Outreach Plan Template

1._Cover Page/Contact Information/Signatures

—— PRI P, -

! Multiple year plans; Complete Section 1 each year.

SNAP
Annual Plan for Outreach

Siate; West Virginia
State Agency; Departmsnt of Health and Human Resources
Fiscal Year, 2024 (October 2023 ~ September 2024)

Primary Contacts: Complete the table with the name, titte, phone and email address for those Stale food stamp

agency personnel who should be contacted with questions aboult the outreach plan. Add additional rows if needed.

| Name | Title | Phone ) Email
‘ Chris Garner SNAP Outreach - l 304-546-4652 l cgarmer@ccwva.org
Coordinator |
Mark Phillips President & Chief ‘ 412-720-1604 (cell) mark@ccwva.org
Executive Officer 304-905-9860 (office)

Certified By:

<Sig?al re of Authorized Person>

_._L —é?.-f:f-(,(__;'. M{ e g /0/2 5
Statg Food Stamp Adency Director (or Commissioner) Daté

Certified By:

<Signature of Autharized Person>

q
State Food S%p %gency Fiscal Revie‘v_.'gr Date ' .



2. Statement of Need

West Virginia households are composed of proud, hardworking, diverse and resilient people whose daily struggles to
make ends meet are compounded by inflation as well as the end of many pandemic-era benefits, like emergency
Supplemental Nutrition Assistance Program (SNAP) benefits. West Virginia’s median household income is

$51,248.1 This figure places West Virginia households $18,469 below the national average. Poverty presents
challenges in the hills and hollows of nearly every rural community and in West Virginia’s major cities alike. Roughly
17% of the state’s total population lives in poverty,? including 8.7% of the state's veteran population.® Additionally,
food insecurity, defined as “inconsistent access to food needed to live an active and healthy life,” is a reality for 13.9%
of all West Virginians.*

Although many people in the Mountain State must make difficult decisions about how best to use their limited
resources as costs associated with shelter, heat, water and food continue to rise, poverty and food insecurity
disproportionately impact segments of West Virginia's total population. Available statewide data reveals that 20.1% of
people who identify as Hispanic and 28.3% of people who identify as Black experience poverty.® Additionally, 11.5%
of older adults, age 65 and over, have incomes below federal poverty level. Furthermore, research conducted at West
Virginia University (WVU) reveals 46% of students at WVU face “some level of food insecurity.”® Marshall University
reports that food insecurity is a struggle for students seeking higher education in Huntington as well.” Finally, West
Virginia families with mixed-status, defined as “a family whose members include people with different citizenship or
immigration statuses,”® may be at risk for financial and food insecurity as they may be reluctant to seek support for
eligible family members.®

While it is troubling to learn that tens of thousands of West Virginians struggle to make ends meet and put food on their
tables, there is hope. West Virginia offers numerous programs to help people with low or no incomes meet their basic
needs. The Supplemental Nutrition Assistance Program (SNAP) helps alleviate food insecurity and hunger by
providing food purchasing assistance. SNAP benefits afford households the opportunity to reallocate their financial
resources from their food budget to costs associated with housing, utilities, medical needs or

transportation. Unfortunately, many people who qualify for SNAP do not apply because they are misinformed or
unaware that their household is eligible to receive this assistance. Additionally, the stigma associated with living in
poverty may prevent households from enrolling in SNAP.

Catholic Charities West Virginia (CCWVa) and its partner organizations work together to offer SNAP outreach and
enroliment services across all 55 West Virginia counties. CCWVa and its partners identify the barriers to SNAP
enrollment and address those challenges through public awareness, education, pre-screening activities and enroliment
assistance. CCWVa meets people where they are to help connect them to this vital benefit. CCWVa and its partner
organizations place particular emphasis on reaching out to those segments of West Virginia's population
disproportionately impacted by poverty and hunger including, but not limited to, persons who identify as Black or
Hispanic, older adults, veterans, students seeking higher education and families with mixed immigration

status. Funding from West Virginia Department of Health and Human Resources would allow CCWVa to continue

its efforls to help the most vulnerable West Virginians access food.

1 United States Census Bureau

2 United States Census Bureau

3 Housing Assistance Council’s “Supporting Veterans in West Virginia”

4 Home | Hunger Free WV

5 United States Census Bureau

& WV tackles ongoing student food insecurity with on-campus pantry | WVU News | thedaonline.com
7 Home - Food Pantry {marshall.edu)

B https://www.nilc.org/issues/ health-care/aca_mixedstatusfams/

9 https://vaolicy.org/wp—content/uploads/ZDZO/O1/WVCBP-State-of-Working-WV-ZOlQ-PRINT.pdf



3. Qutreach Plan Summaries

Executive Summary. Provide a brief overview of your outreach plan. Briefly describe your goals and expected results.
Include the target audiences and the outreach strategies that will be implemented. Give a general description of your
evaluation plan. (Suggested length: Not more than 1 page)’

Catholic Charities West Virginia (CCWVa) proposes to continue building upon the SNAP outreach plan currently in
place. This plan will seek out all of West Virginia's low-income families and individuals but will specifically target
people who identify as Black or Hispanic, older adults age 65 and older, mixed status families, higher education
students, and West Virginia's veteran population. Efforts will be directed statewide and will include the following

projects.

I. SNAP Outreach via Print Media, Direct Mail and Internet

Outreach materials will be made available in English as well as Spanish through all CCWVa outreach centers,
immigration service locations, food pantries, veteran's facilities, and through all of our partner locations across the
state. Outlets other than COWVa and its partner agencies (e.g. Family Resource Networks) have also been, and will
continue to be, sought out for dissemination of outreach tools. Focus will also be placed on furthering the partner
agency's comprehensive print, direct mail and online awareness regarding SNAP benefits and eligibility. CCWVa will
continue to develop marketing materials and conduct trainings for all internal and partner staff to adequately promote
SNAP to our targeted groups.

Il In-person application assistance

In-person assistance will continue to be available at CCWVa outreach offices, partner service sites and community
events where target populations gather. Utilizing the WV People’s Access to Health (WVPATH) online application will
allow the client to electronically sign their application and immediately forward it to the DHHR office. CCWVa will also
utilize DHHR's paper SNAP application where internet connection is not available. CCWVa will be responsible for
coordinating frainings for outreach staff, partners’ staff and volunteers who will be providing SNAP application
assistance.

L. Telephonic pre-screening and application assistance appointment scheduling

CCWVa has established a toll-free helpline to provide instant access to information and assistance. When individuals
call the toll-free number, they can be screened for potential benefit eligibility, receive information on in-person
application assistance, or may schedule an appointment to receive assistance in completing a SNAP application.

Follow-up Plan. Four weeks after the application is complete CCWVa contacts participants to confirm progress,
outcormes and trouble-shoot. An online tracking system has been developed to accomplish this. The tool helps
ensure clients do not fall through the cracks and receive the benefit if eligible.

Project | — Project ill will be focused on clarifying SNAP eligibility criteria and benefits, and encouraging non-
participating individuals and underserved groups to complete/submit a SNAP application either on their own or through
in-person assistance. The follow-up plan will serve as a means of determining our approval rate, while also helping
assess and instill client satisfaction.

Evaluation Plan. CCWVa will utilize an electronic tracking/reporting mechanism to capture its outreach offices and
partner agencies monthly inputs, outputs and outcomes. The data will be collated and redistributed to partners and
agency program staff prior to a quarterly conference call where the collaborative will offer insights and suggestions for
improvement of outcomes throughout the state. Data will include:

« Number of print advertisements; impressions based on circutation; resulting calis or visits to a site.
Number of press releases; subsequent articles; resulting calls or visits to a site.
Number of direct mail pieces to identified target populations; resulting calls or visits to a site.
Number of calls and visits to sites.
Number of pre-screenings conducted.
Number of submitted applications
Estimated Approval Rate percentage of applications submitted (confirmed approvals + applications submitted
with successful follow-up).
Projected local economic activity generated by application approvals.
» Overall client experience via brief surveys conducted during application follow-up.



Projected Outcomes

¢ Catholic Charities West Virginia and partner agencies expec

SNAP eligible people in West Virginia.

t through our efforts to reach 25,000 potentially

« Catholic Charities Wesl Virginia and partner agencies expect to provide SNAP application assistance to 600

families in West Virginia.

e Catholic Charities West Virginia and partner agencies expect to pre-screen 3,300 potentially SNAP eligible

people in West Virginia.

o Catholic Charities West Virginia and partner agencies expect to have an 80% Estimated Approval Rating.

Summary of Projects: Complete the table to provide a summary of the projects/initiatives you will implement. Give
each project/initiative a number and a litle. Refer to each project/initiative by number and litle throughout the rest of
your outreach plan. Add more lines as needed. The first row of this table is completed to provide an example.

ﬁ?ojeéi_ Title

Number
1 SNAP Outreach via Print Media,
| Direct Mail and Internet
|
2 “In-person application assistance
3 ' Telephonic pre-screening and

| application assistance

: | appointment scheduling

Geographic
Area

“Statewide

Statewide

"Statewide

Target Audience
|

People who are likely
eligible, but not

| currently receiving

| SNAP

People who are likely
eligible, but not
currently receiving
SNAP

People who are likely
eligible, but not
currently receiving

| SNAP

' Contracted
(list

| contractor) or
In-House?

In-house

“In-house



4. Outreach Project Details

f"roject _
Number

. SNAP Outreach via Print Media, Direct Mail and Internet

Goal

Grantee and baﬁ‘ner agencies expecf fhrough our efforts to reach 25,000 pc_ngﬁieW SNAP
eligible people in West Virginia with information that dispels myths, encourages them to
inquire about eligibility, be pre-screened, and/or receive application assistance.

Timeline

Description
of Activity

Start October 1, 2023 [End [September 30, 2024

Grantee and partners will work to engage income eligible young families, communities of
color, mixed status families, and veterans.

Outreach vehicles will include:
A.) Promotional articles
« In print media (i.e. newspapers, agency newsletters)
« Online (i.e. social media, links to wvpath.wv.gov, on partner websites, Catholic
Charities West Virginia website)
B.) Printed promotional pieces (i.e. flyers, brochures, postcards)
» Via direct mail
« At direct service points within Catholic Charities West Virginia and partner agencies.
« At events (i.e. health fairs, community events, prisoner reentry, senior centers)
C.) Talking points on wvpath.wv.gov, eligibility and enroliment process
« At in-person presentation
» At in-person community events
« At direct service in-take

_(_Igntrzivétor_

in-house

Role of the
Contractor

Catholic Charities West Virginia will develop marketing, trainings, and materials for internal
staff and partner staff to adequately promote SNAP. As lead agency Catholic Charities
West Virginia will also disseminate partner reporting amongst the partners and conduct
quarterly meetings to analyze the reporting data and make adjustments or expand
SUCCESSES.

Partner 1

United Way of Central West Virginia

Role of
Partner 1

Evaluation

Assist in promoting the benefits of SNAP assistance in addition to promoting in-person
assistance and pre-application assistance provided by the Grantee and pariners throughout
their network. B B
Catholic Charities West Virginia will utilize an electronic tracking/reporting mechanism to
capture its outreach offices and partner agencies monthly inputs, outputs and
outcomes. The data will be collated and redistributed to partners and agency program staff
prior to a quarterly conference call where the collaborative will offer insights and
suggestions for improvement of outcornes throughout the state. The information tracked will
inciude, among other things, the number of people reached through outreach activities,
number of pre-screenings conducted, number of submitted applications and estimated
approval rate as a percentage of applications submitfed.

’Ert_ner 2

Gooadwill Industries of Kanawha Valley, inc.

Role of
Partner 2

 —

Evaluation

Assist in promoting the benefits of SNAP assistance in addition to promoting fn-person
assistance and pre-application assistance provided by the Grantee and partners throughout
their network.

Catholic Charities West Virginia will utilize an electronic tracking/reporting mechanism to
caplure its outreach offices and partner agencies monthly inputs, outputs and

outcomes. The data will be collected and redistributed to partners and agency program staff
prior to a quarterly conference call where the collaborative will offer insights and
suggestions for improvement of outcomes throughout the state. The information tracked will
include, among other things, the number of people reached through outreach activities,

aapproval rate as a percentage of applications submitted.

number of pre-screenings conducted, number of submitted applications and estimated




Project e _In-;oérs_oh ;ppli_cati_on assistance - ]
Number I I
Goal ” IiGrant_e_e and partner agencies expect through our efforts to provide in-person application :

| assistance to 600 SNAP eligible people in West Virginia. |
————— e ——— — e —_—— —— — - e ——— —— ——— —= — :.:l
Timeline | Start October 1, 2023 J'|End ] September 30, 2024

\Grantee will provide in-person assistance at Catholic Charities West Virginia outreach
offices and partner service sites or community events. These sites may include Aging and
\Disability Resource Centers, senior housing communities, food pantries or mobile food
distributions, soup kitchens, shelters, churches, VITA sites, public health fairs and other
|places where target populations gather. Grantee will coordinate trainings in partnership
\with the Department of Health and Human Resources for their outreach staff and partners’ |

| ||staff and volunteers who will be providing in-person assistance.
Contractor J[In-house - - _______J|
" ||Grantee will provide in-person application assistance via wvpath.wv.gov at outreach
offices, mobife food distributions, public health fairs, VITA sites and other places where .
‘target populations gather. '
Role of the |/In addition, as lead agency, grantee will:
Contractor « Coordinate trainings in partnership with the Department of Health and Human ;
| Resources for their outreach staff and partners’ staff and volunteers who will be
providing in-person assistance.
'« Disseminate partner reporiing amongst the partners and conduct quarterly

Description
of Activity

I meetings. e S ]
\Partner 1 \Goodwill Industries of Kanawha Valley, Inc. '
R I_;_ —— - T — S ——— S — = — = = |
Egrin?ar 1 \Provide in-person eligibility pre-screenings and application assistance on-site.

\Catholic Charities West Virginia will utilize an electronic tracking/reporting mechanism to
caplure its outreach offices and partner agencies monthly inputs, outputs and
‘outcomes. The data will be collated and redistributed to partners and agency program
Evaluation  ||staff prior to a quarterly conference call where the collaborative will offer insights and
|sug;;gestions for improvement of outcomes throughout the state. The information {racked
‘will include, among other things, the number of pre-screenings conducted and number of
\applications submitted. |

PF._ ¢ !-_IIT Telephoni(;)rc:scre_ening;ﬁd_abpﬁcation assis’ﬁ_ce_appointment

rojec | scheduling '
1Number |
\(;o—; - @rantee and partner agencié' _expéct ih%ugh ;ur efforts to pre-scree}v 3,300 poieﬁaﬂy ‘
i | 'SNAP eligible people in West Virginia via the toll-free number. ]

Timeline _ |Stat __|October,2023 ____|End " |[September 30, 2024 —
" HGrantee and partners will work together utilizing toll-free call centers where trained staff |l

|\will provide callers with:
\Description ,'p : © |

of Activity

Information to clarify SNAP eligibility criteria and benefits
- _ Eligibilty pre-soreenings _




[Contractor
!

Role of the
Contractor

[Partner1 | United Way of Central West Virginia___

|inhouse_

l e Encouragement to eligible individuals to complete and submit SNAP application I
either on their own or through in-person assistance provided by grantee or project |
partners i

« A follow-up appointment to eligible individuals with an in-person assistor at a
grantee or project partner established site or coming event

I

Grantee will provide partners administering the toll-free numbers with.

« Program development assistance and promation of the toll-free numbers

« Coordination of trainings in partnership with Department of Health and Human
. Resources for partners’ staff and volunteers who provide telephonic pre-screening |
' assistance.

» A calendar and schedule of grantee and partner site hours and coming SNAP

oultreach events where in-person assistors will be available.
« Partner reporting and a quarterly meeting

Role of
Partner 1

\Provide the toll-free number and trained staff and volunteers fo:
o Answer calls or return them within 48 hours

| e Offer information that clarifies SNAP eligibility criteria and benefits
« Conduct the telephonic eligibility pre-screenings
« Schedule appointments for eligible individuals with an in-person assistor or ‘

. encourage them to apply online at wvpath.wv.gov.

Evaluation

\catholic Charities West Virgi

|lapplications submitted. !

inia will utilize an electronic tracking/reporting mechanism to \
capture its outreach offices and partner agencies monthly inputs, outputs and .
‘outcomes. The data will be collated and redistributed to partners and agency program

'staff prior to a quarterly conference call where the collaborative will offer insights and ‘
suggestions for improvement of outcomes throughout the state. The information tracked
!Wﬂl include, among other things, the number of calls, number of pre-screenings conducted, |
number of submitted applications and estimated approval rate as a percentage of




5. Outreach Project Staffing Details

Staffing Table: Use this table as a worksheet to calculate the staffing cost for each project. Add more lines to the table
as needed. The lotal in column f should be placed in the personnel line item (column f, row g) on your project budget
detail table in section 6. The first row of this table is completed to provide an example.

Budget Cost Calculation

Project1 . B B o
Non-Federal Funds T - |
o - T Expenses |(a) Public  |(b) Public In- |(c) Private Cash [(d=a+b+c) Total |(e) Federal  |{f=d+e] Total
___|Cash |kind L Funds Funds
~ (g)Personnel (Safary and Benaﬁlﬂ | i $44,027 $44,027 $44,027 $88,054
I | l § P l__._____|
Project 2 - :
Non.Federal Funds ]
_ § _— e — =
[ Expenses |{a) Public (b} Public n- [{t)Private Cash  |{d=a+b+c]) Total {e) Fedsral {{=d+e) Total
|. ) Cash ~ |kind o Funds Funds
| {¢) Personnel (Salary and Benefils) ] | $34,233 $34,233 $34,233 $68,406
Project3 B R = o
' Non-Fedsral Funds
i = T Expenses |(a) Public  |(b) Public In- [(c) Private Cash  [{d=a+b+c} Total |(c) Federal {f=d+e) Total
Cash kind Funds Funds
{g) Personnet (Salary and Benefils) ;31,3111 $31,811 $31,811 $683,822




8. Outreach Project Budget Details and Narrative

Budget Detail Table: Complete the budget detail table for each project listed in the Summary Table in Section 3 above.
The table rows and columns are fabeled and include math formulas to help you calculate the budget. Enter the
personnel costs from your staffing table in section 5 in column f. row g. If there are no contracts, feave row q blank.

Budaet Narrative/Justification: Provide a budget narrative that explains and justifies each cost and clearly explains
how the amount for each line was determined. Be sure to provide details for what is included in the line labeled “other”
on the line item budget. (Suggested length: Not more than 2 pages each.)

: Budget Cost Calculation i

Project1 -
Non-Federal Funds
o Expenses |(a} Public  |(b) Public n- |(c} Privale Cash  [(d=a+b+c) Total |(e] Federal | (t=d+e) Tolal
Cash kind N . Funds Funds
I (9) Personnel (Salary and Benetits} $44,027 $44,027 $44,027 488,054
Other Direct Costs B T
- {n) Copying/PrintingMMalerials o 54()" £4D 540 $80|
{i) ntemet/Telophone $350 $350 $350 $700
N ) Equipment and Olher Capital Expenditures [ $0 $0 $0 ()
(k) Supplies and Non Capilal Expendilures 1 $247 $247 $247 $494
) Bullding/Space B $275 $275 $275 $550|
I o (m) Other [ $1,054 $1,054 $1,054 52,108
{n=h+i+j+k+l+m) Subtotal Other Direct Costs $1,966 44,968 $1,966 $3,932
= > Travel
F {n) Long Distance _ $2,260 $2,260 $2,260  $4520
(o) Local $1,012 $1,012 $1,012 $2,024
{p=n+o) Subtotal Travel $3,272 $3,272 $3,272 $6,544
(@) Conlraciual| ) $50 50, 50 $100
©{r=g+n+p+q) Total Personnel, Direct Costs, Travel, and Contraciual © $49,315 $45,315 $49,315 $98,630
{s = Indirect cos! rate Xr) Indiract Costs $3.007 $3,007 $3,007 $6,013]
- {1=r+s) TOTAL $52,322 $52,322 $52,322 $104,644




Copy/Printina/Materials is for pramotional pieces (i.e. brochures, postcards, flyers) and the printing/copying of training
materials.

InternetTelephone expenses associated with disseminating outreach tools/materials and trainings and also phone
conferencing and the toll free number.

Supplies and Non-Capital Expenditures are based on historical budget data for office supplies, routine office copying
and correspondence postage.

Buildina/Space is calculated according to the Building Space Cost Calculation provided by FNS which uses total
building square footage and breaks out the space occupied by SNAP staff only.

Other includes a portion of the liability insurance incurred as well as office equipment and miscellaneous expenses.
Estimates were based on historical budget data.

Travel is based on the estimated travel for site visits and community event attendance. A portion of the travel for
Project 1 is anticipated to be “long distance” and accounts for any lodging. The project estimates are based on
historical budget data for travel.

Contractual includes a portion of any CCWVa service contracts as they relate to the agency’s SNAP program.
Estimates are based on historical budget data.

Indirect Costs are calculated at 10% of CCWVa's total personnel/salary costs for Project 1. These funds will be used
to cover indirect costs for CCWVa to oversee the day to day operations of the program.

iProject 2 I - NE—— -
Non-Federal Funds
Expenses |{a) Public |{b) Public In- |{c} Private Cash |{d=a+btc) Total |(e) Federal (f=d+e] Total
—_————= Cash L1 — Funds Funds
{g) Personnel {Salery and Benefils) $34,233 $34,233 $34,233 $68,468
— Other Direct Costs T = ]
—— {h) Copying/Printing/Materials 35 85| sl s10
i} InlemevTelephone ' 0 $0 $0 $0
I {j) Equipment and Other Capilal Expenditures $0 s0| $0 30
(k) Supplies and Nor Capilal Expendilures $192 $192 $192 $384
{1y Building/Space $275 $275 $275 $550
(m) Other $150 $150 $150 $300
(n=hel+j+k+H+m} Subtotal Other Direct Costs $622 $622 $622 $1,244
i T Travel - | 1
e e R I
{n) Long Dislance $0 $0 ) 30 $0
- (0) Local ) $1.011 $1.011 $1,011 $2.022
{p=n+0) Subtotal Travel $4,011 $1.011 $1,011 $2,022
= T {a) Gontractual - 3 __'51_0__ _ stol  s10] $20
" (r=gen+p+q) Total Personnel, Direct Cosls, Travel, and Contractual $35,876 $35576]  $35876]  §71752
— (s = indirecl costrale Xr) Indirect Costs T $1,289 $1,289 $1,289 $2,578|
_ —_ —_— —i
—— - {{=r+5) TOTAL — i §37,165|  gar1e8|  §37,185) 874,330




Copy/Printina/Materials is for printing/copying of training materials and SNAP applications.

Internet/Telephone expenses associated with phone conferencing and the toll free number, as well as the cost
incurred by CCWVa and the partner sites to have access to the internet and WV inROADS online application.

Supplies and Non-Capital Expenditures are based on historical budget data for office supplies.

Building/Space is calculated according to the Building Space Cost Calculation provided by FNS which uses total
building square footage and breaks out the space occupied by SNAP staff only.

Other includes a portion of the liability insurance incurred as well as office equipment and miscellaneous expenses.
Estimates were based on historical budget data.

Travel is based on the estimated in-state travel for site visits and community event altendance. The project estimates
are based on historical budget data for travel.

Contractual includes a portion of any CCWVa service contracts as they relate to the agency's SNAP program.
Estimates are based on historical budget data.

Indirect Costs are calculated at 10% of CCWVa's total personnel/salary costs for Project 2. These funds will be used
to cover indirect costs for CCWVa to oversee the day to day operations of the program.



Budget Cost Calculation

Projectd e o I o e —
Non-Federal Funds
. - Expenses |(a} Publlc  |{0) Public In- [{c) Private Cash T(a=at+b+c) Total |(e) Federal (f=d+e) Total |
. o - Cash kind ) Funds  |Funds |
(g) Personnel (Salary and Benefits) $31,81% $21,841 $31,811 $63,622
S — _ SRR AR —— — Y -
I T Other Direct Costs | I o
~ {h) CopyingPrintingMalerials P $5 $5 f $5 3§10
- i) nemelTelephone| I . $1,650 $1,650 $1650]  $3300
(i Equipmen! and Other Capllaj Expenditures $0 $0 $0 $0
T {k) Supplies and Non Capital Expenditures| B 841 sa1] $41 582
) o () Bullding/Space 1  $275 s215| 8275 5580
i - {m) Olher $150 $150 $150 $30D
{n=h+i+j+k+{+m) Sublotal Giher Diract Costs $2,121 $2,121 $2,121 $4,242
— — - il — = _—
| Trave!
- T {n} Long Distance N $0 $0 T 0l 50
= B {0) Local s  so $0 $0|
(p=n+0} Sublotal Travel $0 {1} %0 = g—u
- (@ Contractial] | U $10) $10 20
{r=g*n+p+q) Total Personnel, Direcl Costs, Travel, and Contractual o $33942]  §a3.942 $33,942 $67,684
(s =indirecl cost rale Xr) Indireci Costs | T s2410] $2110] $2.140 $4.220
L _(l=t+5) TOTAL $36,052 $36,052 $36,052 $72,104

Copy/Printing/Materials is for copying/printing of SNAP related materials including flyers and other promotional pieces,
as well as the printing/copying of screening and training materials.

Internet/Telephone expenses associated with the toll free number, telephonic pre-screenings and phone conferencing.

Supplies and Non-Capital Expenditures are based on historical budget data for office supplies.

Buildina/Space is calculated according to the Building Space Cost Calculation provided by FNS which uses total
building square footage and breaks out the space occupied by SNAP staff only.

Other includes a portion of the liability insurance incurred as well as office equipment and miscellaneous expenses.
Estimates were based on historical budget data.

Contractual includes a portion of any CCWVa service contracts as they relate to the agency’s SNAP program.
Estimates are based on historical budget data.

indirect Costs are calculated at 10% of CCWVa's total personnel/salary costs for Project 3. These funds will be used
to cover indirect costs for CCWVa to oversee the day to day operations of the program.



7. Budget Summary

Line ltem Budaet: Complete the line itemn budget table below to present an overall line item budget for the entire

ouireach plan. Summarize the information presente

The table rows and columns are labeled and include math formulas to hielp you calculate

contracts, leave row q blank.

LINE ITEM BUDGET SUMMARY

Budpet Cost Calculation

d in the budget detail tables for each project to complete this table.
the budget. If you have no

[ - o B B Non-Federal Funds T T
r R T o Expenses |{a) Public | (b} Public In- | {c] Private Cash. (d=a+brc) Total |(o) Federal  |(f=d+e] Total
: Gash kind == I Funds Funds
(g) Personnel (Salary and Benefils) $110,074 $110,071 $110,071 $220,142
N Other Direct Costs - =10 .
{h) Copying/PrintingMaterials $50 $50 $50 3 510_0
{i) nlemel/Telephane $2,000 $2,000 $2,000 $4,000
I S = LT N

{j) Equipment and Other Capilal Expenditures $0 $0 $0 $0

i (k) Supplies and Non Capilal Expendilures B  $480 $480 $480 $960
— {1) Building/Space i $825 $825 $825 $1,650
— {m)Other| L $1,354 $1,354 $1,354 $2,708
{(n=h#i+jtk+Hm) Subtotal Other Direct Costs $4,709 $4,709 $4,709 $8,418

o Travel o

B {n) Long Distance - $2,260 $2,260 $2,260 4,520

(o) Local 52,023| $2,023|  $2,023 £4,048

(p=n+0) Subtotal Travel 34,283 $4,283 $4,283 $8,566

- - (q) Contragtual N 570| $70 $70 $140
[ (r=g+n+p+q) Tolal Personnel, Direct Costs, Travel, and Contraclual $119,133 $119,133  $119,133 5238.26_6-
{5 = indirect cost rate X7) Indirec! Cosls _ $6,406 $6,406 $6,408| $12,812
— - (t=r+s) TOTAL [ ] $125,539 $125,539 $125,539 $251,078




8. Assurances

['Check to Indicate You Assurance Statement
Have Read and

| Understand the 1

| Assurance Statement

\ | The State food stamp agency is accountable for the content of the State outreach
_ - | plan and will provide oversight of any sub-grantees. ) - f
| v The State food stamp agency is fiscally responsible for outreach activities funded }
; S under the plan and is liable for repayment of unallowablecosts. -
|~ v | Outreach activities are targeted to those potentially efigible for benefits.
| Cash or in-kind donations from other non-Federal sources have not been claimed or
| B | used as a match or reimbursement under any other Federal proaram. - ‘
| vV If in-kind goods and services are part of the budget, only public in-kind services are |
[ _ included. No private in-kind goods or services are claimed. - -
' v Documentation of State agency costs, payments, and donations for approved
‘ outreach activities are maintained by the State agency and available for USDA review |
and audit. '
v | Contracts are procured through competitive bid procedures governed by State
| : procurement regulations. .
' \ Program activities are conducted in compliance with all applicable Federal laws,
‘ rules, and regulations including Civil Rights and OMB regulations governing cost
| issues.
N Program activities do not supplant existing outreach programs, and where operating
; in conjunction with existing programs, enhance and supplement them. -
v Program activities are reasonable and necessary to accomplish outreach goals and |
I | objectives. .

By signature on the cover page of this document, the State food stamp agency director {or Commissioner) and
financial representative certify that the above assurances are met.

9. Attachmentis

o FNS-366A (Budget Projection)
» Indirect Cost Rate Agreement



REFERENCE

Grantee Name:
Grantee Remittance Address:

Grant ID Number:

Grant Award Number:

invoice Period:

Invoice Amount:

Doddridge County Family Resource Network Inc

63 Lincoln Ave
West Union WV 26456
G240187

GRNT2300001450
July 2023 Grantee WV Vendor #
000000209724
$2,564.00

DHHR PAYMENT AND VENDOR MAINTENANCE USE ONLY

BFY Fund Sub-Fund Dept Unit Appr Obj Sub-Object | Function Payment Amount
2024 5362 0000 0511 2569 09900 3285 3885 0 982.00
2024 5362 0000 0511 2647 09300 3256 4231 0 600.00
2024 5362 0000 0511 2569 09300 3256 4231 0 982.00

0 0 0000 0511 0 0 0 0 0 0.00
0 o 0000 0511 0 0 0 0 0 0.00
0 0 0000 0511 0 0 0 0 0 0.00
0 0 0000 0511 0 0 0 0 0 0.00
0 0 0000 0511 0 0 0 0 0 0.00
0 0 0000 0511 0 0 0 0 0 0.00
0 0 0000 0511 0 0 0 0 0 0.00
0 0 0000 0511 0 0 0 0 0 0.00
0] 0 0000 0511 0 0 0 0 0 0.00

Total Payment 2,564.00
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WV DEPARTMENT OF HEALTH AND HUMAN RESOURC S

BUREAU FOR CHILDREN AND FAMILIES

OFFICE OF OPERATIONS

DIV DIVISION OF GRANTS AND CONTRACTS -

FEDERAL GRANT APPLICATION COVER SHEET Prlvate Agency

350 CAPITOL STREET, ROOM 730

CHARLESTON, WEST VIRGINIA 25301

State Fiscal Year 2024

Date Submitted:

' A. GENERAL INFORMATION:

Agency Legal Name Catholic Charities West Virginia, Inc.

Program Name SNAP Outreach

Mailing Address (where to mall ofﬁmal documents)

2000 Main Street, Wheeling, WV 26003
|

Physical Address:

| Same as Above

FEIN: 55-0391262

' Telephone: (304) 905-9860

DUNS: 030070239

Fax Number: (304) 905-9861
Contact Person: Latnsha Whltelatch

E-Mail Address: whitelatch@ccwva.org |

Operating Hours:

| Monday — Friday 8:30 am. to 4:30 p.m.

| COUNTIES SERVED: Statewide
| B. REQUIRED ATTACHMENTS: Please check to show attached.

STAFF CAPABILITY: Job descriptions for all positions paid from this granl must be altached.

X! AGENCY BOARD OF DIRECTORS: Aftach current Governing Board Rosler, include names, addresses, email, and phone numbers, if a nonprofit

organization.

X AUTHORIZED SIGNATURE(S): An Authonized Signature Form must be completed and submitted, indicating which staff person(s) and board
member(s} are authorized to sign official documents, such as grants, invoices, checks, etc. Must be signed with BLUE INK.

X} LINE ITEM BUDGET: Signed delailed line item budgel of projected expenditures on the Department's standardized Budget Form.

{faxed or scanned signatures are acceptable)

[X] BUDGET NARRATIVE: Written description summarizing costs charged lo the grant.

|
‘ N/A LETTERS OF UNDERSTANDING: /f applicable — comtact your contract specialist if you are unsure if this applies to your grant.
|

exlension.)

: AGENCY NAME AS LISTED WITH THE SECRETARY OF STATE:

Grantee Slgnature Date

7/1v/z23

' X Mark Phillips ~ President & Chief Executive Officer

Print Name Title

WVDHHR/IBCF/OFA/DGC ~ Revised March 2014

| [X] SUBRECIPIENT GRANTEE INFORMATION FORM —~ WV DHHR FINANCE A-1000: Complete and sign form (faxed or scanned signatures are
acceptable) (NOTE: BLOCK 4 ON THE A-1000 FORM MUST MATCH THE PHYSICAL ADDRESS IN SAM, including the four-digil zip code

SYSTEM FOR AWARD MANAGEMENT (SAM) REGISTRATION: Update SAM registration for Slate Fiscal Year. Expiration date must be no less
than 60 days after the grant start date. Example: Grant Start Date: October 1. SAM expiration dale must be 11/30 or later.

Grants Signature Date Approved




Catholic Charities West Virginia
JOB DESCRIPTION

JOB TITLE: SNAP Outreach Coordinator

OFFICE: " Western Regional Office, Charleston

DEPARTMENT: Catholic Charities West Virginia

SUPERVISOR'S TITLE: Regional Director Supetvisor

CLASSIFICATION: Level 07

STATUS: __ Exempt - B -
SUMMARY:

Al Catholic Charities West Virginia (CCWVa), we have a culture deeply rooted in Catholic social teaching and
respect all Catholic beliefs and practices.

The SNAP Outreach Coordinator is responsible for the Catholic Charities WV statewide SNAP Outreach grant. The
Coordinator will work with agency staff, Department of Health and Human Resources and contract partners in all
phases of a grant cycle, and is responsible for drafting, fracking, and reporiing for the grant. The Goordinator will
direct program training and activities within the agency and will also supporl partner program activities and training.

Located in Chatleston, the Coordinator will travel throughout the state regularly and have a proven ability to
communicate effectively with internal and external partners, throughout a large geographical area.

ESSENTIAL DUTIES:

« Coordinate all phases of the State SNAP Outreach Grant cycle, including but not imited lo drafting,
outcome tracking, monitoring, and reporting.

« Identify and establish community partners lo function as subgrantees, and work with subgrantess lo ensure
compliance with grant requirements and outcomes,

« Coordinate all phases of additional agency grant funding pertaining to SNAP.

+ Direct agency and subgrantee outreach and enrollment acfivities and training in compliance with the
approved contract,

» Collaborate with Development and Marketing Depariment on promotional materials.

«  Collaborate with Finance Department to plan and administer the grant budget, including but not fimited to
monitoring and reporling agency SNAP outreach and subgrantee budget activily.

. Supervise multiple SNAP Outreach Specialists, located in CCWVa outreach offices throughoul the state.

fll. ADDITIONAL DUTIES:

» Assistin research and identifying sources for matching grant funds.

+ Develop relationships with community organizations throughout the state to expand outreach.

« Collaborate with Regional Director Supervisor and Regional Directors in promoting awareness of SNAP
outreach and enroliment program, and make appropriate referrals internally and externally.

«+ Other duties as assigned by supervisor.




IV, SUPERVISORY RESPONSIBILITIES:
o CCWVa SNAP Oulreach Specialists.
o Senior Workers and/for Volunteers.

V. QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duly satisfactorily,
demonstrating initiative and responsibility. The requirements listed below are representative of the knowledge, skill
and/or ability required.

¢ Bachelor's Degree in related field, wilh preference given to Master's Degree.

e Minimum 2 years relevant experience, i.e. SNAP or similar public benefit programs.

(years of experience may substitute for educalional requirement).

o Minimum of 2 years experience in large scale program management and staff supervision.

o Excellent verbal, interpersonal, and organizational skills.

s Knowledge of community resources throughout the state.

o Proficiency in Microsoft Office and previous experience with database entry and reporting.

o Ability to represent and interpret the mission and work of Catholic Charities Wesl Virginia.

Vi PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential funciions of this job.

«  While performing the duties of this job, the employee is regularly required to sit. The employee frequently
is required to talk or hear. The employee is occasionally required to stand, walk, use hands to write, type,
elc.

» The employee must possess vision abilily 1o read, write, and operate a motor vehicle.

VIl. WORK ENVIRONMENT:

The work environment characteristics described here are representalive of those an employee encounters while
performing the essenlial functions of this job.

s The noise level in the work environment is usually mild to moderate.
o May be exposed fo varying weather conditions due to job-related travel.

SNAP OUTREACH COORDINATOR 2 oF 2 6.15.16
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Catholic Charities West Virginia
JOB DESCRIPTION

JOB TITLE: SNAP Outreach Specialist

= C WL == A oy A os ST

OFFICE: Southern R_égion

DEPARTMENT: Catholic Charities West Virginia

SUPERVISOR'S TITLE: SNAP Quitreach Coardinator

GLASSIFICATION: Level 02

STATUS: Non-Exempt - N
SUMMARY:

Al Galholic Charities West Virginia (CCWVa), we have a culture deeply rooted in Catholic social teaching and
respect all Catholic beliefs and practices.

The SNAP Outreach Specialist will work closely with the SNAP Outreach Coordinator in developing relationships
with community organizations which is essential in carrying out the mission and vision of Catholic Charities West
Virginia and the SNAP Quireach grant. One of the primary responsibilities of the SNAP Oulreach Specialist is to
provide training on SNAP enroliment within the agency and support our partner program activities. In addition, the
SNAP Outreach Specialist will work closely with local DHHR offices to insure a successful SNAP application
process.

The SNAP Outreach Specialist must be able to work with persans of varied social, economic and ethnic
hackgrounds.

ESSENTIAL DUTIES:

e Specialist will be fully trained in SNAP, the enroliment process, and systems.

Participate in & conduct training sessions on SNAP and the SNAP enroliment process.

Develop strong working relationships with community agencies, sub-grantees and DHHR for the purpose of
assisting in the SNAP application process.

Communicate with SNAP Outreach Coordinator, community partners & Regional Offices.

Attend fairs, festivals, and other events to promote SNAP enrollment and outreach.

Gather data and compile reports as needed.

Work with SNAP Outreach Coordinator and CCWVa Office of Development and Markeling to develop
promotional materials for SNAP enroliment outreach.

Meet with SNAP Qutreach Coordinalor as required.

« Responsible for the accurate accounting of time worked, travel and expenses through invoice and time sheels.

¢ & 5 € ¢ @

ADDITIONAL DUTIES:

« Complete online or paper eligibility applications through the enrollment system.
« Responsible for the screening of potential enrollees.
« Responsible for the scheduling of appointments, including follow up, as needed.




v,

VI,

Vil,
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Ensure appropriate accompanying documentation is sent to DHHR upon each completed application.
Responsible for entering, filing, and maintaining all documentation through the program.

Ensure immediate and thorough communicalion to supervisor of any problems and provide recommended
resolution to identitied problems.

Participate in assigned meetings and trainings as needed.

Develop an effective working relationship with other agency staff/volunteers.

Altend all appropriate fraining.

Navigate federal, state, and community resources.

SUPERVISORY RESPONSIBILITIES:

©

None

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill and/or ability required.

Bachelor's degree in social service or related field or High School diploma and three years experience in the
social service field.

Understanding and/or experience in community outreach.

Ability to work with economically disadvantaged clientele with compassion, understanding and positive attitude.
Knowledge of community resources and services.

Sensitivily and understanding of cultural values and traditions of the local communities.

Excellent written and verbal skills.

Excellent communication and interpersonal skills.

Excellent computer skills with the ability to irack data and generale reports.

Willingness to adapt to change in schedule, including evenings and weekends, if necessary.

Ability to work collaboratively in a team environment and independently,

Must have {ransportation to travel as needed.

PHYSICAL DEMANDS:

The physical demands described here are representative of those thal must be met by an employee to successfully
perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to sit. The employee frequently is
required to talk or hear. The employee is occasionally required to stand, walk, use hands to wiite, type, efc.
The employee must occasionally lift and/or move up to 25 pounds.

The employee must possess vision ability to read, wrile, and operate a motor vehicle.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while
performing the essential functions of this job.

Avcust 2017 2 0F 3 SNAP OUTREACH SPECIALIST
CATHOLIC CHARITIES WEST VIRGINIA



o The noise in the work environment is usually moderate.
o May be exposed to varying wealher conditions due lo job-related travel.

Bucust 2017 30F 3

SNAP OUTREACH SPECIALIST
CarHoLIC CHARITIES WEST ViRGINIR



DIOCESE OF WHEELING-CHARLESTON
JOB DESCRIPTION

JOB TITLE: Technology Support Specialist

‘OFFICE: Catholic Charities West Virginia )
DEPARTMENT: Catholic Charities West Virginla
SUPERVISOR'S TITLE: Chief Operating Officer
CLASSIFICATION: Level 06
~_ STATUS: ~Non-Exempt ) .
I SUMMARY:

At Catholic Charilies West Virginia (CCWVa), we have a culture deeply rooted in Catholic social teaching and
respect all Gatholic beliefs and practices.

The Technology Support Specialist is the lead agent responsible for support of computer applications and training
of personnel in achieving and maintaining efficient and productive computing skills.

i, ESSENTIAL DUTIES:

»  Troubleshool, repair, maintain, install and performs testing activities on computer equipment peripherals, and
computer network workstations.

. Provides basic and intermediate training in computer operations and office applications to all staff of Catholic
Charities WV, who will be of varying skilf levels.

. Provides client services by researching and documenting issues and problems; forwarding necessary actions,
providing response to client and ensuring results.

«  Provides training and software applications support to the CCWVa user communily.

«  Provides support o users relating to hardware problems to the CCWVa user community.

. Documents procedures for users to access CCWVa computer systems and software,
1I.ADDITIONAL DUTIES:

. Implements ongoing in-house support and training systems for various software programs, including but not
fimited to, Microsoft Windows, Word, Excel, Outlook, PowerPaint, Publisher, Access.

. Establishes and maintains a help desk support for all clients.

«  Performs other job-related duties as assigned.

IV, SUPERVISORY RESPONSIBILITIES:



Supervise IT Assistant

V.  QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed helow are representative of the knowledge, skill andfor ability required.

Proficient and proven fraining skills with adults.

Excellent communication skills (wrillen and oral) and interpersonal skills — in person, via computers, video
conferencing, and lelephone,

A pleasant, professional, and efficient work style.
Demonstrate a working knowledge of the diagnostic process with hardware and sofllware.

Demonsirate a working knowledge of system diagnostic tools such as Hijack This, Ad-Ware, Malware
Removal software.

Ability to maintain confidentiality.
Ability to show proper initiative, anticipales needs, and tioubleshoots problems.

Ability to work collaboralively in a team environment.

Vi PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee fo successfully
perform the essential functions of this job.

Must have a valid driver's license. Trave! as necessary to the various CCWVa offices located throughout the
state.

While performing the duties of this job, the employee is regularly required to sit. The employee frequently is
required to talk or hear. The employee is occasionally required to stand; walk; use hands to finger, handle, or
feel abjects, tools, or controls; and reach with hands and arms.

The employee must occasionally lift and/or move up to 75 pounds. Specific vision abililies required by this job
include close vision.

Vil. WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while
performing the essential functions of this job.

12.2015

While performing the duties of this job, the employee is frequently exposed lo risk of electrical shock.

The noise level in the work environment is usually moderate.
Technology Support Specialist



Catholic Charities West Virginia
JOB DESCRIPTION

JOB TITLE: Case Manager, Romney

S - - —— e ————

OFFICE: Easlem Region. i?omney Office

DEPARTMENT: Catholic Charities West Virginia

SUPERVISOR'S TITLE: Eastern Region Director

CLASSIFICATION: Level 5

STATUS:  NonExempt B o
SUMMARY:

At Catholic Charities West Virginia (CCWVa), we have a culture deeply rooted in Catholic social teaching and
respect all Catholic beliefs and practices.

The Case Manager is responsible for the coordination of program services at the Eastern Region’s Romney office,
which serves Grant, Hampshire, Hardy and Mineral counties. This includes programs which have the goal of
helping families and individuals become more self-reliant and improve their overall circumstances.

Primary responsibiliies of the Case Manager include working directly. with individuals or families to assess their
needs and develop and implement a comprehensive service plan based on those needs. Work also includes
developing partnerships and recruiting volunteers to address client and community needs. The Case Manager is
responsible for documenting all activities in this process and maintaining records according to guidelines/models

provided.

Regular office hours are Monday-Thursday 8:30 am -4:30pm. Heowever, the Case Manager must be flexible to work
some evenings and weekends as needed to ensure maximum access for clients to services. This position will report
to the Eastern Region Director based in Martinsburg.

The Case Manager will also carry out various program functions at the request of the Regional Director as needed.

The Case Manager must be able to work with persons of varied social, economic, and ethnic backgrounds.



il ESSENTIAL DUTIES:

Conduct face-to-face interviews with clients to assess needs and eligibility for services.

Oversee the client financial assistance programs;

Assist clients by exploring all available options, identifying the client's own resources and available
community and governmental resources, making appropriate referrals, and assisting in linking client with
available resources; serving as facilitator and advocate when necessary,

Document all work according to CCWVa protocol;

Develop and maintain ongoing working relationships with agency partners, community social service
agencies, faith-based organizations, schools, and coalitions to meet the larger needs of the community;
Coordinate and manage special projects;

Participate in organization, community, and social servicefinteragency meetings, including, but not limited
to advisory council, vicariate and disaster meetings;

Help promote the organization and its services through speaking engagements, news articles, etc.
Participate in resource development and fundraisers;

Recruit, train and oversee volunteers;

Provide reports as required andfor requested;

Perform other duties as needed, including providing office coverage andfor carrying out functions of
regional programs, as directed by the Eastern Region Director;

Represent the mission and work of Catholic Charities West Virginia, the Eastern Region, and its programs
to the community.

iil. SUPERVISORY RESPONSIBILITIES:

Supervise outreach worker, Title V Worker and volunteers

V. QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duly satisfactorily. The
requirements listed below are representative of the knowledge, skill andfor ability required.

Minimum of a Bachelor Degree in Social Work or related field;

Experience working with at-risk and vulnerable populations;

Excellent computer skills with the ability to track and analyze data,

Excellent communication and interpersonal skills;

Willingness to adapt to change in schedule, including evenings and weekends, if necessary;

Knowledge of: federal, state and community resources; case management practices; populations served
and their culture and needs;

Ability to work collaboratively in a team environment;

Must have transportation to travel as needed.

Ability to:

]
04/19/2018

Assess client and community needs and develop effective responses;
Organize, prioritize and utilize effective time management techniques;
Work independently;

Respect confidentiality at all times;
2 OF 3 CASE MaNAGER EASTERN REGION
ROMNEY OFFICE
CATHOLIC CHARITIES WEST VIRGINIA



Respect clients’ beliefs and choices;

Provide coaching and positive reinforcement for individuals from a broad range of socio-economic, cultural
and ethnic backgrounds;

Excellent communication and interpersonal skills. Ability fo speak in public and represent the organization
with a variely of audiences and community sector;

Navigate federal, state, and community resources;

Work in a faith-based setting and be sensitive to Catholic social teachings;

Conduct off-site interviews and attend meetings as needed.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job.

L4

While performing the duties of this job, the employee is regularly required to sit. The employee frequently
is required to talk or hear, The employee is occasionally required to stand, walk, use hands to write, type,
etc.;

The employee must occasionally lit and/or move up to 50 pounds;

The employee must possess vision ability to read, write, and operate a motor vehicle.

Vi WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while
performing the essential functions of this job.

04/19/2018

The noise in the work environment is usually moderate;
May be exposed to varying weather conditions due to job-related travel.

3 or 3 CasSE MANAGER EASTERN REGION
ROMNEY OFFICE
CaraoLi¢c CHARITIES WEST VIRGINIA
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Catholic Charlties West Virginia
JOB DESCRIPTION
JOB TITLE: Chief Program Officer

OFFICE: Catholic Charities

DEPARTMENT: Catholic Charities West Virginia

SUPERVISOR'S TITLE: Chief Executive Officer

CLASSIFICATION: Level 05

STATUS: Exempt - ]
SUMMARY:

At Catholic Charities West Virginia (CCWVa), we have a culture deeply rooted in Catholic social teaching and
respect all Catholic befiefs and practices.

This position works closely with the Chief Executive Officer (CEO), Chief Operaling Officer (COQ), Chief
Financial Officer (CFO), Chief Advancement Officer (CAO), and Directors to direct and manage all aspects of
Catholic Charities West Virginia programs that serve vulnerable populations across the stale. The position is
responsible foi supervision of assigned agency programs which includes oversight of program leadership,
meeting program outcomes, public image of the agency, financial management, fund development and
expansion of existing programs and new programs.

ESSENTIAL DUTIES:

Develop, implement and review program data, outcomes, and process and systems improvement on a
regular basis through the use of objective and standardized agency measurement tools.

Review program-specific outcome data collection and reporting processes, and recommending
modifications when appropriate. Assure that documentafion of program-specific oulcome systems (targets,
tools, timelines, and data collection methods) are kept curent and readily available to staff,

Work closely with Office of Advancement ta ensure the financial stability of all programs.

Using various needs assessment tools, research, plan, develop, and implement new programs, per the
agency's new program procedures, that fulfil and support the agency's mission.

Provide input in hiring new program staff, and provide training, guidance, and support to program staff as
needed/requested.

Work with supervisees to monitor financial performance and bring new program revenue to the agency.
Ensure high-quality compassionate program delivery and collaborate both internally and externally to
ensure the continuum of care for clients.

Working with Directors and the Executive Team, (ake the lead to ensure agency programs maintain
program performance and excellence, following all mandates and policies of the agency and funders.
Work closely with CEO and COO on strategic planning, policy and procedures.

Represent the agency and promote its programs and services across the state.

ADDITIONAL DUTIES:

Supply agency staff and BOD with program data as needed.
2.09.2023 Chief Program Officer
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e Provide lrainings to staff on programs and implementation processes as needed.

o Cultivale and develop collaborative partnerships with parishes, olher agencies, researchers, and others at
the slate level.

o Reach out to other Catholic Charities agencies or social seivice organizalions in other parts of the state or
country to leam aboul best practices and innovations to address identified needs.

« Performs other job-related duties as assigned by the CEO.

SUPERVISORY RESPONSIBILITIES:
¢ Stale Wide Program Directors

QUALIFICATION REQUIREMENTS:
To perform this job successfully, an individual must be able to perform each essential duly salisfactorily. The
requirements fisted below are representative of the knowledge, skill and/for ability required.

o Bachelors degree required/Maslers degree preferred, with at least 3 years of experience in social service
program management and development.

o Advanced analytical and communication skifls, including public speaking.

« Excellent interpersonal skills, organizational and planning ability.

e  Prior use and understanding of computers, social service soflware, dalabase and spread sheet
applications.

Ability to work collaboratively with varied groups, staff and individuals and to work independently.

« Ability to compile and communicale accurate reporting information, including metrics.

o Compassion, solid judgement and leadership skills,

« Successful development and grant management experience.

s Knowledge and understanding of Catholic Social Teaching.

e Maintain a valid driver's license and vehicle liability insurance, clean diiving record and ability to pass
required background checks.

¢ Willingness lo travel and work irregular hours when necessary.

PHYSICAL DEMANDS:
The physical demands described here are representalive of those that must be met by an employee to
successfully perform the essential functions of this job.

e The employee typically sils to perform the duties of this position. The employee must have good hearing
and vision to use a computer and operale a motor vehicle. The position does require the employee to
move around with some frequency.

« The employee must occasionally lift and/or move up to 25 pounds.

WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an employee encounters
while performing the essenlial functions of this job.

« The noise level in the work environment is usually moderate.

2.09.2023 Chlef Program Officer



Goodwill ndostiies of Kanawha Valley, Inc,
Job Deseription

Job Title: SNAY Qutreach Specialist Repords Tor Divectoy of Wission Secvlees
FLSA Status: TExempi Depavtment: Adjuinisiafion

Pay Grade: 2 BYOD: Not applicable

Prepaved By: Direclor of IR Approved By: President/CEQ

Prepaced Dale: 412015

Sunumary: Responsible oy coordinnlion of Guodswill WV SNAP Oulrench Program.
Tesentinl Duties wind Responsibilities: include the following. Other dulies may he assigned.

o Become fully knowledgrable in the WY SNAP Progrom,

o Provide detailed explanation of oulreach and screcning oppostunitics to member ageneies, particulay
food shelves/pantiics, providing (raining and assitance whes possible.

o Provide deiniled explanation nfbenelifs (o potentially eligible paople.

¢« Assist elipibie prople with applications and support materials for WY SNAP pragram.

o Outrench to working poor, families, and seniors as well as o diverse cultural and immigrant populations.

o Collact tuquired datn m as sssigned, develop and implement systems and materjals neeessary lov the
wacking of program cfforts, processes and outcomes.

o Provide explanation of » varicty of SNAP benefits lo community memburs and organizations throuigh
public presentarions and one-on-one meetings,

o Identify basriers thak prevent the people fram fully wtilizing SNAP program.

o Maintain confidential information,

Supervisary Responsibilities: Superyises program participants in work environment or classioom as assigned,

Competency: 'To perform the job suecessfutly, an individual should demoustrale 1he following competencics:
Aduptability- Adspts to chauges in the work enforeement; Manuges competing demands; Changes approach or
wethod 1o best fit situation: Able to denl with frequent ehauge, delays, or unexpecied ovents.

Problem solving- Identifies and resolves problems in a tirely manner; Giathers und analyzes informalian
shillfinllys Vevelops altarnotive solutions: Works well in gronp problem selving silvations; Usey rouson even when
deating wilh emotional topics.

Ocal Coumunieation-Speaks clearly and persunsively in positive or negative sttuations; Lislens and geis
clarification; Responds well 10 questions; Demonstrates group prosentation skills; participates in maestings.
Wriden Communication- Writes clearly and informatively; Gdits wark for spelling aud grammar; vawics wiiting
style to meet needs: Presents mnnerical duta eflectively, Able to vead and inlerpret weitten information.
Diversily- Demonsirates knowledge of BEO policy; Shows respect and sensitivity for cultucal differences,
Promorss b harassment~lres envivonment;

Ethics- Treats peaplc with respect; Koeps commitinents; Inspives the trusl of athers; Work with integrity and
whicully; Upholds organizations! values,

Professionalism ~ Approaches olhers in a tactful manner; Rencts well under pressuie; Treats othecs wilh respecl

and considoration vegardiess of their status or position; Aceepls responsibility for own actions; Follows through

on canpuitments.
Inpovalive- Displays oviginal thinking and crealivity; Meels chillenges with resonrcefihiess,
Plannine/Orparizing- Uses time efficiently; Organizes or sehedutes other people and their lasks.




Quadifications: To perform this job sugeessfully, an individual must be oble to perfonn each essential duty
satisfactorily, ‘The reqoivements listed below are representative of the knowledge, skifl, audfor sbility reguired.
Reasonahly accavunodations may be made (o enable individualy with disabilitics lo perform the essential
fonctions.

Bdueation and/or xperiengs: Associales degree with relevani experience required; at six imonths related
experience and/or aining; or cquivalont couhination of alucation and exporience. Work experience that includes
provision of services to porsons wilh barsiers to employiment ineliuding disabilities and other disadvantaging
conditinns.

Ianpuage Skills: Ability to read, anolyze, and inderprel general business periodicals, profassional joumals,
Lechnicnl procedises, or governmental rogulations. Ability to write seports, business correspondence, and
procedure manual. Ability lo effectively present informalion and respond to questions frany groups of managers,
chients, customers, and the gencral public.

Mathemalical Stdlly: Ability (0 add, subtracy, wultiply and divide in a1l witits of measurs, using whole nimbtrs,
connnan fractions, and decinmals, Ability to compule vare, ralio, ad percent and {o dravw aud interprot biv graphs.,
Abifity 1o caleniate discounts, interest, commissions, propattions, peveenlages, area ciccumitzvence snd volume,
Ability to apply concepts of basic algebra and geomelry.

Rengoning Ahllity: Ability (o apply commnn sense indsrstanding to carry out detailed bul nainvalved writlen or
aral instruetions. Also able (o dert with inshuetions furnished in wrilten, orsl, dingrans or schedule Form, Abitity
o deal wilh problems invalving a fow or a variety or conciee variables in standardized and nen-standard

situtions.,

Publisher, Spreadsheet, mnd Word Provessing software.
Othier: Most liave a valid driver’s license, roliable iranspovation and be able fa pass eriminal baclground check,
Physicnl Dempnds: The physical domands deseribed here are representative of those that must be med by an

employee lo successiully perform the sssential functions of this job. Rensonable accommodations may be made
lo eaable individuals with disnbilittes w perfonn the essential finctions.

While performing the duties of this job, the muployes is frequently to sit, The cmployes is ovcasionally requived
to stand; walle use: hands Lo finger, handle, foet, and rench will lmnds and nums, Reasonable aceonunodations
may be made to enabic individuals with disaliilities to perform essential tunctioss,

Worlt invironmaent: The work envivenmen! characteristics described here ave represontutive of those an
employee encountets while performing the essential functions of this job. Reusonable accommodations way he
made 1o coable individuals with disabilities (o perforn lhe essential fanctions,

The noise level in the worlc spvicomnent is usually morderate.

I have read the job description for SNAP Outreach Specinkisi

Signature

Print Nows

Date




Goodwill Indusiries of Kanawha Valley, Ine,
Jub Duscrption

Job Tifle: Divecor of bission Services
Depaviment: Mission Services
Reports T'o; President/CRO

RLSA Statne: Dxenypt

Y repared Ty: Honvw Resawrees
Prepared Dale; 3/6/2013

Approved By: Pregidenst/CHO
Approved Date: 3/6/2013

Swrumay: Warks under the geaeaad acdiministrative direction of {he Presitdent/CIIO with the latitude {or independenn
action within the arca of responsililily. Makas rontine operational decisions within organivetionst policy, while
veleming major decisions 1o he Present/CRO with nvecommendid covrse of action. Alse plans, ovganizes and
administers nll phases of the Mission Sarvicus progeauns and serviges, Additionally, integrates, coordinates pnd
interprets those services both within the organization and the community.

Tssentn) Duties and Respousibilities: include e following, Other dutics may be assigned,

~ Prepaves and manages annual budgel plans baved on lrends, information reeeived fom fimding agencics, and the
arganizations stralogic plun, Propares and presents culcone meaguremen! seponts al spesified inturvals,

« Prepores and manages the Mission Sorviees performance goals, indicatars, and dats collection systems.
- Bnhance e Jevels pf scrvices snd programs offored fo targeied servioe population,
- Intogrates histher deparlment’s progiams services veilhin fhe urgauization,

- Develops and manages divec! reports in the arens of case management, caroer agsessiment and plaming, vocalional
training, job placement, employment rolention and advancemen, snd speeinlized cerlificutions.

- Coordingics CART accrodilation aclivities and develops depurlmenta poices to ensure compliance wilh all GIKY
policies, CARF stunduards, und other applicable regulations.

- Attonds conferences, (taining seminars, and other meedngs Lo further Goodwill ebjectives and to incrense hisfher
professional compelence,

- Plais and administess in-sorvieo lraining programs for departuents) mnd ofher Goodwill stalf as approprisie,

~Ydentilies grant apportunitics, prepores granl applications, and munuges peant funded progrars lo achieve desived
outcomes,

- Reproseat the organizetion al mantings or vonfurences ss assigned.

. Coordinates with deparimenl direstors on matters of mutual interest and confers with them closely on client
movement and recommends changes i procedures lo imprave opeations,

- Coordinates closely with goverminental vrganizations, stvice agensics and individuals, especiaty ones with u vested
intesest in or affecting tarpeted service populations,

P G NS



Divelops and conduels commuily veeds assessinents,

. Reconmends and develops new frajiing progroms us ind ieated by community needs assessments,

. Participates in ronthly board aud cominiltze meetings as directed.

- Tvhanee stategic positioning and community collaborations Myrough fuvolvement in owreach activitics, stakeholder
educalion oppostnnities, and participation on exletns) commitless and lask forces,

« Participate in state and regionn) oysoniations as dirented,

-Beeure, manage, ant maiilain copiracts with partuers lo increase work opporinitica for persons served,
- Qe duoties as assigned,

Supervisory Responsibitifies:
Supervises and directs the work of (he Missions Services department dircetly or through other supeovisory slafl,

) 3] y gh othey supeovisory slall,
Beeause of e epeeinlized natuge of the services performed, [his person aay work with and supplement (he work of

olber stadf,

Compeieneys

{0 perfaran the job sugeesshly, nn fudividual showld denonstrate the fallswing compelencies:

Analytical -- Synihiesizes complex or diverge iuforrnation: Colleels and resenrches data; Uses intoition and sxperfence (o
complement dala; dexipns work flows and procedures,

Design ~ Generntes crcative sulutions; Translates concepts and infoymition into imapes; Uses feedback to modify
designs; Applics desigh principles; Demonsirates gtiention to datail,

Pechwival Skills - Pugsnes training and development oppal banities; Strives Lo continuously build knowledge wad skills;
Shares experiencs with others.

Interpersoual Skills -~ Facuses on solving, conflict, nol blaming; Maintaing vonfidentialily; Listens lo others withouni
inlerrupfing; Xeeps emolions under control; Remains open In ofhas’ ideas and fries new things.

Oral Commuaication ~ Spenks eldarly ad pessuasively in positive or negative siluations; Listeny and gots clarification;
Tesponds well to questions; Partjcipates in neetings. '
Written Communication — Wiites clearly and jnformatively; Kdits work fov spelling and grammar; Veries wriling style

1o meet needs,

Leaitership — Bxhbibils confidenoe in self and others; Inspires and mulivales othiers {o perform well; Gives uppropriate
recognition Lo otliers.
Manuging Pegple — Takes responsibility for subordinates’ activities, Makes self pvailable tostafl; Provides vegular
performance feedbael; Develops subordinates’ skills and ensourages growth; Improves provesses, producis and
gervices,

Diversily - Denonshuates knowledge of BEO policy; Shows respect and sensitivity for culiural differences; Bducnles
othrrs an the yatue of diversity; Builds a diverse workforae.

Eihics - Treate people with respect: Kecps commitments; Juspires tho lrust of others; Works with integrity and
ethically; Uphalds oxganizational values.

Judgment — Exhibils sound sud acowrate judgment; Supports and cxplains reasaning for decision; Makes timely

decisions.
Prafessionalism-- Approaches others i 1 lactful mmnet; Roacls well under pressure; Treals others with respect and

consideralion regavdiess of their stotus or position; Aceepts responsibllity for own actions; Trollows Lhrough on
commilments,



Qualiieations: Tu perform (s job soccessfully, an individnal nmst be able to perfor ench cssontial duty
salisfantanly. The vequirements Yisted below e representative of the Jnovedge, skill, md/or abilily reqnived.
Renzonable aceomimodalions may be made 1o enable individuals with disabilitics 1o perform the essential finctions.

Jducation and/or Bxperience: M A degree in Rebabilitation Cownseling, Peychalopy, or thice lo five yeurs
experience in velaled field. Related specintized experience may e congideced Tor a portion of the [mmal education
requirmnent. Ipeiience in Rehabilitation Servies snd Human Redalions is requiced. At laasl ono year of monagenent

expericnce is desired.

Vanguage Sldlls: A biliLy 1o veart and interprol documents sueh as safoly mles, operating and rintenange instraclions,
trnining and progedure manuals. Abilily lo wille voutine yepatls woud correspondence,  Ability to effeciively speak and
presenl information and rospond to questions from proups of managers, clients, euslonsers and the genesal public.

Mathematieal Shills: Abjlity fo ndd, sublragt, nmliiply, and divide in st nnits of measwie, using whole numbers,

common fractions, and decitials. Abilily lo compule Tales, ratios, and percentagss and (o draw ang inlergrel bar graphs.

Reusosing Ability: Ability to solve practient problems and deal with a vavicty of conerele variables iu sifualions where
only hmited standardization ixists. Ability to imtesprel a varlety of insteuctions fomished i written, oral; diagran o

schedule form.

Computey Hlills: Kuoyiedge of infeimet sottware, spreadsheet software and word processing softwaurt.,

Cerlificates, Ticeuses, Registrations: Carcer Development Facilitalor of Social Wotk leense preferred.

Other Qualifications:

Physieal Demands; While performing this job, employee is regulurly required 1o sil, nse hands o {inger, handle or fee!
and falk or hear. ‘The employes is reguised to reach with hunds and amms, The emplayee snust oceasionally Jit and/or
ymove up 10 25 1bs. Reasonable gecommodations may be made Lo enable individuals with disabilities to pexform the

cssentjal functions,

racieristics desoribed hare avo yupresentutive of those m employtc
Reasonable nesommodations may be made lo ennble
s work envirofment is rolatively quiet,

Work Environment: The work environment cha
enconmiers while performing the essential functions of this job.
individusls with disabilities to pertorm the essentind funclions, Thi

-
Signulnre



UNITED WAY oF CENTRAL WEST VIRGINIA

Job Title. Information and Referral Specialist
Reports to: Community Services Director
Jobh Summary: The Information and Referral (I&R) Specialist has responsibility for

all aspects of the Information and Referral Program. The Specialist
is responsible for operation of I&R policy; maintenance of the
community services database; operation of the Chrisimas Bureau
program; publications; collection of statistics on needs as
expressed by callers; outreach for marketing the program; training
and supervision of the AmeriCorps members, interns and
volunteers.

Duties and Responsibilities:

1.

W™

7.

8.
9. Supports and directs staff to manage the information technology aspects of the I&R

Provide administrative oversight of the &R Program, which includes program
reporting, documenting activities, researching best practices, collecting and
articulating data, adhering to and maintaining budget expenditures.

Maintains program guality and provides future development of the program.

Trains, supports and supervises the AmeriCorps member to operate the Information

and Referral phone line,

Provide information and referral seivices to individuals seeking assistance via

telephone call, walk-in, email, etc.

Screen and educate individuals on SNAP benefits. Pre-screen interested parties to

determine eligibility. If qualified advise them of the enroliment process.

Educate AmeriCorps member on SNAP henefits qualifications and train them to
promote enrcliment to qualified un-enrolled callers. Train them to go through pre-
screening qualifications with callers.

Trains and supervises volunteers and intems to assist with coverage of the 1&R
program.

Ensures the I&R phone line is adequately staffed during all hours of operation.

service including the I&R database, publications and an internet presence.

10.Develops positive public relations and communications in the community by

providing informational programs to interested groups and organizations. Prepare
newsletters and media materials, serve on community boards, councils, and
committees.

11 Provide SNAP benefit information at all community events attended by 1&R.
12. Coordinate the operation of the Christmas Bureau.

13.Represents United Way of Central WV on the WV 211 Collaborative.

14, Share SNAP benefit information with WV 211Collaborative. Keep information

updated on a monthly basis along with current data exports.

15.Represents United Way of Central WV with West Virginia Mountain AIRS.
16. Altends Community Services Committee meetings.



17 Share SNAP benefit information with the Kanawha Valley Collective. Keep

information updated.

Community Services Data Base:

1.
2.

3.

Administers the maintenance of the |&R resource database to national I&R
standards.

Stays informed of software, hardware and other information technology
developments to keep 1&R in step with current technology.

Exports the I&R database to the WV 211 dalabase in accordance with the WV 211
partnership agreement.

Publishing:

1.

Maintains an internet presence for the 1&R Service with listings of services available
to communily and volunteer opportunities listings.

1&R Warketing and Qutreach:

1.
2.

Supervises marketing and outreach aclivities for 1&R/211 services.

Gives presentations on 1&R/ 2-1-1 services, SNAP benefit information and the local
health and human services network to professional groups and community
organizations.

Organizes program paiticipation in community events o promote I&R/211 services
and heighten the presence of I&R in the community.

Networks in the community by maintaining a presence in meetings and events to
explain the role of I&R/ 2-1-1 and to promote collaborations and partnerships that
strengthen the community health and human seivices infrastructure.

Community Needs Statistics:

1.

Maintains a system for cataloging statistics on needs expressed by callers to the I&R
service and referrals made to community programs for meeting those needs. Basic
demographic information on each caller will be a part of this data.

Provides reports and analysis of 1&R call statistics for planning purposes to planning
bodies, funding entities, agencies, and other organizations.

Provide reports and analysis of I&R call statistics on SNAP benefit information
shared with callers.

Fiscal Responsibilities:

1.

2.

Approves and monitors program expenditures; works with the Community Services
Director to prepare |&R budgets and special funding requests.
Seeks additional grants to suppoert the program operations.



Qualifications

1.
2.

SRS

LooNd

High School Diploma.

Excellent organizational, interpersonal, and communication skills. Previous phone
referral/counseling experience is preferable,

Must be able to work effectively with a broad range of organizations.

Ability to analyze needs and apply resources effectively to meet those needs.
Knowledgeable of information technology issues, including telecommunications,
Internet applications and database technology.

Community outreach, education or publicity experience.

Demonstrated ability to work independently.

Computer expetience including Microsoft Word, Excel and Internet.

Knowledge and experience of human service systems.

ol = e



Unitec A
_ Way %

United Way
of Central West Virginia

Job Description

Title: Information & Neferval Assistant
Classification:  Non-Exempt, Part-Time

Reports Lo information & Referral Specialist
l.ocation: United Way of Central WV Office
Salary! $15,600

Qualifications:

High School Diploma. Proficient in Microsoft Office Suite, including Excel. Excellent verbal and written
communication skills; good phone communication skills and a compassionate disposition.  Ability o
collect, enter and analyze data. Well organized, detail oriented and have the ability to multi-task
effectively.

Position Description:

This position will assist the United Way of Central WV Information & Referral program activities. This
includes responding to Information and Referral (I&R) calls and provide referrals for individuals;
contacting service agencies to obtain updated information; updating Service Point (web-based platform)
information; data entry and analysis; creating spreadsheets and reports; organizing and maintaining
agency files; assisting with mailings; assisting with recruitment of volunteers.

Information and Referral Responsibilities:

1. Assist with responding to Information and Referral (1&R) calls and provide referrals for
individuals who need services.

2. Contact service agencies in a six county area to obtain updated information about services
provided.

3. Meet professional standards for provision of I&R services.

4. Assists the director in managing the information technology aspects of the 1&R service including

the database, publications and an internet presence.

Helps 1&R develop pasilive public relations and communications in the community by providing

informational programs to interested groups and organizations,

6. Assists in the operation of the Christrnas Bureau (fielding calls and entering applications).

Assists director with marketing and outreach activities for I&R/WV 2-1-1 services.

8. Atall times, respects the confidentiality of all parties accessing I&R services.

u

~



Most Rev. Mark Brennan
Bishop of Wheeling-Charleston
P.O. Box 230

Wheeling, WV 26003

{W) 304.233.0880 x.228

bishoprgdwe.ore

Dennis Balcerek - Northern
68 Ross Street

New Martinsville WV 26155
304.771.9652
dibalcerekiritemail.com

Lori Bishap - Southern

72 Believers Drive

Northfork WV 24868

(I1) 304.862.4128 (c) 304.952.8015
twinmomma864ieinail.com

Janet Boyle (Vice-Chair) - Northern
14 Bac Mar Place

Whecling WV 26003

(c) 304.280.7488
ibovleraghost-writers.com

Margy Burns - Eastern

P O Box 1652

Elkins WV 26241

(H) 304.636.0646; (C) 919.223.6198
meburns20/@ vahoo.coin

Michael A, Farris - Southern
209 Homewood Drive
Beekley WV 25801

(H) 304.575.6196
MATFarris75wef-email.com

Dr. Michael J. Groves — Eastern

107 Symington Drive

Martinshurg WV 25404

(1) 304.263.6854; (C) 304.997.0222
miprovesd3framail.com

Matthew Herrick - Northern

1239 Wren Drive

New Martinsville WV 26155

(H) 304.455.1285; (c)304.771.3345
mattwavsiderg:vahoo.com

t Catholic Charities West Virginia
BOARD MEMBERS

Miri Hunter — Western
253 Aviel {leights (W)Y 1411 Virginia St East Suite #1100
Charleston WV 25311 Charleston WV 25301

(W) 304.720.3119; (c) 304.552.4622
mhunteréEsulllecpas,coim

Sister Pat Murray — Western
4401 Virginia Avenue SE
Charleston WV 25304
606.626.7871

pmureavaiicsjoseph.ore

Jennifer Sizer — Northern
146 Frank Burchinal Road
Morganiown WV 26508
304.216.6710
tandisizerraol.com

Deacon Thom Trunzo — Northern
235 Brighton Circlc Drive
Clarksburg WV 26301
724.705.5154
te.trunzo@'email,.com

Bernard Twigg - Northern

204 — 12" Street

GlenDale WV 26038

{(11) 304.843.1045; (c) 304.280.4614
twiesbernic/temail.com

Danny Vance (Chair) - Western
2950 Staunton Road

lluntington WV 25702

{C) 304.638.7847
dannvvancei@servicepump.com

Geraldine ‘Gerri’ Wright - Western
4804 Virginia Avenue SE

Charleston WV 25304

304.552.3662

owrightrizedwe.ore

Aprit 2023



WES1 VIRGINIA DEPARTMENT OF HEALTH AND HUMAN RESOURCES
BUREAU FOR CHILDREN AND FAMILIES
OFFICE OF FINANCE AND ADMINISTRATION
DIVISION OF GRANTS & CONTRACTS

AUTHORIZED SIGNATURES

USRI

AGENCY NAME: Cathalic Chanties Wesl Virgiia

AGENCY STREET ADDRESS: 2000 Main Street, Wheeling, WV_26003

AGENCY MAILING ADDRESS; Same as Above

The following individual(s) has/have been duly authorized by the Board of Directors, Commissioner,
Superintendent, or Owner (if private for-profit) to sign financial documents (i.e., invoices, checks,
contracts/agreements, budgets andior expenditure reports) submiited to the West Virginia

Department of Health and Human Resources as Indicated below.

T e e L s — e e ——— . .

= AUTHORIZED TO SIGN:
K {PLEASE MARK ALL THAT APPLY)
Signature
g Contracts; X_ =
Mark Phillips {nvolcas: X
Printed Name

Checks: X_
President & Chief Executive Officer X

- —_— = Budgets: o

Title
Expenditure Reporis: X
mark@ccwva.org p ep

e-maif address o Other ~ Specify: _—
2 AUTHORIZED TO SIGHN:
C{')l ‘ ! 1{ ‘ig gi 6, _Q_ ! /\L (PLEASE MARK ALL THAT APPLY)
Signature Contracts:
Danielle Doerr Invoices: 2! -
Printed Name Checks: m_)f
Chief Financial Officer ) Budgets: R
Title

Expenditure Reports: X

ddoerr{@cewva.org
—= Other - Specify:

T E-mail address

SR - - S — e ——. . = = — e

_. 1
SIGNATURE OF BOARD PRESIDENT: [ty (f [Cturig
SIGNATURE OF OWNER. _ V-
SIGNATURE OF SUPFRINTENDENT/COMMISSIONER/PRESIDENT

DATE SUBMITTED 'O DEPARTMENT:

WVDHHRIBCFIOFA/DGC Revised February 2010




West Virginia Department of Health and Human Resources

Detailed Line ltem Budget

General Information

1. Grantee Name:

2. Preparers Name and Title:

3. Date of Preparation:

Catholic Charities West Virginia, Inc.

4. Period Covered:

Boxes 5- 8 are to be completed by DHHR Personnel

QOct 1, 2023-Sept 30, 2024

&. Grant Agreement Number:

6. Change Order Number:

7. Original Grant Amount:

8. Revised Grant Amount:

Complete lhe following worksheets based on information and procedures provided in the Instructions for Preparing the WWYDHHR Delailed Line ftem Budget,

A. Personnel;

L Position Salary/Rate Percent of Time on Grant Total Cost

- CCWva SNAP Outreach Coordinator $ 50,687 L 1% 29,844 |
2. cowva SNAP Outreach Specialist $ 33030 | 100% (¥ 855
3. CCcwva SNAP Outreach Spedialist $ 33.424 100% |8 - 1872
4 COWVa IT Support Specialis! o $ 44023 | o loEk 3 436
5_' CCWVa Romney Case Manager $ 34905 | . EO% I ;$ - B B _209__
" cowva Chief Program Oftcer i - 13 66.302 | oo P e
7. $ -
— I N B L I
9, - _ - R

10. - _ . - 1 :
T l |
e ) I N o ]
13

4. - ) T o | |
- PERSONNEL TOTAL|§  esoss)

Page 10t 5




B. Frine Benefits:

Page 2 of 5

Component Base Rate Total Cost
i FICA - s 64058 765% e 4.900
2,_ Life&DisabIlit;; h E 64,058 0.30% T $ - _?3_2
3. Wa(;rsJCompensagan B $ _ R 84,058 o 145% $ - _28;5
4. Reliremenvt _____ | $ . 64,558 - 6% $ :I3..843
5. Health Insurance o ] $ 4,878 Carrier ﬁate750;& m$ B B 2,43? .
6. Unemploymenl_ln;ur_anc(_e ] $_ 13,688 3‘376 b.$ 411 |
- - _  FRINGE BENEFITTOTAL | § 12,073
C. Eguipment :
em ltem Cost DHHR % Total Cost
- - S - BN
2' 1 | T—
; B ] —
I__ ——a - e e — = - -1 - NS
5. : o
- N - EQUIPMENTTOTAL|§ -
D. Supplies:
Item Number Rate Total Cost
1. COWVa Office Supplies s 250 - so% s 125
.2. B o - -
; R N
4__ - .
;_ = e — - - .
-  SUPPLESTOTAL § 125



E. Contractual Costs:

Total Cost

Name Service Rate
1.  Service Conlracls $ 140 50% $ 70
2. Prinling $ 100 50% 50
3., Communications $ 4,000 50% $ 2,000
5.  Goodwill Industries of Kanawha Valiey $ 47,772 50% $ 23,886
6. Uniled Way of Central WV $ 23,016 50% $ 11,508
7. , -
8. o T
9. ) $ -
CONTRACTUAL COSTS TOTAL | § 37,514
F. Construction:
em Rate Total Cost ]
1.
2.
3.
' CONSTRUGTION TOTAL
G. Other
item Rate Total Cost
1. {CWva Staff Travel $ 8,066 | % 4,033
2. CCWvVa Staff Lodging & Meals $ 100 | $ 50
3. CCWVa Workshops/Trainings $ -1 % -
4, CCWVa Building Costs $ 1,650 | § 825
5. CCwWVa Liability Insurance 3 10| % 5
B. CCWva Office Equipment $ 800 | § 400
7.  Miscellaneous $ 100 | $ 50
8.
9. § -
10. '$
OTHER TOTALi $ 5,363

Paoe3of 5




H. Indirect Costs:

Formula:
Base Rate Indirect Costs

1. TolalPersonnel$64,088 10.000% $ EAO?
— v S o Bt L L O et
. - o 1T ~ N - i
5. - - - - = |
e — o i

- INDIRECT COSTS_TE)TALJ s 6,406

Page 40f 5



BUDGET SUMMARY

When you have completed the budget worksheels, verify the totals transferred for each caiegary to the spaces below.

Budget Category Amount
A, Personnel % 64,058
= 2 = —_—
B, Fringe Benefils $ 12,073
C. Equipment $ -
D. Supplies $ 125
|E_ Contractual Cosls $ 37,514
F. Construction $ -
G. Other [ 5,363
Total Direct Costs: | § 119,133
. — - = — | _ _
H, Indirect Costs | 6,406
Total Indirect Costs:| § 6,408
Total Grant Award Il $ 125,539
The following sections are for informational purposes only.
’7 Grantee Supplied Funds g Amount ‘
KI Cost Sharing or Matching $ 125,539 |
B B — _ - o 1
J.  Other Grantee Supplied Funds (Noi a requirement of the Grant award) | ‘
Total Grantee Funds'\ $ 125,539 \
| Program Income —[ Amount ‘
'|K. Program Income (Projecied) I $ 251,078 ‘
Total Program Inc:ome| $ 251,078 }

|

Grantee's Signature: ffy il Date: X / fo/23

DHHR Approval Signature: Date:

Modifiad 03/08

Pann Sat &



CCWVA SNAP OUTREACH BUDGET NARRATIVE

A. Personnel

See listing in Detailed Line Item Budget -- $64,058
This is a 50% matching grant; therefore, the Total Cost of Personnel was determined by taking 50% of
each salary and muitiplying it by the amount of time spent on the grant.

¢ Project | — SNAP Qutreach via print media, direct mail, and internet
o Personnel will develop marketing trainings and materials for internal staff and pariner
staff to adequately promote SNAP, disseminate partner reporting amongst the parthers
and conduct quarterly meetings to analyze the reporting data and make adjustments or
expand successes.

* Project |l — In-person application assistance
o Personnel will provide in-person application assistance via WV inROADS at outreach
offices, mobile food distributions, public health fairs, Volunteer Income Tax Assistance
(VITA) sites, veteran's service lacations, and other places where target populations
gather.

¢ Project lll - Telephonic pre-screening, application assistance, and appointment scheduling
o Personnel wilf provide coverage for incoming calls to our toll-free application assistance
line, helping to pre-screen callers for benefits eligibility, answer questions, and set
appeintments.

In addition as lead agency, grantee will;

= Coordinate trainings in partnership with Department of Health and Human Resources for their
outreach staff and partners' staff and any volunteers who will be providing in-person assistance.

» Disseminate partner reporting amongst the partners and conduct quarterly meetings to analyze
the reporting data and make adjustments or expand successes.

s Provide partners administering the toll-free numbers with program development assistance and
promoetion of the toll-free numbers.

» Coordinate trainings in partnership with Department of Health and Human Resources for
partners’ staff and volunteers who will be providing telephonic pre-screening assistance.

o Develop a calendar and schedule of grantee and partner site hours, as well as coming SNAP
outreach events where in-person assistors will be available.

B. Fringe Benefits

See listing in Detailed Line ltem Budget - $12,073
FICA, Life & Disabiiity, Workers Compensation, Retirement, Health insurance, and Unemployment.

Unemployment Insurance: Base was determined by multiplying FTE of the personnel by $9,000 and then
by 50% of the time on the grant, or $9,000 x 3.0418 x 0.50.
C. Equipment

None

D. Supplies

$125



CCWVA SNAP QUTREACH BUDGET NARRATIVE

Office supplies refers to paper, pens, binding materials, file folders and other consumable materials
related to organizing and managing the schedules and written records and correspondence required by
the program. $250 X 50% = $125

E. Contractual Costs

$37,514

o]

o

o}

o]
(o]
(@]

(o)

Service Contracts: $140 X 50% = $70

Contracts for cleaning SNAP office and photocopier rental

Printing Costs: $100 X 50% = $50

Copy/Printing - Primarily, our SNAP outreach program utilizes fliers to communicate
valuable information in print form to our target population. Our promotional fliers will be
single sided and will be readily made into single page, bi~fold, tri-fold, and poster size
pieces. These fliers will be developed and printed at an average cost of $0.10 per piece.
With an estimated quantity of 1,000 pieces for a total cost $100.

Contract with communications provider(s): $3,999.96 X 50% = $1,999.98 ($2,000.00)

Toll-free number = $28.11 per month X 12 months = $337.32

Cellular phones & 1 portable MiFi = $181.10 per month X 12 months = $2,173.20
Landiines — Charleston and Princeton = $69.08 per month X 12 months = $828.96
Internet devices — Charleston and Princeton = $55.04 per month x 12 months = $660.48

OQUTREACH PARTNER AGENCIES

Goodwill of the Kanawha Valley will assist in promoting the benefits of SNAP
assistance in addition to promoting in-person assistance and pre-application assistance
provided by the Grantee and partners throughout their network. Provide in-person
eligibility pre-screenings and application assistance on-site.

Personnel $37,121 x 50% =$18,560.50
Fringe Benefits $9,651 x 50% =$4,825.50
Supplies $600 x 50% =$300.00
Travel $400 x 60% =$200.00

Total $23,886.00

United Way of Central West Virginia will assist in promoting the benefits of SNAP
assistance in addition to promoting in-person assistance and pre-application assistance
provided by the Grantee and partners throughout their network. Additionally, United Way
of Central West Virginia will provide the toll-free number and trained staff and volunteers
to:

Answer calls or return them within 48 hours

Offer information that clarifies SNAP eligibility criteria and benefits

Conduct the telephonic eligibility pre-screenings

Schedule appointments for eligible non-participating individuals with an in-person
assistor or encourage them to apply online at WYPATH.org



CCWVA SNAP OQUTREACH BUDGET NARRATIVE

Personnel $15,752 x 50% =$7,876.00
Fringe Benefits $5,356 x 50% =$2,678.00
Supplies $110 x 50% =$55.00
Other $1,798 x 50% =$899.00
Total $11,508.00

. Construction

None

G. Other
$5,363

e Travel/Mileage Reimbursement

o Travelis identified as transportation outside of the staff member's local area that is
required to deliver the services identified in the grant. Their travel primarily includes
onsite application assistance provided at various locations around the state. Other travel
or rental expenditures would include supervisory visits and other direct client-related
SNAP assistance. For trips covering more than 200 miles round trip, Catholic Charities’
travel policy requires usage of a rental vehicle in lieu of reimbursing mileage for use of a
persconal vehicle.

o Mileage reimbursement rate = $3,646.00
($0.655 per mile X 55686.4 miles)

o Vehicle rental = $4,420.00
(approximately $66.00 per day with Enterprise @ 67 days)

Total Travel/Mileage Reimbursement =

$8,066 x 50% = $4,033.00

s Lodging reimbursement
o Lodging provided in the event there is a need for a supervisory visit. $100.00

$100.00 x 50%= $50.00

»  Building Space/Costs
o CCWVa building space/costs have been calculated according the Building Space Cost
Calculation provided by FNS which uses total building square footage and breaks out
space occupied by SNAP staff only



CCWVA SNAP OUTREACH BUDGET NARRATIVE

Bldg Space Cost Calculation (Private Rented)
Building Address:none

@ [Totalsquare feetoccupied ] - 525|
(b) Total staff ] - 3
(c) SNAP outreach staff - ] 3
(d)={c)/ (b) |SNAP outreach staff percentage | 100.0%
(e) = (d) x (a) |Square footage used by SNAP outreach staff ) 525
(f) ~ |Avg % of ime each SNAP staff member devotes o SNAP 100.0%
(@)= {e) x {f) |Chargeable SNAP square feet 525
(h)={g)/ (a) |% of square feet chargeable fo SNAP N 100.0%
(i) Total Annual Cost ' - $1,650
()= ) x () |[SNAP Cost - ) - $1,650

$1,650 x 50% = $825

¢ Liability Insurance
o Liability Insurance is the portion of CCWVa insurance chargeable to SNAP program.

$10 x 50% = $5

» Office Equipment — amount budgeted for any computers, printers, scanners, required software
packages or licenses and/or any other office equipment needed to conduct outreach
events/trainings, application assistance or screenings.

$800 x 50% = $400

o Miscellaneous — amount budgeted for any unexpected expenses that do not fall within any of the
other line items.

$100 x 50% = $50

*Calculations are based on historical information.

H. Indirect Costs

The budgeted amount of $6,406 is 10% of the personnel costs of $64,058. These funds will be used to
cover Indirect Costs for CCWVa to oversee the day to day operations of the program. CCWVa's Indirect
Costs are to cover the following expenses: Chief Executive Officer expenses incurred as part of the grant
agreement, Chief Finance Officer and Bookkeeper, Administrative Assistants, supplies, legal fees, etc.
CCWVa is a direct recipient of Federal Grants and has an approved “Indirect Cost Negotiation
Agreement” with the Department of Homeland Security. The agency has elected to use budget rate and
amount in lieu of approved rate of 18.1571% of direct wages.

GRANTEE SUPPLIED FUNDS — MATCHING
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Catholic Charities West Virginia
Other Grants/Foundations - $13,268
Sub-grantee of Catholic Charities USA/Walmart Foundation grant - $43,000
Individual donations - $33,877
Goodwill Industries of Kanawha Valley, Inc.
Retzil and building maintenance contract revenue — $23,886
United Way of Central West Virginia
Individual donations from Neighborhood Investment Program appeat - $11,508
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CATHOLIC CHARITIES WEST VIRGINIA, INC.  Active Registration

Unique Entity ID
DTRBGaA4CLUYT

Your registration was activated on 2023-01-26. It expires on 2024-01-24, whichis
one year after you submitted it for processing. To update or renew your
registration, begin from your Entities Workspace.

More About the Entity Status Tracker

Getting Started with Registration
Entity Status Guide

Legend

What if my entity fails TIN validation?
What if my entity fails CAGE validation?

More Help
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Danielle Doerr
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From: donotreply@sam.gov

Sent: Thursday, January 26, 2023 8:47 AM

To: Danielle Doerr

Ce: Danielle Doerr

Subject: Registration Activated for CATHOLIC CHARITIES WEST VIRGINIA, INC. / DTRBG44CLUYT

/ 48G87 in the U.S. Government's System for Award Management (SAM).

This email was sent by an automated administrator. Please do not reply to this message.
Dear Danielle Doerr, Danielle Doerr,

The registration for CATHOLIC CHARITIES WEST VIRGINIA, INC, / DTRBGA4CLUY7 / 48G87 is now active in the U.S. federal
government's System for Award Management {(SAM). If you did not provide a Commercial and Government Entity
{CAGE) Code during the registration process, one has been assigned to you by the Defense Logistics Agency {DLA) CAGE
Program.

To remain eligible to do business with the federal government, you must renew your entity's registration in SAM every
year. The annual renewal date for the registration is 2024-01-24 10:52:41.313,

You may invite additional users to manage or review your entity registration by following these steps:

1. Go to https://www.sam.gov and log in.

2, On the Workspace page, scroll down to the User Directory.

3. Enter the email address of the user you want to invite and select Enter or select the email address from the list.

4. On the next page, select the Assign Role button in the top right corner of the page.

5. On the Assign Role page, follow the instructions provided and then select Send Invitation at the bottom of the page.
6. The user will be notified.

All invitees will receive an email message from SAM with instructions on how to complete the process.

Remember, this process is entirely FREE to you. ftis FREE to register and maintain your registration in SAM. It is FREE to
get help with your registration. Contact our supporting Federal Service Desk at www.fsd.gov, or by telephone at 866-
606-8220 (toll free) or 334-206-7828 (internationally).

in addition, if you are located in the U.S. and its outlying areas, you can get FREE support from your focal Procurement
Technical Assistance Center {PTAC), an official resource for government contracting assistance. Go to http://www.aptac-
us.org/ to find your closest PTAC.

Thank you,
The System for Award Management (SAM) Administrator hitps://www.sam.gov




1, Betty Ireland, Secretary of State of the
State of West Virginia, heveby certify that

Arlicles of Amendment to the Articles of Incorporation of

CATHOLIC COMMUNITY SERVICES OF THE DIOCESE OF WHEELING-CHARLESTON
INC.

Are filed in my office as requiredby the provisions of the West Virginia Code and are found to
conform to law, Therefore, I issue this.

4

CERTIFICATE OF AMENDMENT TO THE
ARTICLES OF INCORPORATION

changing the name of the corporation to

CATHOLIC CHARITIES WEST VIRGINIA, INC.

Given under my hand and the
Grear Seal of the State of
West Virginia on this day of
April 7, 2008

Seeretury of Siate



