
PRESENT 

Greg Mitchell, Stan Hollandsworth, Dale Reagan, Allen Foster, R.J. Crawford, Matt 
Adcock, Jimmy Johnson, Steven Barlow, Lori Burnett, Stephen Bilbrey, Sam Gibson, 
Randy Porter, Laurin Wheaton, Jeff Mason, John Potts, David Sullivan, Alisa Farmer, 
Terry Bell, Denny Robinson, Jerry Lowery, Senator Paul Bailey 

MEMBERS 
ABSENT 

Luke Collins, Josh Miller, Harvey Stowers, Randy Heady, Lloyd Williams, Steve Jones, 
Tony Day, Ryle Chastain, Representative Cameron Sexton 

 
CALL TO ORDER / PRAYER / PLEDGE 
OF ALLEGIANCE 

 VICE CHAIRMAN JEFF MASON 

CALL TO 
ORDER 

Vice Chairman Jeff Mason called the meeting to order. 

PRAYER  
Vice Chairman Jeff Mason asked County Executive Jimmy Johnson to open the meeting 
with prayer. 

PLEDGE OF 
ALLEGIANCE 

The Pledge of Allegiance was cited. 

 ROLL CALL 

ROLLCALL 

Vice Chairman Jeff Mason asked that everyone continue to remember County Mayor 
Randy Heady in their prayers.   
 
Sherry Thurman called the roll and the attendance is recorded above.  There was a 
quorum of the committee members present.   

 APPROVAL OF CONSENT AGENDA VICE CHAIRMAN JEFF MASON 

 
 
 
 
 
 
DISCUSSION 
 
 
 
 
 
 
 
 
 
 

Vice Chairman Jeff Mason advised that the consent agenda consist of the following:   
a. UCDD Executive Committee Meeting Minutes – October 16, 2024 
b. UCHRA Executive Committee Meeting Minutes – October 16, 2024 
c. UCDD/CAIC Board of Directors Meeting Minutes – December 21, 2023 
d. UCHRA Board of Directors Meeting Minutes – December 21, 2023 
e. Van Buren County Head Start Report 

• August-September-October Financial Reports 

• August-September-October 2024 Budgets 

• Monthly Activity Reports 

• Credit Card Reports 

• In-Kind Reports 

• 2024 Community Assessment Report 

• T/TA Plan Narrative 2025 Funding Year 
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DISCUSSION/ 
ACTION 

 
 

• Strategic Plan Narrative and Program Improvement Plan 
f. UCDD Resolution 24-12-01 
g. UCHRA Resolution 24-12-01 
 

Executive Director Mark Farley explained that the resolutions in the consent agenda 
authorize the agencies to apply for an IT grant through Public Entity Partners.   
 
A motion was made to approve the Consent Agenda.  

 ACTION 

Motion to Approve 
Motion made by:  Randy Porter   
Motion seconded by:  R. J. Crawford 

Vice Chairman Jeff Mason asked for discussion or comments on the motion.   

Motion carried unanimously. 

 
UCDD LOAN                                             MINDY TRAMEL, LOAN OFFICER 
LITTLE SUNSHINE’S ACADEMY 
EXPANSION 

DISCUSSION/ 
ACTION 

Mindy Tramel presented a loan request for an expansion for Little Sunshine’s Academy 
in Smith County.  The borrower has requested additional loan funds from UCDD to 
assist with paying the required match portion of the grant funds.  Construction is 
expected to be finished in December at which time she will be able to enroll children  to 
fill the newly created childcare slots.     

• Project Amount:  $46,000.00 

• UCDD Loan Amount:  $41,000.00 

• Proposed Interest Rate: 4.5% 

• Proposed Terms: 18 years, to mature the same year as the current UCDD loan. 

• The borrower will pay the remaining portion of the match plus any closing costs. 

• Collateral: UCDD has an existing 2nd position lien on the building and, at closing, 
we will ask the closing attorney to modify the Deed of Trust to increase the 
indebtedness.  Original appraised value at time of purchase was $410,000 and the 
current tax card value is $543,400.  The construction costs for the expansion is 
estimated at $495,000.  Using the original appraised value plus construction costs 
for value.   
 

A motion was made to approve the loan request. 

ACTION 

Motion to Approve 
Motion made by: Allen Foster 
Motion seconded by:  Laurin Wheaton 

Vice Chairman Jeff Mason asked for discussion or comments on the motion.   
 
Motion carried with a roll call vote.  Eighteen board members voted yes.  Three board 
members were not present for the vote.     

 
 
 
 
 
 
 

ACTION ITEMS                                               VICE CHAIRMAN JEFF MASON 
a. Upper Cumberland Development District Audit 
b. Cumberland Area Investment Corporation Audit 
c. Upper Cumberland Human Resource Agency Audit 
d. Cumberland Regional Development Corporation Audit 
e. Executive Committee Meeting Date – October 15, 2025 
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Upper Cumberland Human Resource Agency and Upper Cumberland Development District 
Wednesday, December 18, 2024 

DISCUSSION/ 
ACTION 

Executive Director Mark Farley introduced Derek Young with Johnson, Hickey & 
Murchison, P.C.   
 
Mr. Young presented the audits for year ending June 30, 2024 for Upper Cumberland 
Development District, Cumberland Area Investment Corporation, Upper Cumberland 
Human Resource Agency, and Cumberland Area Investment Corporation.   

Executive Director Mark Farley explained that in 2012, UCHRA had a benefit in place for 
employees that was later determined to be inappropriate for funding through grant dollars. 
At that time, the board allocated a specific fund to cover the benefit for those employees 
who were grandfathered in under the previous arrangement. A list of eligible employees was 
established, and the funds have been gradually utilized over time. 

As the remaining balance in the fund diminishes, it may become necessary to hire an actuary 
to evaluate the current number of eligible employees, project the remaining costs, and 
determine the amount of money that needs to be set aside to cover future obligations. 

This matter will require further discussion at the February board meeting. 

Executive Director Mark Farley shared that one of the most valued benefits for clients is 
the Low-Income Heating Assistance Program (LIHEAP). Over the past 4-5 years, UCHRA 
has successfully assisted a significant number of individuals and families through this 
program. However, the upcoming year’s budget from the state reflects a substantial 
reduction in funding. This will decrease the number of clients we can assist and may also 
impact some utility districts. 

UCHRA is in the process of notifying the affected utility districts about the funding 
reduction. Moving forward, priority will be given to households with children under four 
years of age and elderly individuals. 

Executive Director Farley proposed changing the October 2025 board meeting date due to 
a scheduling conflict with an annual conference that several staff members will attend. The 
recommendation is to move the meeting from October 15 to October 8. This proposal will 
be presented to the board for further discussion and approval at the February 2025 meeting. 

A motion was made to approve the action items as presented.   

ACTION 

Motion to Approve 
Motion made by:  Allen Foster 
Motion seconded by:  Steven Barlow    

Vice Chairman Jeff Mason asked for discussion or comments on the motion.  

Motion carried unanimously.   

 NOMINATION COMMITTEE REPORT      VICE CHAIRMAN JEFF MASON 

 
 
 
DISCUSSION 
 
 
 

Vice Chairman Jeff Mason reported that the Nomination Committee recommends retaining 
the current slate of officers for FY-2025, as outlined below: 

Upper Cumberland Development District and Cumberland Area Investment 
Corporation 

• Chairman: Randy Heady 
• Vice Chairman: Jeff Mason 
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DISCUSSION/ 
ACTION 

• Secretary: Jimmy Johnson 
• Treasurer: Randy Porter 

Upper Cumberland Human Resource Agency 
• Chairman: Randy Heady 
• Vice Chairman: Jeff Mason 
• Secretary: Sam Gibson 
• Treasurer: Denny Robinson 

UCHRA Policy Council 
• Chairman: Randy Heady 
• Secretary: Sam Gibson 

A motion was made and approved to retain the current slate of officers for FY-2025. 

ACTION 

Motion to Approve 
Motion made by:  Laurin Wheaton 
Motion seconded by:  Dale Reagan   

Vice Chairman Jeff Mason asked for discussion or comments on the motion.  

Motion carried unanimously.    

 ADJOURN                                                         VICE CHAIRMAN JEFF MASON 

DISCUSSION Vice Chairman Jeff Mason advised that he would accept a motion to adjourn. 

ACTION 

Motion to Adjourn: 
Motion made by: Dale Reagan 
Motion seconded by: Steven Barlow  
 
The Executive Committee voted unanimously to adjourn the December 18, 2024 
meeting.   

CONCLUSION 
9:25 a.m.   

 
 
 
__________________________________________    ________________________________________ 
Jeff Mason, Vice Chairman                        Sam Gibson, Secretary       
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DRAFT MINUTES - Upper Cumberland Human Resource Agency 
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Upper Cumberland Human Resource Agency 

Executive Committee Meeting 

 

 

DRAFT 

MINUTES 

 

OCTOBER 16, 2024 

 

10:57 A.M. 

 

COOKEVILLE, TN 

MEETING  

CALLED BY 
Chairman Randy Heady    

TYPE OF 

MEETING 
UCHRA Executive Committee Meeting  

FACILITATOR Chairman Randy Heady 

NOTE TAKER Sherry Thurman 

MEMBERS 

PRESENT 

Dale Reagan, Allen Foster, Josh Miller, Randy Heady, Steven Barlow, Stephen 

Bilbrey, Sam Gibson, Laurin Wheaton, Jeff Mason, John Potts, Alisa Farmer, Terry 

Bell, Denny Robinson 

MEMBERS 

ABSENT 

Greg Mitchell, Matt Adcock, Jimmy Johnson, Lloyd Williams, Steve Jones, Randy 

Porter, David Sullivan, Jerry Lowery, Representative Cameron Sexton, Senator 

Paul Bailey 

 CALL TO ORDER  CHAIRMAN RANDY HEADY 

CALL TO 

ORDER 
Chairman Randy Heady called the meeting to order. 

 ROLL CALL 

ROLLCALL 
Sherry Thurman called the roll, and the attendance was recorded above.  A quorum 

of the committee members was present.  

 APPROVAL OF CONSENT AGENDA CHAIRMAN RANDY HEADY 

DISCUSSION 

Chairman Randy Heady announced that the consent agenda consists of the 

following item:   

• Executive Committee Meeting Minutes – August 21, 2024 

A motion was made to approve the consent agenda. 

 ACTION 

Motion to Approve 

Motion made by:  Stephen Bilbrey 

Motion seconded by: Laurin Wheaton 

Chairman Randy Heady asked for discussion or comments on the motion.   

Motion carried unanimously.     

 UCHRA FINANCIAL REPORT           GINGER STOUT, FINANCE DIRECTOR 

DISCUSSION/ 

ACTION 

 

Ginger Stout presented the UCHRA financial report as of July 31, 2024.    

 

 A motion was made to approve the financial report. 

ACTION 

Motion to Approve 

Motion made by: Jeff Mason 

Motion seconded by:  Steven Barlow 

 

Chairman Randy Heady asked for discussion or comments on the motion.   

Motion carried unanimously.   



Page 2 of 4 
 

DRAFT MINUTES - Upper Cumberland Human Resource Agency 

Executive Committee Meeting | Wednesday, October 16, 2024 

 
VAN BUREN COUNTY HEAD  

START REPORT                               MARK FARLEY, EXECUTIVE DIRECTOR 

 

DISCUSSION/ 

ACTION 

 

 

 

Executive Director Mark Farley presented and highlighted the agenda items for the 

Van Buren County Head Start Program, which included the following:   

a. July Financial Reports 

• July, 2024 Budget 

• Monthly Activity Report 

• Credit Card Report 

• In-Kind Report  

b. 2024-2025 Carryover Request Narrative 

c. 2024-2025 Carryover Budget Request 

d. 2024-2025 NFS Waiver 

e. 2024-2025 Board of Directors Carryover Request Letter 

f. Program Information Report (PIR) 

g. 2023-2024 Annual Report 

h. 2024-2025 Strengths, Needs and Interest Parent Survey 

i. Caring for our Children Basics Health and Safety Foundations for Early Care 

j. and Education 

A motion was made to approve the Van Buren Head Start Report.   

ACTION 

Motion to Approve 

Motion made by:  Dale Reagan 

Motion seconded by:  Alisa Farmer 

Chairman Randy Heady asked for discussion or comments on the motion. 

Motion carried unanimously.     

 
CSBG UPDATE                                LANELLE GODSEY, DEPUTY DIRECTOR/ 

                                                                   COMMUNITY SERVICES DIRECTOR 

 

 

 

 

 

 

 

 

 

 

DISCUSSION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

LaNelle Godsey welcomed the new mayors to the meeting and provided an orientation 

for the new members. She then presented the dashboard for October 2023 to September 

2024 along with the dashboards for September 2024 and July 2024.  These dashboards 

offered insights into the number of service units delivered across various programs and 

the agency's outreach efforts in the counties. 

She shared that the agency recently held a community-wide yard sale to raise funds for 

purchasing a liftgate and making other upgrades to the commodity truck. The event 

was a success, raising over $4,000. LaNelle thanked everyone who contributed, giving 

special recognition to Al Ashburn and Judy Sanchez for leading the effort and 

dedicating significant hours to its success. 

LaNelle also announced that between October and September 2024, the agency 

provided over 22,000 units of information and referrals. When clients reach out for 

assistance and the agency does not have a program to help, they utilize UCassist.org 

and other resources to connect them with agencies that can provide the needed support. 

She informed the board that the Whistleblower Protection Act had been emailed to all 

members and included in their meeting binders, as required by the Community 

Services Block Grant program. 

LaNelle also presented and discussed information on Results Oriented Management 

and Accountability (ROMA), explaining its importance in measuring the agency’s 

performance and ensuring effective service delivery.  She mentioned that the 

dashboard would change moving forward, as the agency no longer has the water or 

rental programs. These will be removed from the dashboard, and outreach events will 
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DISCUSSION 

 

 

 

 

 

 

 

begin to be tracked instead. She encouraged board members to inform the county offices 

if there are events where they would like agency staff to be present. 

LaNelle, announced that the agency is currently in open enrollment for LIHEAP and 

encouraged the board to refer individuals in need of utility bill assistance to their 

offices. 

Executive Director Mark Farley informed the board that UCHRA has a Policy Council 

consisting of service providers, program participants, and various support systems.  

The Policy Council meets every other month to discuss issues and develop a strategic 

plan for the agency. 

LaNelle advised that the agency will focus on both internal and external training 

initiatives. A primary effort will involve conducting poverty simulations in all fourteen 

counties. To support this, the agency will work with counties and cities to secure 

venues capable of accommodating up to eighty individuals for the simulations and 

gather input to identify key participants for the training sessions. 

 

ACTION ITEMS                                                       CHAIRMAN RANDY HEADY 

a.  2024-2025 UCHRA Governing Board 

b.  Resolution 24-10-1 

DISCUSSION/ 

ACTION 

Executive Director Mark Farley provided an update on the action items. 

 

2024-2025 UCHRA Governing Board 

Executive Director Mark Farley informed the board that the City Mayors had voted 

and selected the representatives for the 2024-2025 term. The appointed board members 

are as follows: 

• North Region: Laurin Wheaton, Mayor of Cookeville, and Lori Burnett, Mayor 

of Livingston 

• South Region:   Alicia Farmer, Mayor of Smithville, and Jerry Lowery, Mayor 

of Sparta 

• West Region:  Josh Miller, Mayor of Smithville, and John Potts, Mayor of 

Gordonsville 

A motion was made to approve the 2024-2025 Governing Board as presented. 

 

 

 

ACTION 

 

 

Motion to Approve 

Motion made by:  Denny Robinson 

Motion seconded by:  Jeff Mason 

 Chairman Randy Heady asked for discussion or comments on the motion. 

Motion carried unanimously.     

DISCUSSION/

ACTION 

Resolution 24-10-1 

Executive Director Mark Farley advised that Resolution 24-10-1 allows UCHRA to 

apply for a safety grant through Public Entity Partners.      

A motion was made to approve Resolution 24-10-1 as presented. 

ACTION 

Motion to Approve 

Motion made by:  Terry Bell 

Motion seconded by:  Laurin Wheaton 

 Chairman Randy Heady asked for discussion or comments on the motion. 

Motion carried unanimously.     
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EXECUTIVE DIRECTOR REPORT                                            MARK FARLEY, 

                                                                                         EXECUTIVE DIRECTOR                                                                                       

DISCUSSION 

Executive Director Mark Farley introduced Megan Spurgeon, Director of Empower 

Upper Cumberland. 

Megan announced that Empower Upper Cumberland has currently enrolled 702 

families, with 72% of these families being single households, averaging two children 

each. Among these, 67 families are employed, earning an average of $14.00 per hour as 

they commit to the program. Upper Cumberland leads the state in the pilot regarding 

family savings, with participants having accumulated $500 or more in savings. When 

they entered the program, 40% of families were struggling to pay rent, and 3% were 

unable to afford food in the past twelve months. 

Megan shared that 492 households have earned milestone payments, indicating their 

active engagement with partners like Tennessee Technological University (TTU) and 

the Highlands Training Center, as well as their advancements in education and skill 

development.  These milestones have resulted in total earnings of $354,000. The 

average income of participants has increased from $1,748 per month at enrollment to 

$2,080 per month. When the program began, the goal was to elevate families to 225% of 

the federal poverty level, and 25 families have reached that goal.   

Executive Director Mark Farley announced that the Washington, D.C trip will be 

March 8th – 12th, 2025.  

 OLD BUSINESS                                                       CHAIRMAN RANDY HEADY 

DISCUSSION No old business was presented for discussion. 

 NEW BUSINESS                                                      CHAIRMAN RANDY HEADY                      

DISCUSSION No new business was presented for discussion.   

 PUBLIC COMMENTS                                              CHAIRMAN RANDY HEADY 

DISCUSSION There were no public comments presented for discussion. 

 ADJOURN                                                                CHAIRMAN RANDY HEADY 

DISCUSSION Chairman Randy Heady advised that he would accept a motion to adjourn.  

ACTION 

 

Motion to Adjourn: 

Motion made by: Laurin Wheaton 

Motion seconded by:  Steven Barlow 

 

The UCHRA Executive Committee voted unanimously to adjourn the October 16, 

2024 meeting.   

CONCLUSION 

11:15 a.m.   

 

 

 

___________________________________________            ____________________________________________ 

Jeff Mason, Vice Chairman            Sam Gibson, Secretary       
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Upper Cumberland Human Resource Agency 

Policy Council Meeting  

 

 

DRAFT 

MINUTES     FEBRUARY 5, 2025    10:30 A.M. 
 

COOKEVILLE, TN 

MEETING  

CALLED BY 
City Mayor Sam Gibson called the meeting to order.    

TYPE OF 

MEETING 
UCHRA Policy Council 

FACILITATOR City Mayor Sam Gibson 

NOTETAKER Sherry Thurman 

MEMBERS 

PRESENT 

Sam Gibson, Keisha Richards, Cindy Putman, Phil Fox, Kristi Paling, 

Bill Gibson, Anne Stamps, Michael Burton, Barbara Wheeler, Linda 

Pastrick, Marilyn Davis, Patti Ognibene 

MEMBERS 

ABSENT 
Charlene Whitaker, Zack Gilpin, Marie Ferran, Misty Phy, Bob DePriest 

 CALL TO ORDER                             VICE CHAIRMAN SAM GIBSON 

CALL TO 

ORDER 

City Mayor Sam Gibson called the meeting to order and welcomed 

everyone in attendance. Executive Director Mark Farley informed the 

council that there have been changes to the Policy Council since the last 

meeting due to illness and loss. Chairman Randy Heady and Mr. Marvin 

Lusk have passed away, and Marie Ferran is currently facing health 

challenges. To honor those lost and offer support, Executive Director 

Mark Farley led a prayer for the families in mourning and for Marie 

Ferran’s healing. 

 

Mayor Gibson welcomed new Policy Council member Phil Fox to the 

meeting.  

 ROLL CALL   

ROLL CALL 

 

Sherry Thurman called the roll and the attendance is recorded above.  

There was a quorum of the committee members present.   

 APPROVAL OF MINUTES               VICE CHAIRMAN SAM GIBSON                                                      

DISCUSSION 

City Mayor Sam Gibson asked for a motion to approve the minutes of the 

August 7, 2025 Policy Council meeting.   

 

A motion was made to approve the minutes.   

ACTION 

Motion to Approve 

Motion made by:  Linda Pastrick 

Motion seconded by: Patti Ognibene 

City Mayor Sam Gibson asked for discussion on the motion. 

Motion carried unanimously. 
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CSBG                                                                      LANELLE GODSEY, 

• CSBG Dashboards                    DEPUTY DIRECTOR/COMMUNITY 

• Satisfaction Surveys                                     SERVICES DIRECTOR 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DISCUSSION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Jordan Herald provided an update on the dashboards covering October 2023 –

September 2024 and July – December 2024. 

We want to spread the word that UCHRA sells Ensure at a discounted rate 

at all county offices. If you know anyone in need, please refer them to their 

local county HRA office. 

Jordan also reported that the agency will not be receiving funding for 

LIWAP. However, if an opportunity to apply arises in the future, we will 

pursue it. Efforts are ongoing to increase enrollment in the commodities 

program by distributing more food and additional items at events. 

Additionally, UCHRA will once again administer the THDA ERA-EPP 

Program this year, assisting individuals behind on rent by covering back 

rent plus two additional months. While we are currently awaiting the 

contract, the program is expected to end by June or July. 

Executive Director Mark Farley noted that the October 2023 to September 

2024 dashboard will be the last to reflect the additional COVID funding, as 

budgets have now been adjusted back to pre-COVID levels. 

Jordan reported that individuals who have received THDA ERA-EPP funding 

year after year will now be subject to a points-based system. The agency will 

advocate through the TACA board for THDA to reconsider its funding 

allocation. Metro areas often have unused funds due to access to additional 

resources, while rural counties have significantly fewer options. We will allocate 

for THDA to send surplus funds to rural communities where they have a lot less 

resources.      

Jordan reported that in the past, satisfaction surveys were conducted only once or 

twice a year at county offices. These surveys allow customers to provide 

feedback on the services they receive and how they were treated. We have now 

modernized the survey process, making it available year-round. Clients complete 

the survey whenever they come in for a service. 

Survey results revealed that a significant number of respondents were first-time 

users of HRA services. Nearly all reported feeling they were treated fairly, had 

the process explained to them, and expressed a high level of satisfaction. Clients 

also had the opportunity to provide narrative feedback, which was positive. Most 

survey participants learned about UCHRA through word of mouth. Between 

October and December, 148 surveys were collected. Updates on survey results 

will be shared with the Policy Council throughout the year. 

Additionally, the Community Needs Survey Questionnaire was distributed to the 
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DISCUSSION 
Policy Council for their input. This year, Jordan will begin collecting responses 

from community members regarding their most significant service gaps and 

needs. 

 
UCHRA ROUNDTABLE   MARK FARLEY, EXECUTIVE DIRECTOR 

• State of the Child Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DISCUSSION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Executive Director Mark Farley distributed portions of the State of the Child 

Report, compiled by the Tennessee Commission on Children and Youth, along 

with select county profiles from the report. The full report is available on 

TCCY’s website. According to the findings, eight of the fourteen counties in the 

Upper Cumberland region have declined in statewide rankings. 

Mr. Farley noted ongoing discussions regarding the education system, including 

vouchers. In the Upper Cumberland, education saw the most significant decline 

in the report. He emphasized the need to strengthen the education system to 

improve outcomes, particularly in reading and math proficiency. The best 

reading proficiency in one of the Upper Cumberland counties is 45% and the 

best math proficiency is at 47%.  Not a single county in the Upper Cumberland 

has a majority of third- through eighth-grade students performing at grade level 

in either subject. 

To address these challenges, UCHRA and UCDD launched an initiative a few 

years ago to shift this dynamitic.  Multiple organizations and individuals serving 

on the Policy Council have been actively engaged in this effort. 

Rosa Smith and Katlyn Ray provided an overview of the Bright Start TN 

initiative for the Upper Cumberland region. UCDD partnered with Tennesseans 

for Quality Early Education in June 2023 to enhance reading and math 

proficiency for children from birth through third grade. 

Currently, less than half of Upper Cumberland students are on track in reading or 

math by third grade, with economically disadvantaged students falling even 

further behind. More than half of the region’s children live in low-income 

families or poverty. 

To address these challenges, UCDD has formed a steering committee focused on 

three core areas, each with five measures of success: 

• High-quality learning environments for children from birth through age 

eight 

• Ensuring children’s physical and mental health, as well as proper 

developmental progress 

• Supporting families and communities to foster early childhood success 

The steering committee and working group have identified key barriers and 

developed strategies to improve early childhood outcomes. 

Executive Director Mark Farley encouraged Policy Council members interested 
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DISCUSSION 

in the initiative to contact us. 

The council discussed the impact of poverty on education. 

Mark Farley also shared that UCHRA received Opioid Abatement funds, 

allowing the agency to hire Certified Recovery Specialists. One specialist will be 

assigned to each of the 14 counties to support individuals entering or exiting 

treatment on their path to recovery. 

 OLD/NEW BUSINESS                      VICE CHAIRMAN SAM GIBSON                                               

DISCUSSION No old/new business was presented for discussion.  

 PUBLIC COMMENTS                       VICE CHAIRMAN SAM GIBSON 

DISCUSSION No public comments were presented for discussion.  

 ADJOURN                                         VICE CHAIRMAN SAM GIBSON              

ADJOURN 
City Mayor Sam Gibson advised that he would accept a motion to 

adjourn. 

ACTION 

Motion to Adjourn: 

Motion made by: Bill Gibson 

Motion seconded by:  Keisha Richards 

  

The Policy Council members voted unanimously to adjourn the February 

5, 2024 meeting.   

CONCLUSION 

 11:30 a.m.   

 

 

 

________________________________________________________                     

Sam Gibson, Secretary                                                                   
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November-December Financial Reports  

• November and December 2025 Budgets  
• Monthly Activity Report  

• Credit Card Reports 

• In-kind Report 

 

U.S. Department of Health and Human Services Compendium of Required 

Certifications and Assurances 

 

Head Start Program Baseline Grant – 2025/2030 

 

Head Start Program Baseline Grant 2025/2030 Budget Narrative 

 

In-Kind Procedure and Form  
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HEADSTART PROGRAM 51
7/01/2024-6/30/2025 AWARD# 04CH011574

a.PERSONNEL
Child Health and Developmental Services Personnel
1.  Program Managers & Content Area Experts -   -  
2.  Teachers/Infant Toddler Teachers 56,084.00 4,876.80 29,295.20 26,788.80
3.  Family Child Care Personnel -   -   -  
4.  Home Visitors -   -   -  
5.  Teacher Aides & Other Education Personnel 99,648.00 8,857.60 51,450.20 48,197.80
6.  Health/Mental Health Services Personnel -   -   -  
7.  Disabilities Services Personnel 34,913.00 3,809.42 16,901.81 18,011.19
8.   Nutrition Services Personnel -   -   -  
9.   Other Child Services Personnel 87,570.00 6,864.24 43,733.60 43,836.40
     Transition Specialist -   -  
Family and Community Partnerships Personnel
10. Program Managers & Content Area Experts 31,741.00 1,633.98 14,533.67 17,207.33
11. Other Family & Comm Partnerships Personnel 26,988.00 1,463.58 9,850.62 17,137.38
Program Design and Management Personnel
12. Executive Director -   -   -  
13. Head Start/ Early Head Start Director 65,166.00 5,430.50 31,967.75 33,198.25
14. Managers -   -   -  
15. Staff Development -   -   -  
16. Clerical Personell -   -   -  
17. Fiscal Personnel -  
18. Other Adminstrative Personell 26,291.00 2,047.80 12,286.82 14,004.18
Other Personnel
19. Maintenance Personnel -   -   -  
20. Transportation Personnel -   -   -  
21. Other Personnel 26,988.00 1,660.80 11,168.88 15,819.12

      
b. FRINGE BENEFITS
1.  Social Security(FICA),State Disability, Unemploy 35,431.00 2,833.52 17,075.60 18,355.40
2.  Health/Dental/Life Insurance 43,924.00 2,083.28 13,523.45 30,400.55
3.  Retirement 27,287.00 2,800.77 17,267.93 10,019.07
4.  Other Fringe -   -   -  

      
c.  TRAVEL
1.  Staff Out-Of-Town Travel 100.00 -   -   100.00

      
d.  EQUIPMENT
1.  Office Equipment -   -   -  

Dec-24
BALANCE

TOTAL PERSONNEL 455,389.00 36,644.72 221,188.55 234,200.45

TOTAL FRINGE BENEFITS 106,642.00 7,717.57 47,866.98 58,775.02

TOTAL TRAVEL 100.00 -   -   100.00

POSITION BUDGET MONTHLY YTD EXP
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2.  Classroom/Outdoor/Home-based/FCC -   -   -  
3.  Vehicle Purchase -   -   -  
4.  Other Equipment -   -   -  
5.  Equipment Maintenance/Repair -   -   -  

      
e.  SUPPLIES
1.  Office Supplies 2,500.00 102.79 713.56 1,786.44
2.  Child and Family Services Supplies 15,000.00 401.62 2,231.15 12,768.85
3.  Food Service Supplies 2,000.00 15.98 104.26 1,895.74
4.  Other Supplies 5,000.00 606.24 1,568.55 3,431.45

      
f.  CONTRACTUAL
1.  Administrative Services(Legal,Accounting) -   -   -  
2.  Health/Disabilities Services 14,000.00 106.64 2,536.31 11,463.69
3.  Food Service 2,000.00 3.79 25.75 1,974.25
4.  USDA -  
5.  Training & Technical Assistance 10,000.00 -   10,000.00 -  
6.  Family Child Care -   -   -  
7.  Delegate Agency Costs -   -   -  
8.  Other Contracts -   -   -  

      
g.  CONSTRUCTION 
1.  New Construction -   -   -  
2.  Major Renovation -   -   -  
3.  Acquisitin of Buildings/Modular Units -   -   -  

      
h.  OTHER
1.  Depreciation/Use Allowance -   -   -  
2.  Rent -   -   -  
3.  Mortgage -   -   -  
4.  Utilities, Telephone 18,500.00 1,391.99 7,698.07 10,801.93
5.  Building & Child Liability Insurance 6,000.00 -   2,889.56 3,110.44

11,000.00 105.00 6,062.87 4,937.13
7.  Incidental Alterations/Renovations -   -   -  
8.  Local Travel 100.00 -   -   100.00
9.  Nutrition Services 15,000.00 603.20 4,295.04 10,704.96
10. Child Services Consultants 29,070.00 19,380.00 29,070.00 -  
11. Volunteers -   -   -  
12. Substitutes(if not paid benefits) -   -   -  
13. Parent Services 7,000.00 164.51 4,622.27 2,377.73
14. Accounting & Legal Services -   -   0.00
15. Publications/Advertising/Printing 1,200.00 -   463.97 736.03
16. Training or Staff Development 14,190.00 1,433.17 4,780.33 9,409.67
17A. Vehicle Operations 27,300.00 256.91 10,527.50 16,772.50
17B. Administrative Cost 500.00 -   0.68 499.32
19. Education Incentive-Teachers -   -   -  
20. Training Initiatives -   -   -  
21.  Program Improvements -   -   -   -  

      

6.  Building Maintenance/Repair and Other Occupanc

TOTAL EQUIPMENT -   -   -   -  

TOTAL SUPPLIES 24,500.00 1,126.63 4,617.52 19,882.48

TOTAL CONTRACTUAL 26,000.00 110.43 12,562.06 13,437.94

TOTAL CONSTRUCTION -   -   -  

TOTAL OTHER 129,860.00 23,334.78 70,410.29 59,449.71

i.  TOTAL DIRECT CHARGES 742,491.00 68,934.13 356,645.40 385,845.60

-   -  
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j. Indirect Costs

Director of Finance & Administration Date

67,701.00 47,508.98 20,192.02
      

IN-KIND 202,548.00 29,982.96 109,863.42 92,684.58
 

Monthly Expenses $76,594.78
YTD ADMIN CALCULATION -$797.08
Total Drawdown $75,797.70

_________________________________________ ____________
Van Buren Co. Head Start Director Date

7,660.65

TOTALS - ALL BUDGET CATEGORIES 810,192.00 76,594.78 404,154.38 406,037.62









‭Monthly Report‬
‭ITEMS TO BE BROUGHT TO THE ATTENTION OF THE CENTRAL OFFICE STAFF (Code each by item #)‬

‭1. Administration     4. Education                7. Health           10. Social Services             13. Transition‬
‭2. Personnel              5. Disabilities               8. Nutrition       11. Parent Involvement   14. Miscellaneous‬
‭3.  Facilities                6. Mental Health        9. Licensing       12. Transportation                15. General Comments‬

‭Area‬ ‭Comments‬

‭Date: 12/1/24-12/31/24‬
‭Special Activities, Events and/or Trainings‬
‭of the Month‬
‭Description‬ ‭Dates‬ ‭Attendees #‬ ‭Notes‬
‭No School‬ ‭12/3/24‬ ‭Due to Weather‬
‭Fire Drill‬ ‭12/5/24‬ ‭Training‬
‭Bus Evacuation‬ ‭12/6/24‬ ‭Training‬
‭Earthquake Drill‬ ‭12/9/24‬ ‭Training‬
‭Bomb Drill‬ ‭12/10/24‬ ‭Training‬
‭Tornado Drill‬ ‭12/12/24‬ ‭Training‬
‭Dad’s BirdHouse Building‬ ‭12/13/24‬ ‭20‬ ‭Male Involvement‬
‭Breakfast with Santa‬ ‭12/17/24‬ ‭18‬ ‭Parent Involvement‬
‭Pictures with Santa‬ ‭12/19/24‬ ‭Parent Involvement‬
‭Winter Break‬ ‭12/20/24-01/3/24‬ ‭No School‬

‭List of Visits by Central Office Staff‬
‭Person(s)‬ ‭Dates‬ ‭Purpose‬ ‭Notes‬

‭List of Public School Contacts and Visits‬
‭Person(s)‬ ‭Dates‬ ‭Purpose‬
‭Dr. Loftis‬ ‭12/2/24‬ ‭Observation‬ ‭He observed a couple of kids in the classroom.‬

‭April CCR&R‬ ‭12/2/24‬ ‭CCR&R‬ ‭Library Set Up‬

‭Brandon Powell‬ ‭12/4/24‬ ‭Speech‬ ‭Did Speech screening on 5 kids and worked‬
‭with 1.‬

‭Wreath Making with Ms Paula‬ ‭12/16/24‬

‭Candice‬

‭Upcoming Special Activities, Events and/or‬
‭Trainings‬
‭Description‬ ‭Dates‬
‭Fire Drill‬ ‭1/7/24‬ ‭Training‬
‭Bus Evacuation Drill‬ ‭1/8/24‬ ‭Training‬
‭Tornado Drill‬ ‭1/9/24‬ ‭Training‬
‭Parenting Classes with Paula May‬ ‭1/10/24‬
‭Fire Drill‬ ‭1/14/24‬ ‭Training‬
‭Martin Luther King Jr Day‬ ‭1/20/24‬ ‭No School‬

‭Distribute to: 1 Copy to Central Office‬‭Staff   1 Copy to be filed at the Center‬
‭December 2024‬ ‭Maggie Hodge‬ ‭Van Buren‬
‭(Month/Year)                              (Staff Member Completing Report)                         (County or Center)‬

‭1‬



‭Monthly Report‬
‭ITEMS TO BE BROUGHT TO THE ATTENTION OF THE CENTRAL OFFICE STAFF (Code each by item #)‬

‭1. Administration     4. Education                7. Health           10. Social Services             13. Transition‬
‭2. Personnel              5. Disabilities               8. Nutrition       11. Parent Involvement   14. Miscellaneous‬
‭3.  Facilities                6. Mental Health        9. Licensing       12. Transportation                15. General Comments‬

‭Van Buren Coalition‬ ‭1/22/24‬
‭Paula Buildings‬ ‭1/23/24‬

‭STATISTICAL INFORMATION FOR THE MONTH (Report numbers for the month not cumulative)‬
‭Home Visits by Center Edu. Staff:39‬ ‭Medical Trips # of Children:1      Dental Trip # of Children:2‬

‭Total Enrollment: 39                     Operational Days: 13             Withdrawn: 0      Added:‬
‭Monthly Total Present:                  Monthly ADA: 89.5             Meals  B:   L:   S:‬

‭Distribute to: 1 Copy to Central Office‬‭Staff   1 Copy to be filed at the Center‬
‭December 2024‬ ‭Maggie Hodge‬ ‭Van Buren‬
‭(Month/Year)                              (Staff Member Completing Report)                         (County or Center)‬

‭2‬
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CREDIT CARD REPORT
NOVEMBER 2024

Total

Vendor Date Item Amount Code
REGIONS BANK-AMAZON 10/3/2024 34-12OZ TORTILLA CHIPS 125.73 H9

REGIONS BANK-WALMART 10/3/2024 33-SOY SAUCE, 33-CREAM CHEESE SPREAD 123.45 H9
4-TOLIET BOWL CLEANER 13.92 E4

3-LACTOSE FREE LOWFAT MILK 11.08 F3

REGIONS BANK-WALMART 10/16/2024

28-DRIED PINTO BEANS, 2- 6CT APPLE JUICE, 2
12CT MUFFINS, 6-NAVY BEANS,36CT

MOZZARELLA STRING CHEESE 72.11 H9
MINI GLUE GUN, HOT GLUE STICKS, 13.58 E2

LOWFAT LACTOSE FREE MILK, FOAM PLATES 10.88 F3

SAM'S CLUB 10/10/2024

33-2PK STRAWBBERRY LEAMONADE, 33-5PK
STIR FRY MIX, 33-TERIYAKI CHICKEN FILLETS

FROZEN, 33-PETITE BABY CARROTS 3LBS 1165.80 H9
STAPLES BUSINESS ADVANTAGE 10/15/2024 50PK PLASTIC HOOKS 24.19 E2

1 10PK EZ CORRECTIONS TAPE, 1.25 BINDERS
CLIPS 24PK, 2-100 BOX ENVELOPES 45.23 E1

1-6 CARTON TCELL PASSIVE AIR SYSTEMS &
ACCESSORIES 61.19 E4

REGIONS BANK-DROPBOX 10/27/2024 MONTHLY SUBSCRIPTION 14.98 F2

$1,682.14
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HEADSTART INKIND
Nov-24

PERSONNEL PROF 
GOODS &
SERVICES OCCUPANCY EQUIP MILEAGE TOTAL

July 
August 
September 
October 
November 
December 
January
February 
March 
April 
May 
June
June Final

TOTAL $55,167.72 $3,660.68 $10,245.21 $0.00 $0.00 $10,806.85 $79,880.46

   
$765.82 $1,582.15 $520.05 $0.00 $0.00 $314.52 $3,182.54

$8,023.92 $0.00 $379.06 $0.00 $0.00 $1,758.38 $10,161.36
$10,475.43 $77.34 $747.95 $0.00 $0.00 $537.02 $11,837.74
$21,445.77 $1,237.45 $6,840.66 $0.00 $0.00 $5,905.04 $35,428.92
$14,456.78 $763.74 $1,757.49 $0.00 $0.00 $2,291.89 $19,269.90

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
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U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES COMPENDIUM OF 
REQUIRED CERTIFICATIONS AND ASSURANCE

  

SF424B Assurances – Non-Construction Programs 

1. Has the legal authority to apply for Federal assistance and the institutional, managerial and financial 

capability (including funds sufficient to pay the non-Federal share of project cost) to ensure proper 

planning, management and completion of the project described in this application. 

2. Will give the awarding agency, the Comptroller General of the United States and, if appropriate, the 

State, through any authorized representative, access to and the right to examine all records, books, 

papers, or documents related to the award; and will establish a proper accounting system in accordance 

with generally accepted accounting standards or agency directives. 

3. Will establish safeguards to prohibit employees from using their positions for a purpose that constitutes 

or presents the appearance of personal or organizational conflict of interest, or personal gain. 

4. Will initiate and complete the work within the applicable time frame after receipt of approval of the 

awarding agency. 

5. Will comply with the Intergovernmental Personnel Act of 1970 (42 U.S.C. §§4728-4763) relating to 

prescribed standards for merit systems for programs funded under one of the 19 statutes or regulations 

specified in Appendix A of OPM's Standards for a Merit System of Personnel Administration (5 C.F.R. 

900, Subpart F). 

6. Will comply with all Federal statutes relating to nondiscrimination. These include but are not limited to: 

(a) Title VI of the Civil Rights Act of 1964 (P.L. 88-352) which prohibits discrimination on the basis of race, 

color or national origin; (b) Title IX of the Education Amendments of 1972, as amended (20 U.S.C. 

§§1681-1683, and 1685-1686), which prohibits discrimination on the basis of sex; (c) Section 504 of the 

Rehabilitation Act of 1973, as amended (29 U.S.C. §794), which prohibits discrimination on the basis of 

handicaps; (d) the Age Discrimination Act of 1975, as amended (42 U.S.C. §§6101-6107), which prohibits 

discrimination on the basis of age; (e) the Drug Abuse Office and Treatment Act of 1972 (P.L. 92-255), as 

amended, relating to nondiscrimination on the basis of drug abuse; (f) the Comprehensive Alcohol 

Abuse and Alcoholism Prevention, Treatment and Rehabilitation Act of 1970 (P.L. 91-616), as amended, 

relating to nondiscrimination on the basis of alcohol abuse or alcoholism; (g) §§523 and 527 of the 

Public Health Service Act of 1912 (42 U.S.C. §§290 dd-3 and 290 ee 3), as amended, relating to 

confidentiality of alcohol and drug abuse patient records; (h) Title VIII of the Civil Rights Act of 1968 (42 

U.S.C. §§3601 et seq.), as amended, relating to nondiscrimination in the sale, rental or financing of 

housing; (i) any other nondiscrimination provisions in the specific statute(s) under which application for 

Federal assistance is being made; and, (j) the requirements of any other nondiscrimination statute(s) 

which may apply to the application. 

7. Will comply, or has already complied, with the requirements of Titles II and III of the Uniform Relocation 

Assistance and Real Property Acquisition Policies Act of 1970 (P.L. 91-646) which provide for fair and 

equitable treatment of persons displaced or whose property is acquired as a result of Federal or 

federally-assisted programs. These requirements apply to all interests in real property acquired for 

project purposes regardless of Federal participation in purchases. 

8. Will comply, as applicable, with provisions of the Hatch Act (5 U.S.C. §§1501-1508 and 7324-7328) which 

limit the political activities of employees whose principal employment activities are funded in whole or 

in part with Federal funds. 

1



U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES COMPENDIUM OF 
REQUIRED CERTIFICATIONS AND ASSURANCE

  

9. Will comply, as applicable, with the provisions of the Davis-Bacon Act (40 U.S.C. §§276a to 276a-7), the 

Copeland Act (40 U.S.C. §276c and 18 U.S.C. §874), and the Contract Work Hours and Safety Standards 

Act (40 U.S.C. §§327-333), regarding labor standards for federally-assisted construction subagreements. 

10. Will comply, if applicable, with flood insurance purchase requirements of Section 102(a) of the Flood 

Disaster Protection Act of 1973 (P.L. 93-234) which requires recipients in a special flood hazard area to 

participate in the program and to purchase flood insurance if the total cost of insurable construction and 

acquisition is $10,000 or more. 

11. Will comply with environmental standards which may be prescribed pursuant to the following: (a) 

institution of environmental quality control measures under the National Environmental Policy Act of 

1969 (P.L. 91-190) and Executive Order (EO) 11514; (b) notification of violating facilities pursuant to EO 

11738; (c) protection of wetlands pursuant to EO 11990; (d) evaluation of flood hazards in floodplains in 

accordance with EO 11988; (e) assurance of project consistency with the approved State management 

program developed under the Coastal Zone Management Act of 1972 (16 U.S.C. §§1451 et seq.); (f) 

conformity of Federal actions to State (Clean Air) Implementation Plans under Section 176(c) of the 

Clean Air Act of 1955, as amended (42 U.S.C. §§7401 et seq.); (g) protection of underground sources of 

drinking water under the Safe Drinking Water Act of 1974, as amended (P.L. 93-523); and, (h) protection 

of endangered species under the Endangered Species Act of 1973, as amended (P.L. 93-205). 

12. Will comply with the Wild and Scenic Rivers Act of 1968 (16 U.S.C. §§1271 et seq.) related to protecting 

components or potential components of the national wild and scenic rivers system. 

13. Will assist the awarding agency in assuring compliance with Section 106 of the National Historic 

Preservation Act of 1966, as amended (16 U.S.C. §470), EO 11593 (identification and protection of 

historic properties), and the Archaeological and Historic Preservation Act of 1974 (16 U.S.C. §§469a-1 et 

seq.). 

14. Will comply with P.L. 93-348 regarding the protection of human subjects involved in research, 

development, and related activities supported by this award of assistance. 

15. Will comply with the Laboratory Animal Welfare Act of 1966 (P.L. 89-544, as amended, 7 U.S.C. §§2131 

et seq.) pertaining to the care, handling, and treatment of warm blooded animals held for research, 

teaching, or other activities supported by this award of assistance. 

16. Will comply with the Lead-Based Paint Poisoning Prevention Act (42 U.S.C. §§4801 et seq.) which 

prohibits the use of lead-based paint in construction or rehabilitation of residence structures. 

17. Will cause to be performed the required financial and compliance audits in accordance with the Single 

Audit Act Amendments of 1996 and OMB Circular No. A-133, "Audits of States, Local Governments, and 

Non-Profit Organizations." 

18. Will comply with all applicable requirements of all other Federal laws, executive orders, regulations, and 

policies governing this program. 
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Certification Regarding Lobbying 

Certification for Contracts, Grants, Loans, and Cooperative Agreements 

1. No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to 
any person for influencing or attempting to influence an officer or employee of an agency, a 
Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress 
in connection with the awarding of any Federal contract, the making of any Federal grant, the 
making of any Federal loan, the entering into of any cooperative agreement, and the extension, 
continuation, renewal, amendment, or modification of any Federal contract, grant, loan, or 
cooperative agreement. 

2. If any funds other than Federal appropriated funds have been paid or will be paid to any person for 
influencing or attempting to influence an officer or employee of any agency, a Member of Congress, 
an officer or employee of Congress, or an employee of a Member of Congress in connection with 
this Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and 
submit Standard Form- LLL, ''Disclosure Form to Report Lobbying,'' in accordance with its 
instructions. 

3. The undersigned shall require that the language of this certification be included in the award 
documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under 
grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose 
accordingly. This certification is a material representation of fact upon which reliance was placed 
when this transaction was made or entered into. Submission of this certification is a prerequisite for 
making or entering into this transaction imposed by section 1352, title 31, U.S. Code. Any person 
who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 
and not more than $100,000 for each such failure. 

Statement for Loan Guarantees and Loan Insurance 

If any funds have been paid or will be paid to any person for influencing or attempting to influence an 

officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an 

employee of a Member of Congress in connection with this commitment providing for the United 

States to insure or guarantee a loan, the undersigned shall complete and submit Standard Form-LLL, 

''Disclosure Form to Report Lobbying,'' in accordance with its instructions. Submission of this statement 

is a prerequisite for making or entering into this transaction imposed by section 1352, title 31, U.S. 

Code. Any person who fails to file the required statement shall be subject to a civil penalty of not less 

than $10,000 and not more than $100,000 for each such failure. 

Regarding Compliance with Compensation Cap (Level II of the Executive Schedule)  

Federal funds will not be used to pay any part of the compensation of an individual employed by a Head 
Start and/or Early Head Start agency if that individual's compensation exceeds the rate payable for Level II 
of the Executive Schedule. 
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U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES COMPENDIUM OF 
REQUIRED CERTIFICATIONS AND ASSURANCE

Certification of Filing and Payment of Federal Taxes 

As required by the Departments of Labor, Health and Human Services, and Education and Related 

Agencies Appropriation Act, 2008 (Public Law 110-161, Division G, Title V, section 523), as a 

prospective financial assistance recipient entering into a grant or cooperative agreement of more than 

$5,000,000, I, as the duly authorized representative of the applicant, do hereby certify to the best of 

my knowledge and belief, that: 

1. The applicant has filed all Federal tax returns required during the three years preceding this
certification

2. The applicant has not been convicted of a criminal offense pursuant to the Internal Revenue
Code of 1986 (U.S. Code - Title 26, Internal Revenue Code)

3. The applicant has not, more than 90 days prior to this certification, been notified of any unpaid
Federal tax assessment for which the liability remains unsatisfied, unless the assessment is the
subject of an installment agreement or offer in compromise that has been approved by the
Internal Revenue Service and is not in default, or the assessment is the subject of a non-
frivolous administrative or judicial proceeding.

 

Submission Statement 

4

21. *By signing this application, I certify (1) to the statements contained in the list of certifications** and (2) that the statements

herein are true, complete and accurate to the best of my knowledge. I also provide the required assurances** and agree to

comply with any resulting terms if I accept an award. I am aware that any false, fictitious, or fraudulent statements or claims  may

subject me to criminal, civil, or administrative penalties. (U.S. Code, Title 218, Section 1001)

** The list of certifications and assurances, or an internet site where you may obtain this list, is contained in the announcement or agency

specific instructions.

Authorized Representative:

** I AGREE

Prefix: * First Name:

Middle Name:

* Last Name:

Suffix:

* Title:

* Telephone Number:

* Email:

Fax Number:

* Signature of Authorized Representative: * Date Signed:

* Submitted by: Date Submitted:
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UCHRA HEAD START Budget Justification HEAD START
PA22 PA20

Personnel

Fringe

Travel

Equipment

Supplies

Contractual

Construction

Number Avg. Salay
Teachers 2 30,029 60,058

Teacher Assistant 4 24,912 99,648
Disability Service Personnel 1 34,913 100% paid by Head Start This position 90% Health and Disabilities 10% admin 34,913

Mental Health Service
Specialist 1 25,500 22,500

Assistant Mentor Coach/
Education Supervisor 1 38,548 38,548

Literacy Aid/ Safety
Coordinator 1 32,885 32,885

Family and Community
Partnership Specialist 1 31,741 31,741

Family Service Worker 1 26,988 26,988
Custodian 1 26,988 26,988

Safety Coordinator 1 16137 16137
Management/Admin Position Salary

Head  Start Director 100% paid by Head Start Head Start Director split 50% Admin/ 50% Education 65,166.00

Exec 160,000

based on previous years salary;
salary indicated in indirect cost,
please see submitted indirect cost
rate agreement and cost
allocation plan

Fiscal 125,000

based on previous years salary;
salary indicated in indirect cost,
please see submitted indirect cost
rate agreement and cost
allocation plan

Health Insurance Based on  expenditures to date for previous year cost of insurance is running 9% projection is based on no changes to staff participation 40,000.00
Retirement State Retirement system 19,970 is the amount of those eligible to contribute  X 6% match 27,334.00

Salaries of those
contributing
455,572 X 8% $455,572.00 X8% 36,445.00

Name Days Date # Attending Positions Fee/Registration
Staff out of Town Travel Physical/Mandatory

drug
testing/Mandatory
Finger Printing

As required As determined by required and/or
rendom selection

1 each trip As required The state of
Tennessee general
reimbursement
rate for standard
mileage effective
January 1, 2025 is
.70 cents per mile.

These dollars are only
used in the event a Head
Start vehicle is unavilabe

100.00

Playground Piece To replace playground to piece to ensure safety and reduce
maintenance

Office Pens, Copy Paper, Print Cartridges, File Folders, etc (based on current
year expeditures to date) 2,500.00

Classroom/ Playground Sand, Crayons, Construction Paper, Play-doh, Replacement of tables,
chairs, bookshelves, cots, as necessary classroom/gross motor
materials, etc(based on current year expeditures to date) 14,000.00

Food Service Supplies Utensils, Plates, Bowls, cooking utensils, maintain snack packs and food
pantry program to meet the needs of families as indicated in  family
well-being in the event community partners are unavilable to provide
assistance through In Kind 2,000.00

Program Supplies Bleach, detergeant, toilet paper towels, mops brooms, trash bags,
cleaning supplies, mulch for playground etc associated with Custodial
Services Associated With The Head Start Center projected $6,000. 6,000.00

Health / Disabilities Services Contracted staff physicals to include mandatory DOT, projected $360.00
minimum to $1,170 maximum depending on experations and new hires.
Average of  $630.00. Random drug tests projected from pervious state
mandated selection projected at $5,000. CPR First/Aid mandates
projected $1,040 . Contracted Children physicals as indicated by
population needs , Contracted Children dentals as indicated by
population needs. Mental Health Contract 5,000 at a minimum if there
are no additional services required ie: additional classroom
observations, training for parents and staff, child evaluations,
consulting, etc projeced average $2,500. Contracted Health and
Disabilitiy miscellaneous support aids to be determined as needs arise. 16,000.00

Food  Services To offset cost of feeding children and mandated staff eating with
children not reimbursed by CACFP/USDA 2,000.00

Training and Technical
Assistance

As indiacted in the T/TA plan supplemented with training/professional
development under other

Personnel Total 455,572.00

Fringe Total 103,779.00

Travel Total 100.00

Equipment Total 0.00

Supplies Total 24,500.00

10,000.00
Contractual Total 18,000.00

Social Security (FICA), State Disability,
Unemployment

(FUTA), Worker's Compensation, State
Unemployment
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Contruction Total

Other Total 108,641.00

Other

Indirect Cost

PO T/TA

Non Federal Share
Total Federal

Utilities, Telephone

Building and Child Liability
Insurance

Building Maintenance / Repair
and Other Occupancy

Local Travel

Nutrition Services
Child Services Consultants

Parent Services

Accounting and Legal Services

Publications / Advertising /
Printing

Training or Staff Development

Vehicel operations

Adminstrative office

Portion of electric the school system does not pay  as in kind, propane
gas for kitchen to operate appliances, phone system for the  center and
the  internet that can only be purchased from the phone company, long
distance calling due to size of service delivery area and location of
homes and resources, staff cell phones to keep families and staff
connected at all times. etc Projected costs based on previous
expenditatures 17,800.00
Portion of required insurance the school system does not pay as in kind
Projected costs based on previous expenditatures 6,200.00
General up keep of the building and grounds to be determined based on
the needs of the building and the grounds. Projected costs based on
previous expenditures 10,000.00
Projected costs in the event a Head Start vehicle is not avilable,
reimbursemant at state rate at $0.67 per mile, for purposes of staff
completing home visits, and necessary travel to local sevice delivery
area associated meetings, policy council meetings, recruting , etc.
Keeping in mind the program is located in a very isolated rural
community and we have to travel long distances to reach parents, and
recruiting. 100.00
Materials and aids for nutrition training provided to parents at all parent
events. Projected costs based on previous expenditures 12,542.00
Consultants for providing services to children and families
All costs associated with to include but not limited to Parent Committee,
Male Involvement, Mothers Day Out, Trainings, Transitioning services,
Recruiting, Parent engagement activities. Projected costs based on
previous expenditures 9,059.00
Bonding, Notary, Head Start portion of Grantee Audit etc. Projected
costs based on previous expenditures.
Professional publications memberships advertising postage. Projected
costs based on previous expenditures 1,800.00
As indiacted in the T/TA plan supplemented with training/professional
development under other projected costs to meet program goals 11,040.00
Operation of all Head Start vehicles to include buses costs are related to
maintenance, gas, car seats, insurance, etc 40,000.00
Associated Adminstrative costs at the Grantee, projections based on
current costs. 100.00

89,600.00
See indirect cost agreement and cost allocation plan submitted on HSES

Additional in kind
will be matched
through program
volunteers

Total Budget 800,192.00 10,000.00

202,548.00
1,002,740.00



‭Upper Cumberland Human Resource Agency‬
‭Van Buren County Head Start‬
‭Administration Policy‬

‭Subject: In-Kind & Volunteer‬
‭Department: 051‬
‭Date(s) Revised: May 2015, Nov. 2016, August 2018, July 2020, Jan. 2022, 7/22,1/23,‬
‭1/24, 7/24, 1/25‬
‭Title: In-Kind & Classroom Volunteer Form‬
‭Date Effective: August 1994‬
‭Approved by: Director‬

‭File in Section: Policy # 6-3F‬
‭Regulation Reference 45 CFR 75.23‬

‭Policy: To ensure matching contributions to be verified necessary and reasonable for‬
‭accomplishment of the program objectives efficiently.‬

‭Monthly Reading In Kind Calendar‬‭Reading Calendar‬
‭Policy Council‬
‭By Law Policy Council‬

‭All other In kind Attached to procedure‬

‭Lending Library and Power Pack In kind form‬
‭In Kind for Books and Power Packs‬

‭Home Activity In Kind‬

‭In the event an Agency recruited volunteers contacts us for volunteer opportunities all staff must‬
‭encourage and offer volunteer opportunities that are approved by the Director. In the event the‬
‭Director is unavailable, staff must receive approval of volunteer opportunity activities from Assistant‬
‭Mentor Coach.  When documenting Agency Volunteer code in the top right hand corner, staff must‬
‭document as follows UCHRA/ then indicate code from the Parent/Volunteer In-Kind Sheet Key Guide‬
‭on the back of the In Kind form. Designated staff documenting In Kind must scan all In Kind forms‬
‭completed by the UCHRA Volunteer to ? then include UCHRA Volunteer In Kind forms with all forms‬
‭to be scanned and filed on Head Start’s  Drive. Send all scanned In Kind forms to the Agency.‬

‭Procedure‬ ‭Person‬
‭Responsible‬

‭Est. Completion‬
‭Date‬

‭1. All donations in-kind to the program will be counted‬
‭when necessary and reasonable for proper and‬
‭efficient accomplishment of project or program‬
‭objectives.‬

‭Designated Staff &‬
‭Volunteer‬

‭Ongoing‬

‭2. Donations can not be included as a contribution‬
‭from any other federally-assisted project or program.‬

‭Designated Staff &‬
‭Volunteer‬

‭Ongoing‬

‭3. Determining the value of donations is calculated by‬
‭the publication 561 of the IRS. The value of donated‬
‭equipment shall not exceed the fair market value of‬
‭equipment at the same age and condition at the time of‬
‭donation. Printed documentation of item(s) price must‬
‭be included when in-kind is scanned then stapled to in‬
‭kind form before submitting to the Agency.‬

‭The Value of donated rent shall not exceed the fair‬
‭rental value of comparable space.‬

‭Designated Staff &‬
‭Volunteer‬

‭Ongoing‬

‭1‬ ‭IN-KIND form  revised 7/11/24‬
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‭4. Volunteer service furnished by professionals,‬
‭consultants and other skilled or unskilled labor may be‬
‭counted as cost if the service is an integral part of an‬
‭approved project or program.‬

‭Designated Staff &‬
‭Volunteer‬

‭Ongoing‬

‭5. Rates for unskilled services shall be consistent with‬
‭those paid as Head Start unskilled staff.‬
‭Examples: JA/MA, NA, SS, MI, PMQI‬

‭Calculation 13.84 x 1950  = 26,988 salary‬
‭26,988 x 23% = 6207‬
‭26,988 + 6207 = 33,195‬
‭1950 hours - 296 vacation, sick and personal hours =‬
‭1654 hours‬
‭33,195 / 1654 =‬‭20.07 hourly‬

‭Designated Staff &‬
‭Volunteer‬

‭Ongoing‬
‭(every July use‬
‭the June final to‬
‭reverify fringe‬

‭6. Rates for skilled services shall be consistent with‬
‭those paid for similar work in the labor market‬
‭(calculated in south central Tennessee balance of state‬
‭area OES wage survey) in which the recipients will‬
‭compete for the in-kind of services involved.  (see‬
‭website for accuracy)‬

‭Designated Staff &‬
‭Volunteer‬

‭Ongoing‬

‭7. When professional services are furnished, these‬
‭services shall be valued at professional’s regular rate‬
‭of pay, provided these services are in the same skill of‬
‭their profession(when not submitted use OES) In the‬
‭case of the Policy Council the starting salary of‬
‭assistant director which the Head Start Director is‬
‭classified as to equal Policy Council.‬

‭In kind for these activities (Parent Engagement,‬
‭Classroom Assistant and Service Delivery Assistant to‬
‭include the advisory committee) Limitations for‬
‭parents supporting the individualization for child‬
‭outcomes and individuals assisting the service‬
‭delivery components. In the event one volunteer has‬
‭multiple children in the program, time for Reading‬
‭Logs and/or Home Activities can only be counted for‬
‭one child. Rate is figured on teacher aides with no‬
‭credentials.‬

‭Home Activities = maximum 5 hours monthly‬
‭Power Packs =  not to exceed 30 minutes daily‬
‭(example Parent has power pack 10 days regardless of‬
‭time parent declare spent valuation would be 10 days x‬
‭30 minutes per day = 5.00 hours‬
‭Monthly Reading not to exceed 20 minutes daily‬
‭average Cannot count more, regardless of parents‬
‭declaration. Additional reading not to exceed 20‬
‭minutes daily on the in kind for books and power‬
‭packs.‬
‭Home Nutrition Activities‬
‭Examples HA, FT, AM, GEA, GS, PCI, SDA‬

‭Calculation 13.84 x 2080 = 28,787 salary‬
‭28,787 x 23% = 6,621‬
‭28,787 + 6,621 = 35,408‬
‭2080 hours - 296 vacation, sick and personal hours =‬
‭1784 hours‬
‭35,408/ 1784 =‬‭19.85 hourly‬

‭Designated Staff &‬
‭Volunteer‬

‭Teachers‬

‭Teachers‬

‭Ongoing‬
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‭Program Governance‬

‭Calculation 52,000 salary‬
‭52,000 x23% 11,960‬
‭52,000 + 11,960 = 63,960‬
‭1950 hours - 296 vacation, sick and personal hours =‬
‭1654 hours‬
‭63,960 / 1654 =‬‭38.67 hourly‬
‭8. Volunteer services shall be documented and‬
‭supported by the same methods used by Head Start‬
‭for its own employees. Volunteer services shall be‬
‭documented by sign in/out forms, in-kind forms‬
‭including time records. See In Kind Key for codes, for‬
‭the purpose of tracking indicate  key code followed‬
‭with specific detail on ChildPlus.‬

‭FCPS/FSW‬ ‭Ongoing‬

‭9. Mileage accrued to support the program by‬
‭attending Parent Committee, Policy Council, Male‬
‭Involvement, or Multi Advisory Meetings is calculated‬
‭by state rate- obtain monthly by website thru TN.state‬

‭FCPS/FSW‬ ‭Ongoing‬

‭10. Use an In-Kind Form when documenting‬
‭volunteering time or donated items.‬

‭Designated Staff &‬
‭Volunteer‬

‭Ongoing‬

‭11. Place form in a central location that is accessible‬
‭for volunteers.‬

‭Designated Staff‬ ‭Ongoing‬

‭12. Fill out form as follows:‬
‭Date when volunteering (Date of Service)‬
‭Print Volunteer Name‬
‭Signature of volunteer‬
‭(for both parents if both are attending the same event.‬
‭Indicate 2 volunteers‬‭)‬
‭Check appropriate  program type‬
‭Check appropriate volunteer type‬

‭Designated Staff &‬
‭Volunteer‬

‭Upon‬
‭volunteering‬

‭13. Staff will calculate rates and total values‬
‭and initial verification line to justify reasonable usage‬
‭to achieve program goals and objectives. Director will‬
‭review and sign off before sending it to the agency.‬

‭FCPS/FSW/Director‬ ‭Upon receipt‬

‭14. Lending House donations are not to be used in‬
‭In-Kind totals‬

‭Designated Staff &‬
‭Volunteer‬

‭Ongoing‬

‭15. Input data in computer system‬
‭Initial all forms and date when entered‬
‭Ensure that double entry does not occur.‬

‭FCPS/FSW‬ ‭Upon receipt‬
‭Within 5days‬

‭16. After Director signs off on all in kind original‬
‭In-Kind form will be submitted to Grantee‬

‭Director/FCPS/FSW‬ ‭Upon receipt‬
‭Within 5 days‬

‭17. Forms used with procedure‬
‭●‬ ‭OES Wage Survey‬

‭GSA Basic/mileage rate‬ ‭= .70‬‭increased‬
‭effective 1/1/2025 ----‬

‭Designated Staff &‬
‭Volunteer‬

‭Monthly‬

‭●‬ ‭IRS Publication 561- Determining the value‬
‭In-Kind Form‬

‭Designated Staff &‬
‭Volunteer‬

‭Yearly‬

‭All In kind forms must be printed 2 sided with‬
‭codes on back to ensure accuracy and‬
‭facilitate use.‬

‭http://www.state.tn.us/labor-wfd/wages/2010/tennessee.pdf‬
‭http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=9646&contentType=GSA_BASIC‬

‭3‬ ‭IN-KIND form  revised 7/11/24‬
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‭UCHRA Van Buren County Head Start  In Kind‬

‭Date of service: _____ /_____ /________‬ ‭#of volunteers‬‭______________‬

‭I certify with my signature that (1) I reviewed all‬‭entries, (2)will report any inaccuracies immediately and will‬
‭not sign in kind record if it is inaccurate (3) and acknowledge all entries will be counted as an *In-Kind value.‬

‭Volunteer 1 Print Name‬ ‭Code‬ ‭Parent‬
‭Volunteer‬

‭Community‬
‭Volunteer‬

‭Volunteer 1 Sign Name‬

‭Volunteer 2 Print Name‬ ‭Code‬ ‭Parent‬
‭Volunteer‬

‭Community‬
‭Volunteer‬

‭Volunteer 2 Sign Name‬

‭Both Parents can sign on one form if both are attending the same event please indicate two volunteers‬
‭above‬
‭(Time associated with related persons attending meetings assisting in classroom, field trips, at the center and other‬
‭school functions and extended activities performed to support individualized education of the child to support the‬
‭outcomes related to school readiness. Use Borrower's Agreement form for books and power packs and Home‬
‭Activity Form for Home Activities)‬

‭Volunteer‬ ‭Time In indicate am or pm‬ ‭Time Out indicate am or pm‬ ‭Total‬
‭Hours‬

‭Hourly Rate‬

‭Volunteer 1‬

‭Volunteer 2‬

‭Total Time Value For In Kind Purpose‬

‭In-Kind (Goods)‬
‭(donations by parents and community for use in classroom or items obtained related to parent services for the‬
‭purpose of promoting and providing for parent participation)‬
‭Item(s):(listed item and value) _____________________________________________________________________‬

‭______________________________________________________________________________________________‬

‭______________________________________________________________________________________________‬

‭Total value‬‭in dollars:(actual cost of item, for used‬‭items see procedure) ____________‬

‭Place Left‬ ‭Place Arrived‬ ‭Miles‬ ‭Mileage Rate‬ ‭Mile Amount‬ ‭Did you ride together if not‬
‭both parents must fill out‬
‭separate in kind forms‬‭.70‬

‭.70‬

‭Total Mileage For In Kind Purposes‬

‭STOP the line below is for  staff ONLY to complete after logging in computer tracking system‬

‭Total value of hours‬‭:Vol #1: __________‬ ‭Vol #2:______________‬‭Total value of goods:‬‭______________‬

‭Total value of mileage :‬‭_______‬ ‭Grand total:‬‭_______‬‭Initia/Date______/_____  Director Initials_________‬

‭4‬ ‭IN-KIND form  revised 7/11/24‬



‭UCHRA Van Buren County Head Start‬
‭Parent/Volunteer In-Kind Sheet Key Guide‬

‭JA/MA- Janitorial/Maintenance in nature.‬‭This can‬‭consist of sweeping and dusting the classroom, picking up‬
‭toys after playtime, and general straightening of room/center or maintenance of building, playground, washing‬
‭vehicles etc.‬

‭HA- Home Activity.‬‭Time spent performing an activity‬‭outside of normal classroom time to support the classroom‬
‭curriculum and outcomes such as reading 20 minutes a day, Power Packs, and Scholastic Home Activities, can be‬
‭counted. Specific home activity, reading and power pack sheets must be completed appropriately in order for this‬
‭time to be counted.‬

‭FT- Field Trips.‬‭Included but are not limited to ensure‬‭the safety of children, assisting with lunches, helping to‬
‭ensure appropriate behavior at outside events such as parks and playgrounds.‬

‭NA- Nutrition Activity.‬‭Examples would include promoting‬‭healthy eating habits, seasonal tasting parties, and‬
‭recipe instruction examples. Assisting with breakfast and/or lunch procedures.‬

‭AM-‬‭Attendance at advisory meetings.‬

‭GEA- Group Educational Activity‬‭such as exploration/center‬‭time, each child chooses timing and location of his‬
‭activities with lots of hands-on activities such as clay, blocks, painting, cutting, etc. Academic subjects are taught‬
‭during their choice time, using items that can be manipulated, such as blocks, counters, plastic animals, etc. These‬
‭activities give the children an opportunity to learn to function in a group, share ideas and begin listening skills‬‭but‬
‭are only a short portion of the day.‬

‭SS-Socialization Skills.‬‭This broad category includes‬‭volunteer classroom readers. Children want to read and‬
‭understand books and other written material. Volunteers are needed to come and read to the children. Also‬
‭children will often draw pictures and will explain what the picture is about. Volunteers also need to write down what‬
‭the children say about their pictures.‬

‭This classification would also include special events such as Family Reading Night, End of the Year Picnic, group‬
‭seasonal celebrations, grandparents day and holiday plays which involve peer to peer interaction.‬

‭GS-Guest Speaker.‬‭Most often a community volunteer‬‭or representative who gives presentations to the classroom‬
‭such as dental hygiene, a police officer or a fireman, and training for parents.‬

‭PCI- Parent Curriculum Involvement.‬‭Volunteers are‬‭often needed to further and enhance classroom curriculum.‬
‭Examples would include donating time to cut out items for lesson plans, decorating the room for certain lessons as‬
‭well as classroom observations. Assisting with letter-word identification, early writing, early math, and creative‬
‭curriculum.‬

‭MI-Male Involvement-‬‭Attendance at Male Involvement‬‭meetings and acting as role models assisting in events.‬

‭PMQI-‬‭This can consist of program assessments, program‬‭evaluations and monitoring to aid the program in the‬
‭process of quality improvement.‬

‭SDA-Service Delivery Assistant:‬‭Provide general support‬‭for each service delivery area‬

‭5‬ ‭IN-KIND form  revised 7/11/24‬



Total 
Households 

Served 
Duplicated

Cases of 
Ensure Sold

Regular LIHEAP 
Households 

Served

Regular   
LIHEAP      
Funds     

Utilized

Crisis     
LIHEAP 

Households 
Served

CRISIS LIHEAP 
Funds Utilized

Outreach 
events- 

number of 
attendees

WP 
Applications

Commodities
Information 

and Referrals

Cumberland 405 3 49 39,200.00$      20 14,600.00$     173 3 157
Putnam 668 47 56 44,800.00$      20 15,200.00$     1 4 437 103
Warren 868 10 73 59,400.00$      4 2,600.00$       0 2 354 425

DeKalb 371 6 79 63,200.00$      14 10,800.00$     0 1 220 51
Fentress 406 6 51 41,600.00$      19 14,000.00$     0 0 322 8
Macon 337 0 55 44,000.00$      18 13,400.00$     0 1 263

Overton 454 12 60 48,000.00$      11 7,200.00$       0 0 369 2
Smith 74 3 48 38,600.00$      13 9,600.00$       4 0 6
White 512 18 46 37,200.00$      15 11,000.00$     358 0 75

Cannon 481 7 74 54,600.00$      10 7,600.00$       240 0 131 19
Clay 118 14 68 53,000.00$      31 23,000.00$     0 0 5

Jackson 83 9 51 40,400.00$      18 13,400.00$     0 0 5
Pickett 31 2 24 19,400.00$      1 600.00$          0 0 4

Van Buren 120 0 63 50,400.00$      11 8,200.00$       45 0 1
Total: 4928 137 797 $633,800.00 205 $151,200.00 821 11 1,833 1,124

December 2024 UCHRA Services Dashboard

TIER I Counties

TIER 2 COUNTIES

TIER 3 Counties





Total Served 
Duplicated

Cases of 
Ensure 

Sold

Regular LIHEAP 
Households 

Served

Regular   
LIHEAP      
Funds     

Utilized

Crisis     
LIHEAP 

Households 
Served

CRISIS LIHEAP 
Funds Utilized

Outreach 
events- 

number of 
attendees

WP 
Applications

Commodities 
Households 

served

Information 
and Referrals

Cumberland 207 14 7 5,600.00$         0 -$                 0 0 186
Putnam 568 44 29 22,200.00$      0 -$                 0 4 425 37
Warren 1264 17 33 26,000.00$      0 -$                 448 4 362 400

DeKalb 314 14 34 25,000.00$      1 600.00$           0 0 220 45
Fentress 1472 1 7 5,600.00$         2 1,400.00$       423 0 317 722
Macon 607 5 16 12,400.00$      0 -$                 0 0 586

Overton 799 21 10 7,800.00$         0 -$                 399 0 348 21
Smith 57 2 27 20,200.00$      2 1,400.00$       6 1 19
White 147 22 49 37,600.00$      0 -$                 0 0 76

Cannon 296 3 14 11,000.00$      2 1,600.00$       104 4 137 32
Clay 30 15 9 7,200.00$         1 800.00$           1 0 4

Jackson 61 9 34 25,400.00$      0 -$                 0 1 17
Pickett 518 5 7 5,600.00$         0 -$                 500 0 6

Van Buren 14 0 12 9,600.00$         0 -$                 0 0 2
Total: 6354 172 288 $221,200.00 8 $5,800.00 1881 14 1,809 2,153

1708 on waiting list
Waiting for contract
from state- aplications for LIHEAP have been completed

October 2024 UCHRA Services Dashboard

TIER I Counties

TIER 2 COUNTIES

TIER 3 Counties
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SECTION 1  

OVERVIEW – The Upper Cumberland Human Resource Agency 
 

A. Overview of The Upper Cumberland Human Resource Agency 
 

Human resource agencies were established by the Tennessee General Assembly in 1973 to 

deliver services to the people of the state of Tennessee. The Agency is governed by County 

Mayors, City Mayors, two members of the General Assembly, and one Consumer Representative 

from each of the fourteen counties in the Upper Cumberland region.  The Upper Cumberland 

Human Resource Agency aims to improve the quality of life for residents in the 14-county area.  

UCHRA strives to promote a strong sense of community and family values by administering 

programs designed to provide tools, knowledge and resources to improve the quality of life, 

promote a positive sense of individual self-worth, encourage responsible decision making and 

provide opportunities for individuals to become productive and independent. UCHRA is divided 

up into several departments which provide services to the public or provide administrative 

support to the agency. 

 

1. Information Technology (IT) Support- Incorporates the latest technological 

advancements to meet the ever changing needs of the Upper Cumberland Human 

Resource Agency.  The IT staff provides technical assistance and service to various 

departments and offices in each of the 14 counties 

 

2. Administrative Department- The Administrative Department performs vital executive 

support for day-to-day tasks for the Executive Director as well as the functions for the 

Board of Directors.  This consists of the front desk with its multi-function switchboard as 

well as internal support to achieve a well-run organization. This also includes oversight of 

general county office functions. Public relations, marketing, and media communications 

are also handled by specific administrative staff. General service responsibilities are also 

included in Administrative duties. This includes purchasing, property management, 

telecommunications, asset inventory control, property leases, building maintenance and 

janitorial services, as well as all other aspects of physical operations.  

 
 

3. Human Resources- is responsible for the administration and processing of all new hires, 

orientation, benefits, insurance, safety sensitive issues, drug and alcohol policies and 

compliance, employee relations, employee safety, safety committee oversight, workers’ 

compensation, compiling and maintaining all personnel records, development and 

enforcement of the Affirmative Action Plans, and maintaining and updating all policies 

and procedures for the Agency.  The department is responsible for ensuring the Agency’s 
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compliance with all regulatory agencies.  Responsibilities include compliance with 

Employment Laws, Family Medical Leave Act Laws, Fair Labor Standards Act, OSHA, 

TOSHA, Workers Compensation, Affirmative Action Plans, and Agency compliance 

concerning personnel requirements based on contract and grant regulations.                                                                                                           

 
4. Community Intervention- Community Intervention includes: 

 

 Community Intervention for Juvenile Offenders This program works to reduce the number 

of youths committed to institutions by providing them opportunity to remain in their 

communities while under intensive supervision including drug and alcohol treatment, 

community service work, family and individual counseling, education and employment 

assistance.   

 

Adult Community Corrections offers alternatives to incarceration for selected non-violent 

felony offenders sentenced by Criminal Court Judges.  Under intense supervision, 

offenders receive alcohol and drug treatment, counseling, education, and employment 

assistance as needed.  This project is funded under an agreement with the State of 

Tennessee.   

 

The DUI School provides education on drug and alcohol use and state requirements for 

license renewal, while serving the courts and the community.   

 

Drivers’ Education offers thirty hours of classroom training and six hours of on-the-road 

training for adults and youths. 

 

5. Court Appointed Special Advocates (CASA)- CASA is under the umbrella of UCHRA.  

The program is funded by Tennessee Commission on Children and Youth (TCCY), local 

government, community donations, and fund raising events. CASA recruits, trains, and 

supervises community volunteers. Afterward, they are then appointed by the judge to 

advocate for abused and neglected children in court proceedings, ultimately assuring the 

child’s placement in a safe and nurturing permanent home. CASA currently serves 

Cumberland, Overton, Putnam, and Smith Counties. CASA is looking forward to 

expanding into other counties within the Upper Cumberland.  

 

6. Community Services- Community Services include:  

 

Homemaker, Chore, Personal Care, and Respite Caregiver Services include light 

housekeeping, errands, cooking, and counseling as required for protective service clients.  

Services enable elderly, disabled, and protective service clients to continue living in their 

own homes.  Personal Care Services assist clients with activities of daily living, essential 
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household tasks, and other activities. Respite Caregiver Services provide temporary relief 

from routine care-giving responsibilities to caregivers of certain CHOICES clients.   

 

Low-Income Home Energy Assistance Program (LIHEAP) provides assistance in meeting 

energy bills for low- income families (regular assistance) and families who have either 

exhausted their fuel supply or have received a notice of shut-off (crisis assistance).   

 

Weatherization Assistance Program (WAP) provides basic insulation and weatherization 

measures for low-income households.  

 

The Community Service Block Grant (CSBG) Program provides food, shelter, energy and 

housing assistance to the vulnerable populations of the Upper Cumberland.  CSBG also 

provides programs to assist eligible individuals with training for employment, education 

assistance and support, and comprehensive self-sufficiency case management which 

utilizes trained specialists to guide individuals to meet their goals.  

 

 Information and Referral Services assist families and individuals in accessing available 

services and resources in their communities.   

 

The Child and Adult Care Food Program supplements the cost of meals to children or 

adults in licensed private day care homes.   

 

Choices Home Modifications provides installation of minor home modifications to 

enhance accessibility and home safety to eligible TennCare enrollees referred to UCHRA. 

 

Housing Opportunity for Persons with Aids (HOPWA) provides housing information 

services including counseling, information, and referral to assist eligible individuals to 

locate, acquire, finance, and maintain housing to prevent homelessness. Additional 

services include assistance with needs assessment, drug and alcohol abuse treatment and  

counseling, and nutritional service through local, state, and federal benefits and services. 

 

Ryan White Community Aids Partnership (Case Management) provides timely and 

coordinated access to medically appropriate levels of health and support services through 

ongoing assessment of the client and other key family members’ needs and personal 

support system. Key activities include an initial assessment of the service needs, 

development of a comprehensive service plan, coordination of the services required to 

implement the plan as well as client monitoring and periodic re-evaluation and adaptation 

of the plan as necessary over the life of the client.  Additionally, transportation includes 

conveyance services provided by UCARTS or a gasoline card for access to health care or 

psychosocial services. 
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The Nutrition Program provides individuals aged 60 and over or individuals with 

disabilities a nutritious noon meal either in a group setting (congregate meal) or in their 

home (home delivered meal), thus improving quality of life. These services are proved by 

UCHRA in various counties throughout the Upper Cumberland region 

 

▪ Congregate Meals are provided at Senior Citizens Centers.  Anyone age 60 or 

older is eligible to receive a noon meal at the congregate site (reservations are 

requested).  Nutrition education with updates on nutritional needs and 

requirements is provided on a monthly basis.  

 

▪ Home Delivered Meals are provided through four separate programs: 

 

● Title III enables persons aged 60+ and/or the spouse of someone 60+ to 

remain in their own home thus avoiding premature institutionalization by 

providing a nutritionally balanced noon meal.  

● Options provides meals for residents of the State of Tennessee; persons 18 

years of age or older; possess a physical disability; and limited in daily 

and independent activities 

● Family Caregiver provides relief to caregivers of a senior 60 years of age 

or older and grandparents or other senior relatives who are primary 

caregivers of children not more than 18 years of age.  

● CSBG provides a limited amount of funding for meals to persons under the 

age of 60 who meet program guidelines.  

 

7. Transportation Services- 

 

Upper Cumberland Area Rural Transit System (UCARTS) and deviated fixed route 

Cookeville Area Transit Service (CATS) offer public transportation to rural residents of all 

ages with first priority to elderly, handicapped, and economically disadvantaged with 

medical needs. We provide each community with customized services to address the needs 

of residents as they are identified.  

 

New Freedoms provides Mobility Management, connecting communities and 

transportation providers, and coordinating transit services to meet the needs of customers. 

 

Shuttle on Schedule (SOS) provides same day and after-hours transportation service. 
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My Ride is an expanding senior-friendly volunteer transportation service. Volunteer 

drivers for My Ride use their personal vehicles to carry older Tennesseans to a variety of 

destinations, including medical appointments and grocery stores 

 

Temporary Emergency Food Assistance (Commodities) offers government surplus foods 

to families with low- income. 

 

8. Residential Services- Residential Centers offer a safe, structured, friendly environment 

for youth, ages 12-18. Around-the-clock care, counseling with emphasis on family 

therapy, academic instruction in transitional school settings, and recreational activities are 

provided. The average length of stay is approximately six months. Youth are reunited with 

their families, whenever possible.  

 

CHANCE Residential Center for Girls is located at Bloomington Springs in Putnam 

County. The Center has been serving young girls since 1988. 

 

Indian Mound Residential Center for Boys has been serving in DeKalb County since 1991. 

The Center is situated on a 118-acre fully operational farm. Boys receive academic credits 

through a curriculum provided at the Center. Additionally, an on-site vocational program 

offers basic carpentry and construction skills. 

 

Cumberland Mountain School/YIC is a boy’s center located in Cumberland County  

 

9. Van Buren County Head Start- Van Buren County Head Start provides a positive 

learning environment and experiences to help children develop social skills appropriate to 

their age and stage of development. Training and resources assist parents in assuming a  

more active and confident role in identifying the needs of their children and family. The 

program develops community partnerships to assist families with needs and objectives 

while job training and educational opportunities are offered to enable families to achieve 

their goals.  Head Start promotes school readiness ensuring children and families possess 

the skills, knowledge, and attitudes necessary for success in school and for later learning 

and life. 

 

Appendix A displays the organizational chart for the Upper Cumberland Human Resource 

Agency 
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The primary goal of the Agency’s Title VI Program is to ensure that all staff, contractors, and 

service beneficiaries are aware of the provisions of Title VI and the responsibilities associated 

with Title VI of the Civil Rights Act of 1964. Public Chapter 502, passed by the Tennessee 

General Assembly and signed into law on May 31, 1993, requires each State agency to develop a 

Title VI Implementation Plan. Each State governmental entity must submit an updated plan 

annually to the Human Rights Commission by October 1. 

 

B. Mission Statement 

Our Mission is to move people from dependence to independence 

 

C. Nondiscrimination Policy 

The Agency’s Title VI and non-discrimination policies and statements are as follows: 

Policy Compliance Statement 

The Upper Cumberland Human Resource Agency, complies with Title VI of the Civil Rights Act 

of 1964, as codified in 42 U.S.C. 2000d, which states that: “No person in the United States shall, 

on the ground of race, color, or national origin, be excluded from participation in, be denied the 

benefits of, or be subject to discrimination under any program or activity receiving federal 

financial assistance.” 

Affirmative Action/Equal Employment Opportunity 

UCHRA is an Equal Opportunity Employer. No person is unlawfully excluded from 

consideration for employment because of age (40 or older), race, color, national origin, ancestry, 

religion, sex (including gender identity, orientation, and pregnancy), disability, veteran status, 

genetic information, or any other category protected by State and/or Federal civil rights laws in 

admission to, access to, or operations of its programs, services or activities.  

The Human Resources Department does not discriminate in its hiring or employment practices. 

The following individual has been designated to handle questions, concerns, complaints, requests 

for accommodation, or requests for additional information regarding Title VI of the 1964 Civil 

Rights Act: 

 Tammy Kulpa 

 Equal Employment Opportunity Officer 

 580 South Jefferson Avenue 

 Suite B  

 Cookeville, TN 38501 

 Phone: (931) 528-1127 

 TDD: (800) 848-0298 

 Email: tkulpa@uchra.org 

mailto:dprince@ucdd.org
mailto:cdenney@uchra.com
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Americans with Disabilities Act (ADA) 

 

It is the policy of the Upper Cumberland Human Resource Agency to comply with all Federal 

and State laws concerning the employment of persons with disabilities. The Agency prohibits 

discrimination and harassment against any qualified individual with a qualified disability as 

defined by the Americans with Disabilities Act and the Americans with Disabilities Act 

Amendment Act (ADA/ADAAA). Furthermore, the Agency shall comply with applicable 

requirements set forth by the Rehabilitation Act of 1973, and any other applicable laws that 

pertain to disability non-discrimination. Anyone wishing to request an accommodation under the 

ADA, or individuals seeking to file an ADA complaint, should contact UCHRA Human 

Resource Department directly. 

 

 

SECTION 2  
DEFINITIONS 

 
A. Beneficiary: Any person or group of persons (other than States) entitled to receive 

benefits, directly or indirectly, from any Federally-assisted program. 

 

B. Complaint: A written allegation of discrimination, which indicates that a program is 

operated in such a manner that it results in disparity of treatment to persons or groups of 

persons because of race, color, or national origin. 

 

C. Compliance: Fulfillment of the requirement of Title VI, other applicable laws, 

implementing regulations and instructions to the extent that no distinctions are made in 

the delivery of any service or benefit based on race, color, or national origin. 

 

D. Compliance Reviews: Conducted by means of either regular inspections of Department 

programs to determine compliance with Title VI requirements (which may be conducted 

by means of on-site visits), or desk (structured paper) reviews of programs and associated 

documentation. 

 

E. Contractor: An individual, group, or company that agrees to perform services or provide 

commodities at a specified price pursuant to a contract. 

 

F. Limited English Proficiency (LEP): A person who does not speak English as their 

primary language and has a limited ability to read, speak, write, or understand English. 

 

G. Monitoring: A review process used to determine compliance with the requirements of a  

    State and/or Federal program, applicable laws and regulations, and stated results and   

    outcomes. 
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      H. Recipient: Any individual, to whom assistance is extended, either directly or through  

           another recipient, for any program. Recipient includes any successor, assignee, or  

           transferee thereof. The term recipient does not include any ultimate beneficiary under any  

           such program. 

 

I. Title EEO Officer/VI Coordinator: A position designated by the Upper Cumberland 

Human Resource Agency to ensure compliance with the Equal Employment Opportunity 

Act and Title VI program requirements. 

 

J. UCHRA: The Upper Cumberland Human Resource Agency  

 

 

 

SECTION 3  
FEDERAL PROGRAMS OR ACTIVITIES 

 

A. Program Coverage  
 

Title VI prohibits discrimination in “any program or activity” which receives Federal financial 

assistance. UCHRA receives Federal and State funding and thereby all Title VI requirements are 

applicable to operations of the Agency.  

 
 

B. Federal Assistance 
 

Based on the 2024 audit UCHRA received $26,846,450 in Federal funding/financial assistance. 

 

SECTION 4 
ORGANIZATION 

 
The Upper Cumberland Human Resource Agency has assigned Title VI responsibilities to the 

EEO Officer. The EEO Officer/Title VI Coordinator is charged with the responsibility for 

implementing, monitoring, and ensuring the Agency’s compliance with Title VI regulations. 

 

Title EEO Officer/Title VI Coordinator responsibilities are as follows: 

 

1. Receive and process the disposition of Title VI complaints. 

 

2. Review annual Title VI reviews and audit of UCHRA departments to determine the  

                    effectiveness of program activities at all levels. 
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3. Coordinate training programs on Title VI  

 

4. Prepare a yearly report of Title VI accomplishments and goals, as required. 

 

5. Establish procedures for promptly resolving deficiency status and reducing to writing 

the remedial action agreed to be necessary, all within a period not to exceed 30 days. 

See Appendix B- Title VI Policy. 

 

6. Prepare annual Title VI Implementation Plan as required by the Tennessee Human  

                   Rights Commission. 

 

7. Disseminate Title VI information to the public and, where appropriate, in languages 

other than English. See Appendix C – Title VI LEP Plan. 

 

The Upper Cumberland Human Resource Agency ensures compliance within programs by 

training all agency staff on Title VI regulations annually.  This is a key component in fostering 

the Agency’s mission to ensure all program recipients receive the best service possible in an 

environment free of discrimination.   

 

 

 

SECTION 5  
DATA COLLECTION AND ANALYSIS 

 

A. Beneficiaries of Federally Assisted Programs  

 
The primary beneficiaries of the Upper Cumberland Human Resource Agency are the citizens 

within the Upper Cumberland region. Collection of specific participants’ race, color, or national 

origin data is not collected. However, the most current United States Census information is 

utilized to ensure compliance with all Federal and State laws regarding inclusion.   

 

 

B. Minority Representation of Agency Staff  
 
The following organizational chart displays the staff composition of UCHRA as of June 2022: 
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Gender Executive Director Manager Specialist Support Mechanic Front 
Line  

Total 

Male 1 0 8 2 20 3 99 133 

Female 0 4 35 10 35 0 94 178 

Total  1 4 43 12 55 3 193 311 

 

 

Race Executive Director Manager Specialist Support Mechanic Front 
Line  

Total 

White 1 4 43 11 54 3 185 301 

Black 0 0 1 3 1 0 4 9 

Hispanic 0 0 0 0 1 0 2 0 

Native 
American 

0 0 0 0 0 0 0 0 

Asian 0 0 0 0 0 0 1 1 

Hawaiian 0 0 0 0 0 0 2 0 

Two or more 
races 

0 0 0 0 0 0 0 0 

Total  1 4 44 14 56 3 261 311 

 

 

 

SECTION 6  
DISCRIMINATORY PRACTICES  

 
The following activities would be considered discriminatory practices under Title VI:  

 
▪ Denying any individual any service, financial aid, or other benefits offered by the    
       Agency because of their race, color, or national origin.  

 
▪ Treating individuals differently because of their race, color, or national origin.  

 
▪ Using methods which directly or indirectly, through contractual relationships, defeat or  
       substantially impair the accomplishment of effective non-discriminatory practices.  
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SECTION 7  
LIMITED ENGLISH PROFICIENCY (LEP) 

 
 

Limited English Proficiency policies and procedures for the Upper Cumberland Human 

Resource Agency are included as Appendix C.  

 

As part of the LEP services UCHRA utilizes telephonic interpretative services.  UCHRA’s 

vendor for telephonic interpretative services is Avaza Language Services Corporation.  

 

Avaza Language Services Corporation  

5209 Linbar Drive, Suite 603  

Nashville, TN 37211  

1-800-482-8292  

 

The Upper Cumberland Human Resource Agency utilized Avaza’s translation services 2 times 

during the fiscal year July 1, 2024 – June 30, 2025  UCHRA used Avaza’s over the phone 

interpretation service to facilitate two conversations with a Spanish speaker.  

 

UCHRA does not encounter LEP persons on a regular basis. However, the Agency has elected to 

provide its Title VI poster in both English and Spanish, the second most common language 

spoken in Tennessee. This poster is displayed in all of the Agency’s offices.  The Agency 

provides other written documents in Spanish as well; this includes program information on 

services, and EEO information.  The agency website also provides information in Spanish. 

 

 

 

SECTION 8  
COMPLAINT PROCEDURES 

                                                                                                                                                           
A. Process for Filing a Complaint  

 
A formal complaint must be filed in writing, within one hundred eighty (180) days of the 

occurrence of the alleged discrimination. See the Agency’s Title VI Policy in Appendix B.  

 

The complaint should be filed on the Title VI Complaint Form. See Appendix D.  

 

The complaint may also be filed in a letter stating the elements of the complaint.  

 

Allegations that are received by telephone, fax, or e-mail will be acknowledged and reduced to 

writing. However, a complaint form will be forwarded for the person(s) to sign and return to the 
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EEO Officer/Title VI Coordinator for processing. The person to whom the complaint is made 

will document the elements of the complaint in writing if the complainant is unable or unwilling 

to file the complaint in writing.   

 

The complaint must contain the following information:  

 

 

1. Name, address, and telephone number of the complainant  

 

2.   Location and name of the agency, facility, or other office where the alleged  

      discrimination took place 

 

3. Identification of the agency staff alleged to have engaged in discrimination  

 

4. The elements of the event(s) that led to the belief that discrimination occurred 

 

5. The basis of the complaint, i.e., race, color, or national origin  

 

6.  Names, addresses, and telephone numbers of people who may have knowledge of the 

       event. 

 

7. The date(s) the alleged discriminatory event(s) occurred.  

 

 

A complaint alleging discrimination against the Agency, or an Agency program may be filed 

internally with UCHRAs Title VI Coordinator. In addition, a complaint can be filed externally 

with the Tennessee Human Rights Commission or the Office of Civil Rights of the U.S. General 

Services Administration. 

 

 

B.  Investigation, Determination, and Ruling  

 
The Department’s supervisory staff shall forward all written complaints to the Title VI 

Coordinator within two (2) business days of the receipt of any complaint.  

 

The Title VI Coordinator will:  

 

1. Coordinate the review and investigation of complaints.  

 

2. Notify the complainant of receipt of the complaint.  
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a. The notification will be accomplished by the most expedient means available, 

including e-mail, fax, or telephone call to be documented in writing and 

confirmed by letter.  

 

b. The notification will include a request for a time and date an investigator can 

reach the complainant by telephone or in person to discuss the complaint.  

 

3. Notify the complainant by certified letter of the determination and/or any remedial 

action that has been taken if it is determined that discrimination exists based on race, 

color, or national origin.  

 

4.  Maintain copies of complaints and findings for a minimum of three (3) years from 

                    the resolution of the complaint.  

 

5.  Take primary responsibility for investigating complaints and reporting findings to the   

Commissioner. The investigation will review, minimally: 

 

a.  Applicable practices and policies 

b. The circumstances and events which led to the filing of the complaint 

c. All other pertinent information 

 

6. Complete the investigation and prepare a written determination on the alleged 

discrimination and/or make any recommendations on appropriate remedial action to 

the Commissioner within thirty (30) calendar days of receipt of the written complaint. 

 

 

C. The Upper Cumberland Human Resource Agency Complaints for Fiscal  

 Year 2024-2025: 

 

 
No Complaints were filed against UCHRA during FY 2024-2025  

 

There were no lawsuits filed during fiscal year 2024-2025 against UCHRA alleging 

discrimination on the basis of race, color, or national origin under any federally funded program 

or activity. 

 

A copy of the Agency’s Title VI Complaint Log has been included as Appendix E 
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SECTION 9  
COMPLIANCE INTERNAL REVIEW 

                                                                                                                                                                    

The Agency agrees that as a condition to receiving any Federal financial assistance, it will 

comply with Title VI of the Civil Rights Acts of 1964. The Title VI Coordinator has the overall 

responsibility for compliance with Title VI. The Title VI Coordinator is responsible for 

coordinating Title VI within the UCHRA programs.   UCHRA will make available to the Human 

Rights Commission any compliance reports upon request. 

 

The Upper Cumberland Human Resource Agency has included the Title VI Audit Checklist 

utilized for compliance checks.  It is included as Appendix F of this Implementation Plan. 

 

  

A.  Public Notice and Outreach  

 
All UCHRA offices receive Title VI posters and brochures for display and distribution.  Agency 

program materials include standard language concerning non-discrimination practices and 

compliance with the requirements of Title VI. 
 

 

The Title VI Coordinator is responsible for checking all Public Notice/Bulletin Boards on an 

annual basis to ensure all Title VI notices are posted and visible.  In addition, the Title VI 

Coordinator is responsible for ensuring all language regarding Title VI/EEO is kept up to date 

and in accordance with current Federal and State discrimination laws.   

 

 

SECTION 10  
TITLE VI TRAINING PLAN 

  
The Upper Cumberland Human Resource Agency has communicated the Title VI policy to its 

staff through New Hire Orientation, annual training sessions, and posters displayed in centrally 

located areas, dissemination of Title VI brochures, the UCHRA website, and by making 

information available upon request about its written non-discrimination policies.   

 

UCHRA clients have access to the Title VI policy via posters displayed in centrally located 

areas, dissemination of Title VI brochures, the UCHRA website, and by making information 

available upon request about its written non-discrimination policies.   
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In addition, the Agency includes its non-discriminatory policy clause on all pro forma Invitation 

to Bid and Request for Proposal contract documents. The phrase “UCHRA is an EOE” is also 

printed on any newspaper job postings.  

 

UCHRA provides and requires Title VI training for employees on an annual basis. For the 

current FY year, the Title VI Coordinator provided 2 classroom trainings, held in Putnam county.  

All UCHRA staff were provided with an opportunity to attend on August 23, 2024. Title VI 

Employees were provided make-up days for training. A copy of the Title VI Power Point utilized 

for the training is provided as an attachment. See Appendix G  

 

For fiscal year 2023-2024, a total of 124 employees completed the classroom training in April 

for Title VI, with the remainder scheduled with the transportation class or make-up classes 

(Note: new employees receive Title VI training during agency orientation). Records of training 

completion are maintained in the employee’s personnel files. Sign in sheets for classroom 

training are also maintained by the Title VI Coordinator.  See Appendix H 

 

The Title VI Coordinator will provide additional training to any employee as requested, or as 

needed.   

 

 

SECTION 11  
PUBLIC NOTICE AND OUTREACH 

 

A. Commitment Statement  

 
The primary goal of UCHRAs Title VI Program is to ensure that all staff, contractors, and 

service beneficiaries are aware of the provisions of Title VI and the responsibilities associated 

with Title VI of the Civil Rights Act of 1964. We are readily available to provide high-quality 

technical assistance, resources, guidance, and any other information in regard to Title VI.  

 

Information related to UCHRAs Title VI Policy, which includes complaint procedures, is 

included as part of the Agency’s Title VI Implementation Plan, which will be made accessible on 

the Agency’s internet page http://uchra.com/. A brief Title VI Fact Sheet created by the Human 

Rights Commission will also be made available on the homepage at http://uchra.com/. While this 

fact sheet does not contain information specific to UCHRA, it does provide general Title VI 

information to the public in an easily accessible manner. In addition to electronic distribution, the 

Agency will provide all of these documents in print, upon request.  

 

 

 

 

B. Minority Representation  

http://uchra.com/
http://uchra.com/
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UCHRA does not directly control the membership of any Board or Commission. UCHRA board 

membership is composed of elected officials, and individuals appointed by those officials as 

Consumer Representatives. All County Mayors (County Executives) and City Mayors of the 14 

counties within the Upper Cumberland region are automatically allotted a board member 

position. Consumer representatives from each county are selected by the Mayors. Consumer 

Representatives must be consumers of the services offered by UCHRA. When possible 

minorities are selected as consumer representatives for the board and committees to help ensure 

minority representation.   

 

 

SECTION 12  
EVALUATION PROCEDURES OF TITLE VI IMPLEMENTATION  

 
The Upper Cumberland Human Resource Agency evaluates its Title VI compliance program on 

a regular basis to ensure effectiveness and efficiency and considers the following information 

when evaluating its Title VI program:  

 

• Compliance reports received from the Human Rights Commission  

• Recent complaints received  

• Department program changes and additions  

• Other relevant data and information  

 

 

 

SECTION 13  
RESPONSIBLE OFFICIALS  

 

 Tammy Kulpa 

 Equal Employment Opportunity Officer 

 580 South Jefferson Avenue 

 Suite B  

 Cookeville, TN 38501 

 Phone: (931) 528-1127 

 TDD: (800) 848-0298 

 Email: tkulpa@uchra.org 

 

 

 

 

mailto:cdenney@uchra.com
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APPENDIX B  
TITLE VI POLICY AND PROCEDURES 

 
 

 

TITLE VI POLICY AND PROCEDURES 

Approved By:    _______________________ 

Effective   Date:   ___________February 2025_____ 

Last Revision:      _________ _February 2025_____ 

 

Purpose:    To state the Commitment of the Upper Cumberland Human Resource Agency to 

                     Title VI compliance. _________________________________________________ 

 
I.  AUTHORITY: TCA §§ 4-3-1105, 4-21-901, 4-21-904, 4-21-905, 49-1-304; Title VI of the Civil Rights Act of 

1964, 42 U.S.C. § 2000d.  
 
II.  POLICY: No person based on race, color, or national origin, shall be excluded from participation in, be 

denied the benefits of, or otherwise subjected to discrimination under any program, service, or activity 
operated, funded, or overseen by the Upper Cumberland Human Resource Agency.  

 
III.  PURPOSE: To ensure agency compliance with the requirements of Title VI of the Civil Rights Act of 1964 

and related civil rights laws and regulations.  
 
IV.  APPLICATION: All UCHRA Employees, Contractors, Subcontractors, and clients who are eligible to receive 

federal funds and/or services.  
 
V.  RESPONSIBILITY: The Title VI Coordinator will coordinate all programs and activities associated with Title 

VI complaint investigations and compliance monitoring.  
 
 
 
VI.  DEFINITIONS: As used in this policy, include the following:  
 

A. Beneficiary: Any person or group of persons entitled to receive benefits, directly 
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             or indirectly, from any federally assisted program.  
 

B.  Complaint: A written allegation of discrimination, which indicates that a program is operated in 
such a manner that it results in disparity of treatment to persons or groups of persons because of 
race, color, or national origin.  

 
C.  Compliance: Fulfillment of the requirements of Title VI, other applicable laws, 

implementing regulations, and instructions to the extent that no distinctions are made 
in the delivery of any service or benefit based on race, color, or national origin.  

  
D.  Compliance Reviews: Conducted by means of either regular inspections of Department 

programs to determine compliance with Title VI requirements, which may be conducted 
by means of on-site, or desk (structured paper) reviews of programs and associated 
documentation.  

 
E.  Contractor: An individual, group, or company that agrees to perform services or provide 

commodities at a specified price pursuant to a contract.  
  

F.  Limited English Proficiency (LEP): Persons that do not speak English as their primary 
language, and have a limited or no ability to read, speak, write or understand English.  

 
G.  Monitoring: A review process used to determine compliance with the requirements of a 

state and/or federal program, applicable laws and regulations, and stated results and 
outcomes.  

 
H.         Recipient: Any individual or group that receives services or assistance from any   
             federally or state funded program or entity   

 
I.         Title VI Coordinator: A position designated to ensure compliance with Title VI program 

requirements as well as all state and federal laws regarding Title VI  
 

 
 
VII.  PROCEDURES:  
 

A.   Complaint Filing  
 

A formal complaint must be filed in writing, within one hundred-eighty (180) days of the 
occurrence of the alleged discrimination.  
 
1. The complaint should be filed on a Title VI Complaint form, under Title VI of the Civil Rights 

Act of 1964 available on the Agency’s internet webpage as well as by request from the HR 
Department, and reception desks 

 
2. The complaint may also be filed in a letter stating the elements of the complaint.  
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3. Allegations that are received by telephone, fax, or e-mail will be acknowledged and reduced 
to writing. When possible, a complaint form will be forwarded for the person(s) to sign and 
return to Title VI Coordinator for processing.  
 
 
The person to whom the complaint is made will document the elements of the complaint in 
writing if the complainant is unable or unwilling to file the complaint in writing. The 
complaint must contain the following information:  

 
a. Name, address and phone number of the complainant  
b. Location and name of the agency, facility, or other office where the alleged  
     discrimination took place 
c.  Identification of the agency staff alleged to have engaged in discrimination;  
d. The elements of the event(s) that led to the belief that discrimination 
      occurred 
e. The basis of the complaint: race, color, or national origin  
f.  Names, addresses and phone numbers of people who may have knowledge of  
     the event  
g. The date(s) the alleged discriminatory event(s) occurred.  

 
4.  A complaint alleging discrimination against a division or entity of UCHRA may be filed 

internally with the Title VI Coordinator.  
 

5.  In addition, a complaint can be filed externally with the Tennessee Title VI   Compliance 
Commission or the Office of Civil Rights, U.S. General Services Administration.  
 

 
B. Investigation, Determination and Ruling:  
 
UCHRA supervisory staff shall forward all written complaints received to the Title VI Coordinator within 
two (2) business days of the receipt of any complaint.  
 
The Title VI Coordinator will:  
 

1. Coordinate the review and investigation of complaints.  
 

2.  Notify the complainant of receipt of the complaint.  
 

a. The notification will be accomplished by the most expedient means 
available, including e-mail, fax, or telephone call to be documented in 
writing and confirmed by letter. 
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b. The notification will include a request for a time and date an  
           investigator can reach the complainant by telephone or in person to  
                                                   discuss the complaint.  
 
 

3. Notify the complainant by certified letter of the determination and/or any remedial action 
that has been taken if it is determined that there was discrimination based on race, color, or 
national origin.  

 
4. Maintain copies of complaints and findings for a minimum of three (3) years from the 

resolution of the complaint.  
 

5. Take primary responsibility for investigating complaints and reporting findings as needed.  
The investigation will review, minimally:  

 
a. Applicable practices and policies;  
b. The circumstances and events which led to the filing of the complaint 
c. All other pertinent information.  

 
6. Complete the investigation and prepare a written determination on the alleged  

discrimination and/or make any recommendations on appropriate remedial action within 
thirty (30) calendar days of receipt of the written complaint.  
 

 
C.   Internal Appeal Process: 
  
If the complainant is not satisfied with the Title VI Coordinator’s findings and/or the remedial action 
taken, an appeal may be filed with the Executive Director and/or Grievance Committee, which 
constitutes the last level in the internal complaint system.  
 

1. Upon an appeal, the Director of Human Resources and the Title VI Coordinator 
 will assist the Executive Director and the Grievance Committee in reviewing the matter and 
making a determination.  

 
2. The appeal process can include, but is not limited to, discussing the complaint with 

 the complainant, the alleged offender, the initial recipient of the complaint, available 
witnesses, and the Title VI Coordinator whose finding is appealed.  

 
 
D. External Review Process: 
 
A complaint may be filed simultaneously with the Tennessee Human Rights Commission or the Office of 
Civil Rights, U.S. General Services Administration and with UCHRA. In such case, the external complaint 
supersedes the internal UCHRA complaint. Accordingly, the internal complaint procedures will be 
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suspended pending the outcome of the Tennessee Human Rights Commission or federal review 
procedure, unless there is a request from the external agency for assistance in the investigation. 
 
 
E. UCHRA Program and Activities Internal Monitoring Process:  
 

1. The Title VI Coordinator will:  
 

a.   Coordinate desk audits and on-site reviews.  
b.   Ensure proper notice is given to employees and outside parties regarding the 
      Department’s nondiscrimination policy.  
c.    Ensure that LEP guidelines are followed and that Title VI materials are                                               
       available.  

                           c.   Collect and maintain data on race and ethnic categories, if applicable.  
 

2. Upon completion of the Review:  
 

a. Prepare a corrective action plan outlining the steps that will be taken to 
 correct findings, if any, identified in the monitoring report.  

b. Provide the name(s) of the contact person(s) responsible for corrective 
       action, the corrective action planned, and the anticipated completion date.   

 
 
F. Title VI-Compliance Review and Implementation Plan:  
 

1. The Title VI Coordinator will develop the UCHRA, Title VI-Implementation Plan and  
monitor agency compliance.  
 

2. The Implementation Plan will be prepared in accordance with guidance issued by the 
Tennessee Human Rights Commission (HRC).  
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Signature Page 
 

VIII. Title VI Assurance 
 
As required by contractual agreement, the Upper Cumberland Human Resource Agency will 

comply with the applicable laws and regulations relative to nondiscrimination in federally or 

state assisted programs. This policy outlines the steps and procedures taken to ensure 

compliance. 

 

 

 

VIII.  Signature of Tilt VI Coordinator 
 
As required by the contractual agreement, the Upper Cumberland Human Resource Agency will 

comply with the applicable laws and regulations relative to nondiscrimination in federally or 

state assisted programs and fulfill all above mentioned duties to ensure compliance.   

 

 

 

________________________________________                         ________________ 

Signature of UCHRA Title VI Coordinator                                     Date 

 

 

 

 

IX.   Declaration of Administrative Head: Executive Director and Board Chairman 
 
 

I declare that I have reviewed and approved the information provided in this Title VI Policy and 

Procedures on this date. 

 

 

 

____________________________________________                   ________________ 

Signature of Executive Director                                                         Date 

 

 

 

____________________________________________                   ________________ 

Signature of Board Chairman                                                            Date 
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APPENDIX C  
FOUR FACTOR ANALYSIS AND LEP PLAN 

 

 

 

 

 

FOUR-FACTOR ANAYLYSIS 
 

AND 
LANGUAGE ACCESS PLAN FOR  

LIMITED ENGLISH PROFICIENCY (LEP) PERSONS  

 

 

 

 

 

February 2025 
Purpose:  In compliance with FTA C. 4702. 1. A. The Upper Cumberland Human Resource Agency 

(UCHRA) has developed the following Language Access Plan (LAP) for Limited English Proficiency 

(LEP) persons. 
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History:  Title VI of the Civil Rights Act in 1964 is the federal law which protects individuals from 

discrimination on the basis of their race, color, or national origin in programs that receive federal financial 

assistance.  In certain situations, failure to ensure that persons who have limited English proficiency can 

effectively participate in, or benefit from, federally assisted programs may violate Title VI’s prohibition 

against national origin discrimination.  Persons who, as a result of national origin do not speak English as 

their primary language and who have limited ability to speak, read, write, or understand English may be 

entitled to language assistance under Title VI in order to receive a particular service, benefit, or 

encounter. 

UCHRA Four-Factor Analysis:  The following Four Factor Analysis will serve as the guide for 

determining which language assistance measures the Upper Cumberland Human Resource Agency should 

provide to guarantee access to the program services offered by and/or through grant programs by LEP 

persons. 

 

1. The Number of proportion of LEP persons served or encountered in the eligible service 

population (served or encountered includes those persons who would be served by the 

recipient if the person received education and outreach and the recipient provided sufficient 

language services). 

 

Currently, the US Census does not provide data regarding Limited English Proficiency below the 

County Level.  Therefore, for determining the LEP population, for the Upper Cumberland Human 

Resource Agency district communities the estimated census social chart was utilized to determine 

the estimated LEP population in the UCHRA district.  This is an estimation of the LEP population 

and does contain a small margin of error, as indicated on the census charts. (please see attached 

US Census information) 

 

All citizens are eligible for program services and participation activities administered by the 

Upper Cumberland Human Resource Agency and most of all the agency’s programs are open to 

the general public.  As a result LEP persons are likely to come into contact with program 

activities and program staff. 

 

The overall 14 county percentages of people that speak a language other than English is 4.08%.   

However, only one language (Spanish) in the counties of DeKalb, Putnam and Warren was 

identified as exceeding the five percent (5%) benchmark, or 1,000 population mark.  Eligible 

participants speaking “English less than very well” is greater than 5% or 1,000 therefore 

brochures and Title VI literature will be made available in Spanish.  The language line and 

language cards with over 100 languages supported are provided and made available to all 

employees of UCHRA and contractors to assist as needed with any participant needing 

interpretation services  

 

 

2. The frequency with which LEP persons come into contact with the program. 
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As of 2016 UCHRA had contacted AVAZA Language Services a total of 25 times. This number 

has been slowly growing over the last couple of years for a current contact total of 29 as of June 

2019. 
 

Given the LEP population percentages identified by the 2010 census, it is estimated that LEP 

persons routinely are exposed to UCHRA programs. As a result, program information, including 

materials such as a Transportation customer handbook, are available in Spanish and offered to 

the public at all of our site locations.   
 

3. The nature and importance of the program, activity, or service provided by the program. 

All UCHRA programs and activities have the potential of encountering a person speaking a 

language other than English.  UCHRA programs provide services that allow LEP members of the 

community to interact with the public. This interaction can include, but is not limited to: 

transportation to jobs, the ability to travel to community functions, provides access to receiving 

medical care, and transportation to education classes, in home care, residential services for 

youth in states custody, food assistance, emergency service assistance for bills and health care 

cost, and many others.  

 In short, the program services for the LEP community are exactly the same as for the English 

speaking population.  Without these public services LEP populations may be less likely to engage 

in seeking assistance from their community due to language barriers.  UCHRAs goal is to allow 

LEP populations to have the same community experiences as their English speaking 

counterparts. 

4. The resource available and costs to the recipient. 

Currently, language cards and access to a language line can be utilized to translate in over 100 

languages and some written materials. The cost to the agency is billed per minute per phone call.  

AVAZA can also offer onsite translation services for events such as meetings or seminars.  

Translation needs are an eligible administrative expense covered by the programs.  

Accommodating LEP needs via these services are reasonable given the resources available to 

UCHRA to fulfill its obligations.  

Certification:  Based on the above Four-Factor Analysis, the Upper Cumberland Human Resource 

Agency is required to develop a Language Access Plan (LAP) UCHRA has and will make all reasonable 

attempts to accommodate language access needs of residents requesting oral translation during 

participation activities and program services. 

Language Access Plan:   As a result of the preceding Four-Factor Analysis, the Upper Cumberland 

Human Resource Agency has identified that language assistance be made available and provided on an as 

needed basis by UCHRA through a language service. 

▪ All UCHRA contractors, transit operators, dispatchers, County Coordinators and programs will 

make available as needed:  Citizen Participation documents, project-related resolutions, public 

notices, and other requested material 

to the identified LEP Language (Spanish) and upon request of other participants speaking a 

language other than English. 
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▪ Additionally, all published citizen participation advertisements in the counties of Dekalb, Putnam, 

and Warren will include a statement in LEP language (Spanish) as identified to indicate other 

program materials are available in LEP language upon request. 

▪ If other populations of LEP persons are identified in the future, the Upper Cumberland Human 

Resource Agency will consider additional measures to serve the language access needs of those 

persons. 

 
 

Authorized Signatures: 

 

_________________________________                           ___________________ 

Preparer Signature/EEO officer                                                   Date 

 

__________________________________                         ____________________ 

Preparer Signature/ HR                                                               Date 

 

___________________________________                       ____________________ 

Executive Director Signature                                                      Date 

 

__________________________________                        ___________________ 

Board Chairman Signature                                                          Date 

 

 

 

 

 

 

 



30 | Page 
 
 

 

 

 

 

 

 

 



31 | Page 
 
 

 



32 | Page 
 
 

 



33 | Page 
 
 

 

 



34 | Page 
 
 

 

 

 
 

 



35 | Page 
 
 

 

 

 
 



36 | Page 
 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



37 | Page 
 
 

 

 



38 | Page 
 
 

 

 



39 | Page 
 
 

 

 
 

 

 



40 | Page 
 
 

 

 



41 | Page 
 
 

 

 



42 | Page 
 
 

 

 

 
 

2020 Census information is attached to the original 
 
 

FOUR-FACTOR ANAYLYSIS 
AND 

LANGUAGE ACCESS PLAN FOR 
LIMITED ENGLISH PROFICIENCY (LEP) PERSONS 

 
 
 

If you desire to access this information in its entirety please 
contact the UCHRA Title VI Officer 
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      APPENDIX D  
TITLE VI COMPLAINT FORM 

 

Upper Cumberland Human Resource Agency 

Title VI of the Civil Rights Act of 1964 

Discrimination Complaint 
 

 

Federal law prohibits discrimination against persons based on their race, color, religion, sex or national 

origin. You have the right to complain to the Upper Cumberland Human Resource Agency if you feel that 

you have been discriminated against for these reasons. 

Please provide the following information so that your complaint can be investigated thoroughly. If you need 

help in completing this form, please let us know. 

 

 

1. TYPE OF COMPLAINT. Circle which type of complaint you are filing-. 

 
a. Race b. Color c. Sex d. National origin e. Religion 

 

2. COMPLAINANT CONTACT INFORMATION. Provide your name and address. 

Name    Address 

Telephone 

(     ) _______________  Cell(       

 
)_____ 

  City 

 

E-mail                                                                County                            State                 Zip 

__________________________________        ________________      ________        _________ 

3. RESPONDENT_ CONTACT INFORMATION. Provide the name and address of  

               party(ies) that you believe discriminated against you: 

Name  Address  

 
Type of Business 

  
 City 

 
State 

 
  Zip 

 

        (For Employment Only) Name of Immediate Supervisor      Telephone                 County     

                 

Upper Cumberland Human Resource Agency 
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Title VI of the Civil Rights Act of 1964 

Discrimination Complaint 
 

 

4. WHEN DID THE DISCRIMINATORY ACT(S) OCCUR? 

       Beginning date of the alleged discriminatory act?     _________ 

       Most recent date of the alleged discriminatory act? ________________________  

       Is the alleged discriminatory act ongoing? Please circle one:       Yes     No 

 

5.  In your own words, explain what happened and who you believe was responsible. Please be 

as specific as possible.  You may attach additional sheets if needed. 

 

 

 

 

 

 

6. Have you tried to resolve this complaint with the institution, agency or person? 

       Please circle one. 

                                               Yes                                                                      No 

If yes, what is the status of the complaint? 

 

 

 

__________________________________________________________________________ 

 

 

 

 

 

Upper Cumberland Human Resource Agency 
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Agency/Court 

Name 

Title VI of the Civil Rights Act of 1964 

Discrimination Complaint
 

7.    Are you filing this complaint for someone else? Please circle one. 

                             Yes                         No 

      If yes, against whom do you believe the discrimination was directed? 

 

       First Name                          Last Name 

 

8.  Have you filed this complaint with any other federal, state, or local agency, or with any 

     federal or State court?   Please circle one. 

                                                        Yes                                                         No 

 

9. What is the name of the contact person at the agency/court where the complaint was filed? 

Name 

 

      Address   ______________________________  

      City, State, and Zip Code   ____________________________  

       Telephone Number ( )  __________________________ 

 

10. Please sign below. You may attach any written materials or other information that you think can 

be helpful to us in looking into your complaint. 

 

            ________________________________________                             ____________________ 

            Complainant’s Signature                                                                     Date 

 
 

Mail this form to:                                        Title VI Equal Opportunity Office 

                                                                                580 South Jefferson Ave., Suite B 
                                                                                Cookeville, TN 38501 
                                                                                Phone: 931-528-1127 

   

Filing a complaint with our Title VI Office is voluntary. However, without the information requested above, our Title VI 

Office may be unable to proceed with your complaint. We collect this information under authority of Title VI of the 

Civil Rights Act of 1964, and other civil rights statutes. We will use the information you provide to determine if we have 

jurisdiction and, if so, how we will process your complaint. Information submitted on this form is treated confidentially 

and is protected under the provisions of the Privacy Act of 1974. Names or other identifying information about 

individuals are disclosed when it is necessary for investigation of possible discrimination, for internal systems 

operations, or for routine uses, which include disclosure of information outside the department for purposes associated 

with Civil Rights compliance and as permitted by law. 
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                                                                                                        APPENDIX E  
DISCRIMINATION COMPLAINT LOG  

 

 

 



47 | Page 
 
 

 

 

 

APPENDIX F  
TITLE VI AUDIT CHECKLIST  

 

 

Title VI Audit Checklist 

UCHRA OFFICE SITE: __________________________________ 

ADDRESS: __________________________________________ 

                   __________________________________________ 

CHECKLIST COMPLETED BY: ___________________________ 

DATE: ______________________________________________ 

 
1. Are Title VI Posters prominently displayed within the facility? __________ YES _________ NO  
 
If yes, where? ___________________________________________________________  
If no, please explain: ________________________________________________________ 

 
2. Has the office developed and implemented policies and procedures for the monitoring and 
enforcement of Title VI compliance? _________________ YES _________________ NO  
 

 
3. Does the office have copies of existing written policies regarding Title VI (Non Discrimination)? 
______________ YES ______________ NO  

 
4. Are records kept of any/all Title VI complaints received at the office? ________YES _______NO  
Where are the records kept? ___________________________________________________  
Number of complaints received during the last fiscal year: ____________________________ 

 

 

5.   State name(s) and title(s) of person(s) who reviews/receives and make reports of all complaints:  
      ______________________________________________________________________________ 
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6.  Were the Title VI complaints received forwarded to the Title VI Officer in a timely matter (within 

3 days)?  ________YES _______NO 

If not, Why? ______________________________________________________________________ 

 
7. Has the office developed and implemented policies and procedures for monitoring and 
enforcement of Title VI compliance? ____________ YES ____________ NO  
 

 
8.. Is information on Title VI and laws requiring equal services to all on the basis of non 
discrimination disseminated to the general public, including minority groups?  
____________ YES _____________ NO ____________ N/A 
 

If yes, state by whom and method 

used:_____________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

 
9.  Has your staff received training on the policy for Title VI/Limited English Proficiency (LEP) 
compliance? ____________ YES ____________ NO  
 
 
 
10.   Has your entire staff been trained on how to utilize the translation services provided to the 
agency?    ____________ YES ____________ NO 
 

 

______________________________________________________        _____________ 

Auditors Signature                                                                                                Date 

 

 

_______________________________________________________      _______________ 

Site Supervisors Signature                                                                                 Date 
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                                                                                                   APPENDIX G  
TITLE VI POWERPOINT TRAINING  
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2025 Board Meeting Dates 

• February 19, 2025 

• April 16, 2025 

• June 18, 2025 

• August 20, 2025 

• October 8, 2025 

• December 17, 2025 (Annual Meeting) 
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