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INTRODUCTION AND BACKGROUND 

 
Oakland Unite welcomes grantees for the January 2016-June 2018 funding cycle. This 

manual was developed and is maintained by the City of Oakland, Human Services 

Department for Grantees funded by Oakland Unite.  It is updated at the beginning of 

the grant cycle and updates or changes may be sent to the Grantee during the 

contract period if necessary. Visit http://oaklandunite.org/ for a downloadable copy of 

this manual and updates. 

 

About Oakland Unite  

A division of the City’s Human Services Department, Oakland Unite administers violence 

intervention and prevention services funded under Measure Z, as well as other funding 

dedicated to similar goals. Oakland Unite is responsible for building a network of 

community-based organizations, public agencies, and community members using 

proven and effective means to reduce violence. Programs in the Oakland Unite 

network work with Oakland’s highest-risk community members and neighborhoods, with 

a particular focus on interrupting violence as it is occurring.  

 

Vision  

The City, through Oakland Unite, funds an array of services to youth and young adults 

at highest risk of violence in Oakland, with the goals of: 

1) Reducing violence in Oakland among youth and young adults, and  

2) Creating a well-integrated violence intervention system. 

The City envisions a system with strong links among social services, school district, 

workforce development, police and criminal justice agencies resulting in better 

coordination of services leading to better outcomes for participants. Funded programs 

play a significant role in the multifaceted citywide effort to reduce violence.   

 

About The 2014 Public Safety and Services Violence Prevention Act (Measure Z) 

The vast majority of Oakland Unite funds come from the Oakland Public Safety and 

Services Violence Prevention Act (Measure Z). In November 2014, residents of Oakland 

voted to approve a new parcel tax and a surcharge on parking in commercial lots in 

order to support the following objectives: 

1) Reduce homicides, robberies, burglaries and gun-related violence; 

2) Improve police and fire emergency 911 response times and other police 

services; and  

3) Invest in violence intervention and prevention strategies that provide support for 

at-risk youth and young adults to interrupt the cycle of violence and recidivism. 

Measure Z provides approximately $24 million every year for ten years to fund violence 

prevention and intervention programs, additional police officers, and fire services. The 

annual allocations of the revenues are as follows: 

• 3 percent of total funds for audit, evaluation, and Commission support; 

• $2,000,000 for the Fire Department; 

• Of the remaining funds, 60 percent for geographic policing; and  

• The remaining 40 percent for community-focused violence prevention and 

intervention services and strategies. 

http://oaklandunite.org/
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Measure Z’s legislative language provides the following guidance regarding prevention 

and intervention services: 

 “Community-focused Violence Prevention and Intervention Services and Strategies: 

Coordination of public systems and community-based social services with a joint focus 

on youth and young adults at highest risk of violence as guided by data analysis. Invest 

in and engage the community in collaborative strategies such as:  

(a) Street outreach and case management to youth and young adults at high-risk 

of involvement in violence in order to connect individuals in need of employment, 

mental health, or educational services to needed programs;  

(b) Crisis response, advocacy and case management for victims of crime (including 

domestic violence victims, commercially sexually exploited children, and victims of 

shootings and homicides) with a strategic focus on reducing likelihood of being re-

victimized;  

(c) Reentry programs for youth and young adults, including case management, 

school support, job training and placement in order to reduce recidivism rates and 

improve educational and employment outcomes;  

(d) Young children exposed to trauma or domestic and/or community violence.” 

 

The full text of the legislation can be found at: http://oaklandunite.org/about    

 

Oakland Unite Strategies Overview 

Oakland Unite funding is directed towards ten sub-strategies across five strategic 

investment areas which are summarized in the table below. To see a list of currently 

funded programs and agencies, please see Attachment A. 

 

Strategy Area Sub-Strategy 

I. Life Coaching/ 

Intensive Case Management 

Intensive Youth Case Management 

Intensive Adult Case Management 

II. Education & Economic  

Self-Sufficiency 

Youth Employment /Education Support 

Transition Age Youth (TAY) & Young Adult 

Employment /Education Support 

III. Violent Incident and Crisis 

Response  

Street Outreach 

Shooting/Homicide Response and Support Network 

Commercially Sexually Exploited Children 

Intervention 

Family Violence Intervention  

IV. Community Asset Building Young Adult Leadership Council 

V. Innovation Fund Innovation Fund 

 

Funding Cycle 

The majority of programs that receive Oakland Unite funding are currently on a two 

and a half (2.5) year grant cycle1. These contract periods are as follows: 

 Period 1: January 2016 through June 2017  

 Period 2: July 2017 through June 2018  

                                                 
1  Some programs are on a different grant cycle based on timing and availability of additional 

grant funds; contracts and contract periods are established with City Council approval. 

http://oaklandunite.org/about
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Guiding Principles  

Oakland Unite administration of grant funds is guided the following principles regarding 

allocation and service delivery: 

 

► Prioritize resources for neighborhoods where violence is most prevalent. The 2014 

Stressor Map shows community stress rankings using a number of indicators, and is 

available on: http://oaklandunite.org/about/research-and-reports/  

 

► Align with other funding sources. HSD will continue to work with public partners to 

align funding priorities in order to maximize positive outcomes for targeted 

participants and communities and achieve a greater collective impact. 

 

► Use evidence-based programs and/or best practices. In order to promote 

successful outcomes, the City prioritizes programs that replicate evidence-based 

programs and/or utilize best practices in the field of violence prevention.  

 

► Support efforts towards innovation and improvement. Recognizing the need for 

continued development and refinement of services and approaches, innovative 

and emerging practices are encouraged where appropriate. 

 

► Utilize data-driven analysis and outcome-based evaluation. HSD staff will analyze 

Grantee performance data, as well as school, probation and crime data, in 

partnership with the Measure Z evaluator, to help guide program development, 

ensure a focus on highest risk individuals, and to monitor program outcomes.   

 

► Focus on highest-risk individuals most likely to be involved in and directly affected 

by violence. This may include youth and young adults who experience intense 

violence and trauma as victims, who have used or are considering using violence 

against others, and/or who are returning to their community after incarceration for a 

serious or violent offense.  

 

► Support of intensive interventions for highest-risk individuals centered on strong 

relationships. Understanding that highest-risk individuals often have high needs, 

intensive and comprehensive interventions are critical. Effective service provision 

relies on strong relationship-building between participant and provider, 

characterized by mutual trust, respect, accountability, and consistency. 

 

► Engage participants during defining moments of crisis and self-reflection. Providers 

should recognize and seize upon windows of opportunity for engagement when 

participants are most open to life changes – such as returning home after 

incarceration, losing a loved one to or being injured by violence, or being arrested 

or “called-in” by law enforcement. 

 

► Focus on both risk and resilience factors. Complex and multiple risk factors are 

associated with violence, including but not limited to: poverty, unemployment, 

discrimination, substance abuse, educational failure, and fragmented families. 

Efforts should seek to address risk factors and build on positive assets and resilience 

in individuals, families, and communities. 

http://oaklandunite.org/about/research-and-reports/
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► Integrate family and community into service plans. Family and community members 

play a vital role in an individual’s growth and development. Grantees should seek to 

involve family and community where appropriate, and incorporate opportunities for 

family strengthening and community building. 

 

► Emphasize coordination among public and community service systems. Intentional, 

strategic coordination through means such as defined referral and intake protocols, 

regular case conferencing, shared standards of assessment and practice, and other 

formal and informal mechanisms. 

 

FUNDING PROCESS 

 

During the last contract period of each funding cycle, Oakland Unite/HSD develops a 

priority spending plan for Measure Z funds in coordination with the Safety and Services 

Oversight Commission (SSOC – see “Roles and Responsibilities” for additional 

information), the Mayor’s office, City Council, and other key stakeholders.  

 

The priority spending plan is presented to the SSOC for approval. Following SSOC 

approval, Oakland Unite staff recommend the priority spending plan to the Public 

Safety Committee of City Council and then, after they approve, to the full City Council.  

 

All funds are released through a competitive process with a release of a Request for 

Proposals (RFP) unless Council approves funds to an organization or public agency in 

special or unique circumstances, typically outlined in the priority spending plan.  

 

An independent review panel for each program strategy reads and scores each 

complete proposal. Staff forward funding recommendations to the SSOC and City 

Council for review and approval.  

 

City Council makes all final funding decisions and a resolution allocating the funding to 

the recommended organizations or public agencies must be passed in order to enter 

into a grant agreement with those organizations. Oakland Unite provides updates to 

SSOC and City Council on the progress of Grantees.  

 

Helpful Tip: Sign up for the Oakland Unite newsletter to receive funding notifications 

and other updates from Oakland Unite. To sign up for the newsletter, please visit: 

http://oaklandunite.org  

 

 

 

 

 

 

http://oaklandunite.org/
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KEY DATES FOR THE JULY 2017 – JUNE 2018 CONTRACT PERIOD   

 

Mandatory All-Grantee Meetings  

All-Grantee Meetings are intended to help build community among Grantees and 

share initiative-wide information and updates. Appropriate Grantee staff members are 

required to attend each meeting.  

 

Grantees will be given advance notice of exact dates via email, but the All-Grantee 

Meeting schedule is: October 2017; March 2018; and June 2018. 

 

Quarterly Reports and Invoices  

Quarterly reports and invoices via the Cityspan database are due on the dates below. 

The Quarter 4 progress report must also include a project-end summary. 

 

Fiscal 

Year 
Quarter Service Period 

Progress Report and 

Invoice Due Date 

FY 2017-

2018 

Quarter 1 July 1through September 30, 2017 Friday, October 13, 2017   

Quarter 2 October 1 through December 31, 2017 Friday, January 12, 2018 

Quarter 3 January 1 through March 31, 2018 Friday, April 13, 2018 

Quarter 4 April 1through June 30, 2018 Friday, July 31, 2018  

 

Other Important Dates 

 

► Match funds documentation is due with the Quarter 3 report on April 13, 2018. See 

“Matching Fund Requirements” for more information on required documentation. 

 

► Budget/scope modification requests will be accepted no later than April 13, 2018. 

See “Grant Agreement Modifications” for information on requesting a modification.  

 

► Program observation and file reviews will take place in January-March 2018. See 

“Site Visits” for additional details. 

 

► Strategy-specific coordination meetings are held throughout the year, and will 

include training and technical assistance sessions. Grantees should refer to their 

individual Scopes of Work for more details about strategy-specific meetings. 
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ROLES AND RESPONSIBILITIES  

 

Oakland Unite, Human Services Department, City of Oakland 

A division of the City of Oakland’s Human Services Department (HSD), Oakland Unite 

administers violence intervention and prevention services funded under Measure Z, as 

well as other funding dedicated to similar goals. Each Grantee has a Program Officer 

assigned to their organization who will work with them to complete a grant agreement 

and who will monitor the Grantee’s progress during the contract period. Program 

Officers and Planners report to Oakland Unite Manager at HSD, and the Oakland Unite 

Manager reports to the Director of the Human Services Department.  

 

Oakland Unite staff members include a number of other individuals that Grantees will 

likely interact with, including a Program Analyst who manages the administration of 

grant agreements, quarterly reports and quarterly meetings. Oakland Unite also 

includes several staff responsible for community organizing, direct services, and 

program development, such as the Violence Prevention Program Coordinator who 

manages the implementation of the Street Outreach program. For a list with contact 

information for the current Oakland Unite/HSD staff, please see Attachment A.  

 

Oakland Unite Grantees  

The City of Oakland enters into grant agreements with non-profit organizations and 

public agencies to implement programs supported by Oakland Unite funds. Grantees 

are required to provide specific services to the target populations outlined in their 

Scope of Work within the confines of their agreed-on Budget.  Grantees are required to 

participate in mandatory meetings and coordination efforts, complete quarterly 

reports, participate in the independent evaluation of their Oakland Unite program, and 

agree to site visits and/or file reviews. Grantees should communicate issues and 

challenges related to the Oakland Unite program to their Program Officers outside 

quarterly reports in an effort to resolve issues before they become more complicated 

and risk the withholding of quarterly payments. Grantees play a significant role in the 

multifaceted citywide effort to reduce violence.   

 

Safety and Services Oversight Commission (SSOC)  

Measure Z also establishes a Public Safety and Services Violence Prevention Oversight 

Commission (SSOC) whose members are charged with ensuring the proper revenue 

collection, spending, and implementation of the programs mandated by the 

Ordinance.  The Commission consists of nine (9) members recommended by the Mayor 

and each Councilmember. Among the SSOC’s duties is to review priority spending 

plans for proposed funding through the ordinance and to make recommendations to 

the Mayor and City Council prior to Council approval.  

Helpful Tip: Are you a new staff person, Program Manager or Executive Director and 

need more information on what is required of your organization as a Grantee?  

Contact your Program Officer to set up an appointment to go over the grant 

agreement. See Attachment A for a list of Grantees and Program Officers.  
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The SSOC also reviews the annual financial audit, supervises and guides the evaluation 

and makes policy recommendations and regular reports to the Mayor and City 

Council.  The committee meets regularly at Oakland City Hall.  

         

City Councilmembers and their Staff 

City Councilmembers are responsible for approving the final funding decisions and 

providing direction to Oakland Unite/HSD regarding violence prevention and 

intervention funding. Each Councilmember also appoints one member to the SSOC.  

City Councilmembers are consulted with prior to the RFP process via City Council 

reports from Oakland Unite/HSD to ensure the spending plan meets their expectations.  

 

The City Administrator’s Office  

The City Administrator is responsible for coordinating the implementation and 

evaluation of all three aspects of Measure Z (Fire, Police and Violence Prevention). A 

member of the City Administrator’s Office staffs the SSOC and coordinates with HSD, 

the Oakland Police Department, and the Fire Department around Measure Z 

implementation, reporting to SSOC, and evaluation.   

 

The Mayor’s Office and Staff 

The Mayor’s office is consulted with prior to the RFP process to ensure that the overall 

spending plan for Measure Z violence prevention and intervention services is in 

alignment with broader citywide efforts to reduce violence. The Mayor’s input is sought 

and included in the recommendations to City Council.  

 

The Measure Z Independent Evaluator  

Measure Z legislation requires a professional evaluation of how well policing and 

violence prevention/intervention services are implemented.  From the legislation: 

“Evaluations will consider whether programs and strategies are achieving 

reductions in community violence and serving those at the highest risk. Short-

term successes achieved by these strategies and long-term desired outcomes 

will be considered in the program evaluations.” 

Three percent (3%) of the total Measure Z funds are budgeted for evaluation.  The 

Oakland City Administrator’s Office oversees the grant agreement administration of the 

Measure Z evaluation. The current services evaluator is Mathematica Policy Research. 

 

Cityspan Technologies 

Cityspan, a database firm, stores Oakland Unite participant information in a secure, 

password-protected database designed to protect individual participant information. 

Grantees use the Cityspan database to track service delivery, report on progress, and 

submit invoices to Oakland Unite/HSD. The database also supports program evaluation.  

Helpful Tip:  If you would like to learn more about Measure Z implementation, consider 

attending one of the SSOC meetings. They are held are held at City Hall on the fourth 

Monday of every month. To find SSOC meeting announcements, agendas, and 

meeting minutes, visit: http://oaklandunite.org/about/public-safety-and-services-

oversight-committee/ 

http://oaklandunite.org/about/public-safety-and-services-oversight-committee/
http://oaklandunite.org/about/public-safety-and-services-oversight-committee/
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FISCAL/LEAD AGENCY RESPONSIBILITIES  

 

The fiscal or lead agency is the entity signing the grant agreement. This is the agency 

the City holds legally liable for all aspects of the grant agreement including project 

implementation, fiscal management, and communication with Oakland Unite/HSD staff 

regarding the grant.  

 

The following responsibilities apply to fiscal /lead agencies in which 20% or more of the 

Oakland Unite budget is allocated to a subgrantee(s) and/or if a significant amount of 

the program deliverables are allocated to a subgrantee(s): 

 

► Enter into a Memorandum of Understanding (MOU) or Letter of Agreement with 

each subgrantee that reflects the requirements in the Oakland Unite grant 

agreement signed by the fiscal/lead agency.  If a letter or MOU is developed prior 

to funding as part of the Request for Proposals process, be sure to update it after 

funding is awarded. This MOU should include the Oakland Unite deliverables 

allocated to each subgrantee and a payment schedule. 

 

► Communicate with Oakland Unite/HSD staff regarding the grant and also with 

subgrantees about required Oakland Unite meetings and activities. 

 

► Prepare required quarterly reports and invoices, and any Scope of Work or Budget 

modifications with input and information from subgrantees and submit them in a 

timely manner to Oakland Unite staff. 

 

► Require sub-Grantees to invoice the fiscal/lead agency on quarterly basis. 

 

► Distribute Oakland Unite funds in an appropriate and timely manner (within 2 weeks 

of receiving funds) to subgrantees after an invoice is received. 

 

► Conduct site and program visits of the subgrantee programs once during each 

contract period. The site visit should include review of the following fiscal and 

management controls: 

 Accounting system (at minimum, charts of accounts and general ledger) 

 Accounting procedures (bank statements, program budget reports, invoices) 

 Staffing of program to ensure it is adequate to provide services 

 Staff supervision structures and address any staff retention issues 

 Organization of Board (number of members, composition, board minutes) 

 Participant files (storage, required documentation, notes, etc.) 

 Program observation of Oakland Unite activities 

 

► Arrange for subgrantee participation in site visits, file reviews, and program 

observations conducted by Oakland Unite/HSD staff. See “Site Visits” for more 

information. 

 

► Modify or terminate MOUs or Letters of Agreements with subgrantees if needed, with 

the prior approval of Oakland Unite/HSD staff. 
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PROCESS FOR DEVELOPING A GRANT AGREEMENT 

 

The following outlines the process for developing and finalizing a grant agreement after 

the RFP process is complete and Oakland Unite/HSD has made funding 

recommendations to City Council.   

 

Grant Agreement Negotiations  

A Grantee is assigned a Program Officer who begins grant agreement negotiations. It 

may take 6-8 weeks for grant agreements to be finalized within the City government 

process. When grants are on a calendar year, negotiations will likely begin in 

November. When grants are on a fiscal year cycle, negotiations will likely begin in May.  

 

In an effort to ensure that Grantees have a grant agreement as early in the new fiscal 

or calendar year as possible, negotiations may take place prior to City Council 

approval. Funding is not finalized until the City Council process is complete.  

 

The Program Officer is responsible for negotiating the scope of work and budget with 

the Grantee. The Program Analyst is responsible for receiving the signed grant 

agreement, City business forms, insurance documents, match documentation and 

Grantee contact information sheet.  

 

Grant Agreement Negotiations Meeting and Processing 

The Program Officer will set up a meeting with the funded organization to discuss the 

scope of work and budget for funded programs. The Grantee agency will receive the 

following documents prior to this grant agreement negotiation meeting via email:  

 Instructions on Grant Agreement Process  

 Grantee Contact Information Sheet  

 Draft Scope of Work  

 Budget and Budget Narrative Forms and Guidelines  

 Proposed Match Fund Form  

 City of Oakland Business Forms/Schedules Required 

 Insurance Forms and Requirements  

 Other Required City Attachments  

 

Helpful Tip: Do you need new versions of the City of Oakland Business Forms or 

Schedules? Check out the City’s Contract Compliance website: 

http://www2.oaklandnet.com/Government/o/CityAdministration/d/CP/s/FormsSched

ules/index.htm  

 

The Program Officer will work with the Grantee on choosing program deliverables for 

the Oakland Unite funded program that correspond to the standardized deliverables 

used for the Cityspan database. In addition, if there were concerns about level of 

service, the budget, or any other issue that the RFP review panel or the Program Officer 

believes need to be addressed, they will be discussed during the Grant agreement 

negotiations meeting.  

http://www2.oaklandnet.com/Government/o/CityAdministration/d/CP/s/FormsSchedules/index.htm
http://www2.oaklandnet.com/Government/o/CityAdministration/d/CP/s/FormsSchedules/index.htm
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The Program Analyst will also be available to go over the Business Forms and other City 

requirements and contract attachments.  After the meeting, the Program Officer and 

Grantee will make agreed-upon changes to the scope of work and/or budget.  

 

Once the Grantee scope of work and budget forms are completed, the Oakland Unite 

Manager will approve them and the grant agreement will be routed to the following for 

approval and signatures:  

 Grantee Agency/Executive Director  

 City of Oakland Risk Management and Contract Compliance 

 City Attorney  

 HSD Director  

 City Clerk  

The final grant agreement will be kept on file with the City Clerk and at HSD, and a 

copy will be sent to the Grantee organization.  

 

Advance Payment and Scheduled Payments  

Advances: Once the grant agreement is signed and finalized, an advance payment 

will be issued to the Grantee if desired. Advance payments are typically 10-20% of the 

total grant agreement funding amount, depending on the contract length. Grantees 

must report out on the spend-down of the advance over the contract period. Any 

unspent advance funds will be deducted from the fourth quarter payment. 

 

Quarterly Scheduled Payments: Most quarterly scheduled payments will be 20% of the 

total funding amount per quarter over the four quarters.  

 

Grantees should check the Scope of Work document to confirm advance and 

schedule payment amounts. Inquiries about scheduled payments should be directed 

to Program Analyst at: (510) 238-3345. 

 

Database Training for Grantees and Staff 

When the grant agreement is complete, the Program Officer will enter the scope of 

work and the budget into the Cityspan database.   

 

Cityspan will provide a training webinar for all Grantees on how to use the Oakland 

Unite Cityspan database. The webinar will be available on the Oakland Unite website, 

under “Grantee Corner.” Grantees that need additional support to ensure that 

deliverables are being captured correctly should reach out to the Cityspan Help Desk 

and their Program Officer, as needed.  

 

Helpful Tip: For technical issues with the database, the Cityspan Help Desk is available 

to take phone calls questions Monday through Friday from 8 am to 5 pm.  The toll free 

number is 1-866-469-6884.  
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GRANTEE CONTACT INFORMATION 

 

Grantees must provide an updated Contact Information Form (see Attachment B) each 

contract year, and provide any updates to Oakland Unite during the year as needed.  

If the Grantee is acting as a Fiscal Sponsor or Lead Agency on a collaborative contract, 

then both Lead and Subgrantee contact information must be provided.  

 

Grantees must list the persons authorized to pick-up grant payment(s) on the Contact 

Information Form. Any person who is authorized to pick up payments must present a 

valid California identification or driver’s license to take possession of the grant payment. 

 

Helpful Tip: If there are changes about who is authorized to pick up grant payment(s), 

contact the Oakland Unite Program Analyst at (510) 238-3345 with the name and title 

of the person who will be coming to pick up the grant payment.   

 

 

GRANTEE REPORTS AND INVOICING 

 

Monitoring Progress  

Oakland Unite monitors Grantee progress and expenditures in several ways. One major 

part of monitoring is review of quarterly reports and invoices submitted by the Grantee. 

The purpose of monitoring Oakland Unite Grantees is to: 

 Assess programmatic and basic fiscal compliance with grant requirements; 

 Identify areas of strength and success;  

 Identify areas of noncompliance and needed improvement;  

 Provide individual technical assistance as needed; and 

 Identify trainings that would benefit Grantees across all program strategies.   

 

Quarterly Reports Schedule  

Oakland Unite Grantees are required to complete quarterly reports and one final report 

as part of their grant agreement with the City of Oakland. The due dates for the July 

2017 – June 2018 contract period are listed below. 

 

Fiscal 

Year 
Quarter Service Period 

Progress Report and 

Invoice Due Date 

FY 2017-

2018 

Quarter 1 July 1through September 30, 2017 Friday, October 13, 2017   

Quarter 2 October 1 through December 31, 2017 Friday, January 12, 2018 

Quarter 3 January 1 through March 31, 2018 Friday, April 13, 2018 

Quarter 4 April 1through June 30, 2018 Friday, July 31, 2018  
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Preparation of Quarterly Reports 

Quarterly reports are prepared and submitted via the Cityspan database set up 

specifically for use by Oakland Unite Grantees. All appropriate staff should be trained in 

the use of the database and how to complete the quarterly reports on the database. 

 

► Narrative Section. Grantees should describe successes and obstacles for the period 

with some detail (more than a few sentences – usually 1-2 paragraphs). The 

narrative should include any updates or changes regarding staff, partnerships, etc. 

Grantees should also list the community meeting attended in the quarter. A case 

study of one participant is required for the success section at the end of the third 

quarter. Please see Attachment C for a template to facilitate writing the participant 

success story. Please be sure to remove all identifying information regarding this 

participant while describing their story, as this case study may be used in the 

Oakland Unite newsletter or in reports to City Council.  

 

The narrative of the quarterly report should align with and explain the deliverables 

section of the report and the invoice. For example, if the Grantee is not meeting the 

number of service hours or reaching the number of participants set out in the 

deliverables for that quarter, the Grantee must provide an explanation why this is 

occurring and a plan outlining what actions are being taken to rectify it. 

 

► Deliverables Section. The Scope of Work for each Grantee is uploaded into the 

database in the Contract Documents Section. In the Progress Report, 

“Benchmarked Deliverables” are the deliverables on which payment is based. The 

“Year-to date Benchmark” will appear for each deliverable each quarter as agreed 

in the Scope of Work. The “Year-to-date Actual” represent Grantee progress 

towards that benchmark. All totals are cumulative throughout the contract period. 
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In most cases, the “Year-to-date Actual” numbers for each deliverable will 

automatically populate based on data entered in the database.  In some cases, 

the Grantee must type in the reporting numbers if the deliverable is not standard (for 

example, “# of community presentations” as shown above).  In either case, staff 

preparing the report should review the reporting numbers for accuracy before 

submitting. Comparing the deliverables section to the stats report is one way to 

check that your data is being correctly reported.  

 

► Stats Report. Grantees should also review of the “Stats Report” to ensure that data is 

being entered accurately and that the program is serving the target population as 

stipulated in the grant agreement. The “Stats Report” is automatically generated, 

and contains additional details about services provided during the quarter and a 

summary of participant demographic data.  

 

Grantees should review the demographic data, including risk factors and referral 

source, to look for missing or incorrect data prior to submission (for example, multiple 

participants whose age is listed as “0”). If there is missing demographic data, data 

revealing participants from outside Oakland, or other issues related to the program 

participants not matching the target population, an explanation in the quarterly 

report should be given.  An explanation or correction is required if more than 5 

participants are missing key demographic data from the Stats Report. 

 

Grantees should also review the number of participant consent to release 

information forms on file, and provide an explanation if the consent ratio is low. 

Oakland Unite/HSD reserves the right to withhold up to 5% of the scheduled 

payment if the Grantee does not demonstrate a sufficient effort to collect consent 

forms from each participant for whom individual-level services are provided. 

 

► Expenditures. The invoice page includes the approved line item budget, current 

expenses, and a year-to-date total column. Grantees should report actual 

expenditures for the quarter in the invoice. The scheduled payment is listed at the 

top of the page, and the requested amount should be entered. The bottom of the 

invoice page indicates how much money has been paid to-date, not including the 

current quarter.   

 

Grantees must enter an explanation if actual expenditures differ from the requested 

amount, and/or the scheduled payment.  For example, a grantee might write: 

“Actual expenditures are higher than the requested and scheduled amount due to 

spend-down of the advance;” or “The requested amount is lower than the 

scheduled payment due to slow expenditures in the quarter.” 

 

The invoice should reflect the same line items as in the budget negotiated in the 

grant agreement or subsequent modification. If it does not, the Grantee must 

explain why this is the case and request a modification if a budget category (i.e. 

Personnel, Operating/Direct Costs, Wages/Stipends, and Indirect Costs) is 10% 

above or below the amount originally approved. Budget modifications cannot be 

made after April 13, 2018 (the end of the third quarter). Please see “Grant 

Agreement Modifications” for how to complete a modification request.  
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Advance payment reporting: Please note that Grantees must report-out on the 

spend-down of the advance payment.  The advance can be spent in any quarter, 

but expenditures must be reported by the end of the contract period. This means 

that actual expenses in some or all quarters will be higher than the requested and 

scheduled amount, in order to account for the advance.  

 

Supporting documentation for expenditures: Please note that Grantees must 

maintain a full set of accounting records in accordance with generally accepted 

accounting principles and procedures for all funds received from Oakland Unite. 

Grantee may be asked to provide additional supporting documentation of 

reporting expenditures with quarterly invoices or at other times (such as during site 

visits). For state and federally funded programs, the City will require supporting 

documentation of all reported expenditures. Documentation may consist of copies 

of the following as relevant: 

 Personnel expenditures: payroll reports  

 Purchase of goods or services: itemized vendor invoices, payment statement  

 Stipends to participants: recipient list, contact information, stipend amount, 

signed copies of checks, etc.   

 

► Corrective Actions. If a Grantee has received one or more corrective actions then 

the Grantee must provide an update of what has been done to address the issue in 

the appropriate section of the quarterly report.  Failure to meet the due dates of 

corrective actions may result in a withholding of payment for that quarter.  

 

► Sign Off. The appropriate person designated as the signatory (usually the Executive 

Director) for the Grantee organization must sign off on the report in order for it to 

register as submitted in the database. To find out who this assigned person is at your 

organization, please contact the Cityspan database hotline at 1-866-469-6884. 

 

 

Report and Invoice Approval Process  

 

► Program Officer Review. The Program Officer will review the report once submitted. If 

there are issues, the Program Officer will contact the Grantee and provide:  

 Specific issues or problems with the report  

 Advice on how to rectify them  

 Due date for when the issues should be resolved 

Reminder: Grantees should note on the Expenditures page if the requested amount 

differs than what was expended and/or from the scheduled payment. 

Helpful Tip:  Are you missing electronic versions of forms such as the Consent for Release 

of Information form or a Budget Modification form? Check out 

http://oaklandunite.org/Grantee-corner/tools-for-current-Grantees/ for commonly used 

Grantee forms.  

http://oaklandunite.org/grantee-corner/tools-for-current-grantees/
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► Payment Schedule. The “Contract Documents” section of the database lists the 

payment schedule agreed-on in the Grantee Scope of Work. 

 

► Withholding Payment. Oakland Unite reserves the right to not provide the full 

payment amount to the Grantee if deliverables or other grant conditions are not 

met, if funds are not expended, and/or if corrective actions are not addressed. 

Grantees should notify their Program Officer as soon as possible (before the 

quarterly report is due) if these issues may apply.  

A main reason for withholding payment is that a Grantee has not achieved 

deliverable benchmarks. In this case, the reduction will be based on a percentage 

decrease of the deliverables not met. Other permissible reasons for withholding 

funds include:  

 

Reason for Withholding Payment Amount Withheld 

A Stats report showing missing data, including consent data Up to 5% 

Grantee has not been responsive to independent evaluator Up to 5% 

Not attending required Oakland Unite meetings Up to 5% 

Not presenting at required community-based meetings  $500 per presentation 

Other required services specified in the grant agreement 

that are not completed or met  

Based on type of 

services not met 

Corrective actions not addressed by due date Based on type of 

corrective action 

Funds not fully expended, or expended in categories not 

approved (>10% difference in approved budget category), 

including unfilled direct service personnel positions, and/or 

unpaid participant wages/stipends 

Based on amount on 

funds not expended 

 

Additional criteria that will be considered when determining the amount to be 

withheld are as follows:  

 Success in reaching the deliverables in other areas, as well as Grantee’s overall 

record of meeting deliverables in the past;  

 Changes in circumstances regarding program delivery that are beyond the 

Grantee’s control (e.g., a school where a case manager was working closed).  

 

 

Once an amount is determined, Grantee will be contacted in a written format 

(letter or email) to let them know how much less they will receive and the reason 

(e.g., not meeting deliverables as agreed upon in grant agreement).   

   

Grantees may be able to receive withheld payments in subsequent quarters if 

unmet deliverables are made up, issues are fully addressed, and/or unspent funds 

Reminder: Grantees should explain unmet deliverables, unexpended funds, or other 

issues in the “challenges” section of the progress report, along with a plan to address 

the issues going forward.  
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are expended. Deliverables are cumulative and therefore past deficiencies will be 

reflected in subsequent quarters if not made up, but will not result in an additional 

reduction – previously withheld funds will simply not be released.  

 

Withheld funds will only be released in the same contract period (i.e., July 2017 – 

June 2018) that the withholding occurred. Oakland Unite will not typically allow no-

cost extensions to make up deliverables or spend down unexpended funds. 

 

► Payment Authorization. Once the Program Officer has completed processing the 

report, they will fill out the Grant Payment Authorization form indicating any amounts 

withheld, as well as comments about the quarterly report. A Grant Payment 

Authorization PDF form will be generated. This form will indicate the amount 

approved this quarter, along with the scheduled payments to-date, amount 

withheld to-date, and the total paid to-date. 

 

► Late Reports. If a Grantee is unable to submit a report on time, it is imperative that 

the Grantee contact their Program Officer prior to the due date to request an 

extension. If 5 business days pass after a quarterly report due date without 

submission by a Grantee and there is no extension agreed upon, the Agency 

Director/Executive Director will be emailed informing them of the late report with the 

Oakland Unite Manager cc’d.  

 

If the report is not submitted within 5 business days from the email sent to the 

Agency Director/Executive Director or by a new due date agreed upon with the 

Program Officer, an email will be sent to the governing board of the Grantee. In the 

case of City of Oakland Grantees an email will be sent to the City Administrator 

informing him or her of the lateness of the report.  

 

► Payment Disbursement. Grantee will be informed by the Contract Manager when 

check is available for pick-up or to be mailed. Grantees must present a valid ID and 

sign and date both bottom of payment memo and photo copied check when 

picking up a check. The person representing the Grantee must be listed on the 

Grantee’s Contact Information Sheet as authorized to pick up checks.  

 

Preparation of Final Report 

 

► The final report is due on Friday, July 31, 2018.  The review and payment process is 

the same as the quarterly review process (see above).  

 

If funding was withheld in previous quarters because deliverables were not met or a 

corrective action was not closed, and the deliverables were still unmet or corrective 

action still not addressed by the end of the grant agreement, then the funds will not 

be released. A note will be included in the Grant Authorization form. The withheld 

funds are moved to a reserve fund unless otherwise authorized by City Council. 

 

The grant agreement is then formally closed. 
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ALLOWABLE USES OF FUNDS  

 

The Request for Proposals outlines the allowable and unallowable uses of Oakland Unite 

funds; further elaboration is provided below. Each Grantee has an approved Budget 

and Budget Narrative that should align with the categories and explanations below. 

 

Direct Costs 

 

► Personnel. All personnel costs should be directly related to program delivery.  The 

budget will specify the full time yearly salary, the full time equivalent (FTE) spent on 

the project and the amount of funds covered by Oakland Unite and the amount of 

funds covered by other sources. Grantees are required to comply with the City of 

Oakland’s minimum wage and living wage laws. For more information, see: 

http://www2.oaklandnet.com/Government/o/CityAdministration/d/MinimumWage/

OAK051451 

 

► Fringe and Benefits. Fringe benefits include health insurance, dental and vision 

coverage as well as mandatory employment costs such as FICA, Social Security, SDI, 

and unemployment taxes. The budget and budget narrative should indicate the 

specific benefits provided and how the amount was calculated.  

 

► Equipment. Oakland Unite permits purchase of equipment and capital items for use 

by program participants. The budget narrative will itemize the equipment requested 

and include a statement outlining the ways in which the equipment will be used by 

Oakland Unite participants to fulfill project goals. The Grantee should explore the 

option of purchasing vs. leasing/rental, and explain the Grantee choice. Generally, 

Oakland Unite will support only a portion of high-cost equipment line items. The 

Grantee should explore whether other sources of funds can be obtained for 

equipment. 

 

The City retains title to capital expenditures purchased with Oakland Unite funds 

and reserves the right to exercise its ownership. Capital expenditures are individual 

items costing $500 or more unless the Grantee’s policy stipulates a lower amount in 

determining its capital expenditures. Such items will be approved as part of the 

Grantee agreement negotiations process. Grantees should provide the Program 

Officer with a list and description of any and all items costing $500 or more that are 

purchased by Oakland Unite funds by the end of the quarter during which they are 

purchased.   

 

► Office/Facility/Classroom Rental. These are the pro-rated costs of space rental, 

utilities, building maintenance and other occupancy costs that are directly used to 

provide the services for this project. 

 

► General Office Supplies/Software. These are the costs of office supplies, copying 

and software associated with the proposed project.   

 

http://www2.oaklandnet.com/Government/o/CityAdministration/d/MinimumWage/OAK051451
http://www2.oaklandnet.com/Government/o/CityAdministration/d/MinimumWage/OAK051451
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► Program Materials & Supplies. This category should include all items that your 

program requires in order to operate, such as curriculum costs, training materials, or 

food for participants.  

 

► Telephone/Internet/Communications. Allowable uses of funds include the cost of 

office telephone, mobile phone, and internet services associated with the Grantee 

project. Expenses related to home telephone, personal mobile phone and internet 

services are not allowable.  

 

► Travel/Transportation/Meeting Costs. Local travel for personnel working on the 

Oakland Unite funded project is allowed. This should not include costs that 

employees incur parking at the primary office or worksite, or traveling between 

home and the primary office or worksite. The basis for the calculation should be 

provided in the budget narrative. Local travel estimates should be based on the 

Grantee organization’s current policies, for example, a fuel allowance of 57.5 cents 

per mile. Any non - local travel must be carefully itemized, justified and approved by 

the Grantee’s Program Officer during the Grantee agreement negotiation process.  

Non-local travel may not occur on a regular basis (non-local is beyond the San 

Francisco Bay Area2) with exceptions given for specific programs that may work with 

incarcerated individuals. Travel to these institutions on a regular basis must be 

approved by the Program Officer.  

 

► Staff Training/Professional Development. This category includes costs related to 

providing professional development opportunities for staff working on the Oakland 

Unite funded program, such as conference registration fees, workshop or seminar 

fees, or training materials. 

 

► Consultants/Contractors. Fees for individuals who provide special services in order to 

help you operate your program, but who are not your employees are allowable 

with approval from a Program Officer as part of the Grantee agreement 

negotiations process. Consultant fees paid by Oakland Unite are not to exceed 

$650/day for a full day of work.   

 

Participant Wages, Incentives, and Flexible Funds 

 

► Participant Wages: Wages for participants are permitted as part of the Oakland 

Unite program, as negotiated in approved budget. Grantees are required to 

comply with the City of Oakland’s minimum wage law. For more information, see: 

http://www2.oaklandnet.com/Government/o/CityAdministration/d/MinimumWage/

OAK051451  

 

► Flexible Funds/Incentives. Incentives offered to participants for attendance or for 

completing milestones are permitted. The type of incentive (stipends, gift certificate, 

etc.) and the number of participants the Grantee anticipate will receive incentives 

should be outlined in the budget and budget narrative.    

                                                 
2 San Francisco Bay Area includes the following counties: Alameda, Contra Costa, Marin, Napa, 

San Francisco, San Mateo, Santa Clara, Solano, and Sonoma 

http://www2.oaklandnet.com/Government/o/CityAdministration/d/MinimumWage/OAK051451
http://www2.oaklandnet.com/Government/o/CityAdministration/d/MinimumWage/OAK051451
http://en.wikipedia.org/wiki/Alameda_County,_California
http://en.wikipedia.org/wiki/Contra_Costa_County,_California
http://en.wikipedia.org/wiki/Marin_County,_California
http://en.wikipedia.org/wiki/Napa_County,_California
http://en.wikipedia.org/wiki/San_Francisco
http://en.wikipedia.org/wiki/San_Mateo_County,_California
http://en.wikipedia.org/wiki/Santa_Clara_County,_California
http://en.wikipedia.org/wiki/Solano_County,_California
http://en.wikipedia.org/wiki/Sonoma_County,_California
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Subgrantees 

For every subcontractor, Grantees must include a line item budget using the same 

guidelines as the lead agency budget. The lead agency budget narrative should 

include what role each subgrantee listed will be playing in the program. 

 

Indirect Costs  

Indirect costs are intended to cover costs necessary to conduct the grant, but which 

are not readily identified as direct program expenses (e.g. reporting costs, payroll 

processing, fund development, insurance, evaluation costs, other administrative costs, 

etc.) They may not exceed 10% of the total direct costs in the grant award. If the 

Grantee’s grant is audited by the City of Oakland the Grantee must be able to 

document and justify indirect costs charged to this grant. 

 

General List of Unallowable Costs 

The following is a general list of unallowable costs.  

 Alcoholic beverages  

 Illegal substances  

 Legal or illegal gaming and/or gambling  

 Purchase of items or services for personal use  

 Travel and accommodation expenses related to trainings and/or conferences 

outside of the San Francisco Bay Area and/or unrelated to the funded project   

 Costs (including fundraising) of organizing fund-raising, including financial 

campaigns, solicitation of gifts and bequests, and similar expenses incurred to 

raise capital or to obtain contributions 

 Cost of certain influencing activities associated with obtaining grants, grant 

agreements, cooperative agreements or loans  

 Cost of membership in organizations substantially engaged in lobbying  

 

Advertising costs are allowable only when incurred for the recruitment of personnel for 

the funded project or to recruit participants for the funded program. Public relations 

costs are allowable on a limited basis when incurred to communicate with the public 

and press pertaining to the specific activities of the funded project.   

 

If the Grantee is receiving state or federal funds through Oakland Unite (in addition to 

or instead of local Measure Z funds), the Grantee should review the grant agreement 

and discuss additional requirements around allowable and unallowable expenses with 

the assigned Program Officer. 
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SITE VISITS, PROGRAM OBSERVATION AND FILE REVIEW 

 

Oakland Unite site visits consist of four components: 

 Program observation; 

 Participant file review;  

 Submission of desk audit items; and 

 Interviews with agency leadership and fiscal staff. 

 

Every Grantee will have a full, formal Site Visit including all four components conducted 

by at least two Oakland Unite Staff in the initial year-and-a-half contract period. In 

addition, Oakland Unite staff will conduct program observations and file reviews in the 

second year of the grant cycle. The tentative schedule is as follows: 

 Full site visits in January-February 2017; and 

 File review and program observation in February-March 2018.  

 

 

Responsibility for Subgrantee Monitoring  

When there is a subgrantee in the contract, it is the legal obligation of the lead agency 

to monitor subgrantee progress and to ensure accountability. However, Oakland Unite 

Staff has the right to conduct file reviews of subgrantee agencies and program 

observations of the subgrantee. Please see “Fiscal/Lead Agency Responsibilities” for 

more information about required monitoring of sub-Grantees.  

 

Setting up a Site Visit, Program Observation, and/or File Review 

Oakland Unite staff will email the Grantee Executive Director/Agency Director, and will 

include the following information: 

 The proposed date and time of the programs observation, file review, or site visit.  

 The identified staff members and representatives for the agency (e.g., outside 

bookkeeper and accountant) who need to be present and the amount of time 

they will be required to meet with Oakland Unite staff. 

 For full site visits only: Items the Grantee is required to submit so that Program 

Officers can conduct a Desk Audit one week prior to the site visit.  

 A copy of the monitoring tool and guidance to help the agency know what to 

expect.  See Attachment D for an example of Oakland Unite monitoring tool. 

 

Agencies should also review the “Grantee Operations Standards” in this manual for 

more details on what is expected of an Oakland Unite Grantee and may be subject to 

review during observations, file reviews, and site visits. 

 

Day of the Full Site Visit  

During the full site visit, Oakland Unite staff will follow the Site Visit Questionnaire tool.  

The site visit will last up to four hours, including a program observation and file review.  

The following is an approximate schedule:  

 

Helpful Tip:  See Attachment D for an example of the Site Visit Questionnaire tool that 

Oakland Unite will use for the different monitoring components. 
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 One hour with the Agency Director/Executive Director; 

 One hour with the Fiscal Manager or book-keeper; 

 One hour with the Program Manager of the Oakland Unite funded project; 

 30 minutes conducting file review; and 

 30 minutes of program observation.  

 

Program Observation  

Oakland Unite staff will observe the funded program in action – if confidential and not 

able to be observed, other arrangements will be made (see below for more details).  

 

Oakland Unite staff will observe the funded program to ensure attendance, that the 

specified target population is served, and that any applicable curriculum is being 

followed.  This applies generally to group and event activities but may also include staff 

meetings or other observations when practical. See the Program Observation section of 

the Site Visit Questionnaire tool (Attachment D) for more information on what aspects of 

the program will be reviewed.   

 

Please Note: Oakland Unite reserves the right to attend and observe a program 

unannounced on other occasions. Oakland Unite staff may conduct an additional 

program observation (either planned or unplanned) once each year and any 

observation will be documented in the Grantee’s file at Oakland Unite/HSD.  

 

File Review  

Program Officers will also conduct a file review of participants served through the 

Oakland Unite-funded program for each Grantee providing clinical and non-clinical 

case management, mental health, intensive outreach and group activities. This file 

review may coincide with the Grantee program observation and/or site visit. The 

purpose of the file review is to confirm that the programs are serving the specified 

population, ensure quality control of files (documentation and completeness), and 

confirm that data are being properly entered into the Cityspan database.  

 

Selecting Files: To determine the files for review, the Grantee Program Director and 

Case Manager will generate a list of participants from the Cityspan database and the 

Program Officer will randomly select at least ten participants from the list during the visit.  

If there are issues with the ten selected, an additional sample may be requested by the 

Program Officer.  The Grantee Program Director and Case Manager will locate the files 

and, if they chose, remove or block out the names of participants before allowing the 

Program Officer to view the files.   

 

Required Documentation: Files are expected to have the documentation listed in the 

Grantee’s Scope of Work attachment to the grant agreement and listed in the 

“Grantee Operations Standards” section of this manual. See also Attachment D. 

 

Files will be checked for required eligibility documents, which may include:   

 Letter from Court, California Department of Corrections and Rehabilitation or 

Probation Department confirming participant’s probation or parole status. 

 For employment programs, copies of work permits for participants under age 16,  
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 For employment programs paying the Grantee, copies of social security cards 

and photo identification.  

 

Program Officers will also review files for SIGNED “Consent to Use of Data/Release of 

Information” forms (completed either by the participant or their parent/guardian as 

applicable) for those participants who are listed as consenting in the database. 

Participants who decline to sign the consent form should have a blank consent form 

with the words “declined” in the file. See Attachment E for more on consent forms. 

 

For participants receiving individual-level services, the Program Officer will compare the 

times and dates of participants activity in the paper file with those entered into the 

Cityspan database. The Case Manager or Program Director may, if they choose, print 

out the entries from the database and block out the names. 

 

Site Visit Report 

The Program Officer will prepare a report documenting the results of the site visit.  The 

Oakland Unite Manager will review the report as well as site visit tools with the notes and 

background material collected through the process. The final approved report will be 

sent to the Grantee’s Executive Director.  

 

Corrective Actions: Depending on the outcome of the site visit, the report may include 

corrective actions with due dates for completion. Please note that: 

 Compliance with the corrective actions will be part of Program Officer’s review 

of future quarterly reports.  

 Due dates will be noted in the quarterly report section of the Cityspan database.  

 Not responding or reporting on corrective actions by the due dates in the Site 

Visit report can be a reason to withhold a portion of future quarterly payments.  

 

Program Observation and File Review Summaries: For program observations and file 

reviews that are conducted separately from the Site Visit, the Program Officer will write 

a File Review and Program Observation Summary which will be reviewed and 

approved by the Oakland Unite Manager. Once approved, the Program Officer will 

email the document to the Executive Director. If there are corrective actions, dates for 

completion will be given.  An additional observation and/or file review will be 

scheduled to ensure the corrective actions were addressed. 
 

 

GRANT AGREEMENT MODIFICATIONS AND NON-COMPLIANCE 

 

Budget or Deliverables Changes 

The Grantee should do their best to implement the program as originally agreed in the 

grant agreement. However, there are times when the deliverables and/or the budget 

need to be adjusted to reflect the actualities of implementing a program with a high-

risk target population. This is particularly true for Grantees who are implementing an 

entirely new program. It is preferable to make deliverable or budget changes during 

negotiations prior to the beginning of a new grant agreement year.  
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Budget Modifications 

Budget modifications are only necessary if there is a 10% difference in a budget 

category from what was approved. Budget categories include: Personnel; 

Operating/Direct Costs; Wages/Stipends/Flexible Funds; and Indirect Costs. See 

Attachment G for an example of a modification request.  

 Grantees must submit a budget modification request form to their Program 

Officer.  This form can be found at: http://oaklandunite.org/Grantee-

corner/tools-for-current-Grantees/ 

 The requested modification will be reviewed by the Program Officer and any 

questions sent to the Grantee for clarification. 

 If approved by the Program Officer and Oakland Unite Manager, the Program 

Officer will inform the Grantee via email.  

 The approved budget modification form will be put in the grant agreement file 

kept at Oakland Unite/HSD.  

 The Program Officer will then update the Cityspan database to reflect the 

approved budget changes. 

 

Deliverable Modifications 

In rare cases, the Program Officer may agree to alter deliverables during the contract 

period. Oakland Unite may agree to alter deliverables in the following circumstances: 

 For Grantees in their first year of implementation of an entirely new program, 

deliverable modifications may be approved if the program design has changed 

to better meet the needs of participants.   

 For Grantees beyond their first year of implementation, deliverable modifications 

are made only when there are extenuating circumstances beyond the control of 

the Grantee that will affect their ability to meet the original deliverables.  

 

The Grantee must discuss the requested change or extenuating circumstance with the 

Program Officer. Grantees should contact Program Officers as soon as possible if they 

anticipate the need to request a change in deliverables. 

 The requested modification will be reviewed by the Program Officer and any 

questions sent to the Grantee for clarification. 

 If approved by the Program Officer and Oakland Unite Manager or Planner, the 

Program Officer will inform the Grantee via email.  

 The approved scope modification will be documented in the grant agreement 

file kept at Oakland Unite/HSD.  

 The Program Officer will then update the Cityspan database to reflect the 

approved deliverable changes. 

 

  

 

 

 

 

PLEASE NOTE: NO REQUESTS FOR CHANGES IN DELIVERABLES OR BUDGET WILL BE 

PERMITTED AFTER APRIL 13, 2018.  

 

http://oaklandunite.org/grantee-corner/tools-for-current-grantees/
http://oaklandunite.org/grantee-corner/tools-for-current-grantees/
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Process for Addressing Grant Non-Compliance 

If a Grantee is routinely not meeting deliverables/fulfilling their scope of work, Oakland 

Unite staff will use the following guidelines in an effort to improve outcomes:  

 Notify Grantee when the issue is noted and request that the Grantee explain the 

cause, define solutions, and state any steps have been taken thus far to correct. 

 Issue corrective actions for serious or ongoing issues. Work with the Grantee to 

develop an action plan to resolve issues and share progress, which may include 

a monthly report to Oakland Unite. 

 Check-in with Grantee on implementation of the action plan and whether 

corrective actions have been addressed. Provide reasonable/appropriate 

support and/or connection to resources that could assist the Grantee. 

 If problems persist, arrange a face-to-face meeting of the Grantee and any 

strategy partners (e.g., the Probation Department) in order to clarify roles and 

responsibilities, improve communication, devise solutions, and to develop a plan. 

 Perform site visits, program observations, and/or file reviews as necessary.   

 

If problems persist, HSD may propose a reduction in funding or grant agreement 

termination. If grant agreement termination is recommended, a letter to the Grantee’s 

governing board (Board of Directors, City Council, or Board of Supervisors) may be 

written detailing the issues and the date of termination.  It will include an option for the 

governing board to negotiate a plan of action if they so desire. The grant agreement 

includes a clause where the City can terminate the grant agreement if the Grantee 

does not correct a material default and breach after 30 days following notification.  

 

MATCHING FUND REQUIREMENTS 

 

Oakland Unite-funded organizations are accountable for raising and documenting a 

20% match of the total funding amount.3 This minimum 20% match may be contributions 

of cash and/or in-kind services and must support the cost of the proposed program.   

 

Example: An organization receives $100,000 from Oakland Unite to run a program. The 

organization is responsible for raising at minimum $20,000 (20%) in matching funds. 
 

► The match must be secured and the Match Documentation form (see Attachment 

H) submitted with the Quarter 3 report on April 13, 2018.  

 

► Grantees may NOT use one Oakland Unite grant as a match for another. For 

example, if a Grantee has a $100,000 grant from Oakland Unite directly and 

subcontracts on another Oakland Unite grant for $20,000, subcontractor dollars may 

not be used as a match for the direct grant. Further, a collaborative may not use an 

Oakland Unite grant received by one of its partners or subgrant agreements as a 

match for the collaborative program. 

 

 

                                                 
3 This requirement may not apply to a small number of state or federal grants; Grantees should 

refer to their grant agreement or Program Officer if needed for clarification. 
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Allowable match documentation is detailed below:   

 

Philanthropic Grants  

 

 Copies of award letters from foundations or private donors on 

donor’s organizational letterhead 

 Copies of checks, bank statements or payment schedules 

with grant identified 

Grant 

agreements/Service 

Agreement  

 

 Copies of Grant agreements or Services agreements  

 Copies of checks, bank statements or payment schedules 

with the grant agreement/service agreement identified  

 

Corporate 

Donations  

 

 Copy of letter documenting the donation on donor’s 

organizational letterhead 

 Copies of accompanying checks, bank statements or 

payment schedules  

 

Individual/Private 

Donations  

 

 Submit a separate list of individual donations  

 Proof of deposit per each donation. This could include a copy 

of check, bank deposit slip or bank statement. 

In-Kind Donations  

 

 Definition: donations of space, services or supplies provided 

by another organization at no cost to the Grantee project. 

The in-kind donor cannot be the same as the Grantee 

organization.  

 A copy of letter on donor’s organizational letterhead 

documenting the monetary value of the in-kind donation 

must be submitted. 

Volunteer In-Kind 

Support  

 

 Standard rate of match for volunteers is: $12.55 per hour. If the 

volunteer services provided are professional in nature, (such 

as mental health counseling, legal assistance or health care) 

a higher cost per hour can be used with approval from the 

Grantee Program Officer.  

 Volunteers cannot be a consultant or employed by the 

Grantee organization.  

 Documentation – a copy of the volunteer sign-in sheets with 

the volunteer’s name and the hours served. 

 

 

 

 

GRANTEE OPERATIONS STANDARDS 

 

Oakland Unite expects its Grantees to provide services while meeting fiscal and other 

operating standards. Grantees should refer to the “Site Visit Checklist” in Attachment D 

for a summary of items that are considered part of Grantee operating standards. 

During site visits, program observation, and/or file review, Oakland Unite staff will look to 

ensure that these standards and controls are in place at funded organizations. 

Additional information is provided below about specific operating standards. 



  Oakland Unite Grantee Manual 

Grant Cycle: January 2016-June 2018 Page 28 

Fiscal Operating Standards   

 A current accounting procedure manual is in place.  

 An electronic funding source- based accounting system is in place. 

 A chart of accounts is kept and regularly updated.   

 General Ledger is kept and updated. 

 Accounts Payable (A/P) and Accounts Receivable (A/R) Subsidiary are 

accurate and kept up-to-date. 

 Internal balance sheet is updated and correct.  

 Bank statements & reconciliation report are up-to-date and a filing system is in 

place to keep them on record. 

 Oakland Unite funds are kept in separate accounts. 

 Oakland Unite Program Budget Report summarizing allocated costs to-date and 

balance remaining is kept updated.  

 Vendor invoices and allocation forms are kept on file, complete and up-to-date. 

 Payroll taxes are regularly filed and copies of submitted payroll taxes are on file 

at the organization, including Quarterly Federal Form 941—Federal Tax Return.  

 Proof that employee payroll is on time. 

 Two authorized signatories for checks and payments to ensure financial security. 

 

Board of Directors Operating Standards  

 Current Board of Directors roster is updated and vacancies are noted.  

 The Board of Directors has at least five or more members and, with the exception 

of the Executive Director or Chief Executive Officer, none of the members are 

paid staff or relatives of paid staff.  

 Minutes of board meetings are kept up-to-date and are on file.  

 Board development should occur on a regular basis.  

Program Operating Standards – General  

 Grantee maintains regular business hours and is easily reachable via phone and 

email by participants, the community and by funders.  

 Staff providing direct services are given proper supervision and oversight.  

 All services provided by Oakland Unite funded staff needs to be accounted for 

in the Cityspan database and accurately reflect sign-in sheets and any other 

hard-copy participant file logs.  

 Grantee direct service staff are knowledgeable about and adhere to the 

program design specified in the Scope of Work.  

 If the program is operating a group or training for its participants, a proven 

curriculum should be used and available for Oakland Unite staff to review.  

 City of Oakland residents pay for the vast majority of funds distributed through 

Oakland Unite. To help residents know the type of work that their tax dollars are 

funding, an Oakland Unite poster will be distributed to each organization every 

year and should be displayed prominently at the funded organization.  

 Please refer to the “Site Visit Checklist” in Attachment D for a summary of 

additional items Program Officers will review during site visits. 

 

Program Operating Standards – Definitions of Service Types  

The following definitions will be used across Oakland Unite Grantees regarding different 

types of services provided to participants.  
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General Outreach: Efforts to contact and engage a participant about whom nothing is 

known. This may include outreach events, street engagement, presentations at schools, 

et cetera. 

 

Intensive Outreach: Efforts to contact and engage specific participants (i.e. at least 

their name and perhaps some other information about them is known). This can be 

thought of as the “engagement” work to bring a youth or young adult into a program. 

Time spent trying to locate, as well as meeting with, the participant, or his/her family 

and teachers, counts as intensive outreach. 

 

Life Coaching/Case Management: Activities once an enrolled youth/young adult has 

been assessed and assigned to a case manager who then develops and follows up on 

a service/case plan with the participant. Regular in-person contact with the participant 

is maintained by the Life Coach/Case Manager over an extended period of time and 

efforts are made to move the participant toward the goals set out in the Life Map/Case 

Plan. Referrals and assistance with improving the participant’s school, home and 

community experience are made in accordance with the best practices.  

 

Program Operating Standards – Service Documentation  

Grantees are required to keep on file all documentation related to the enrollment of 

and services provided to each participant, and of all events held as part of the grant. 

All required documentation should be kept on file for at least five years after the end 

date of the contract.  

 

HSD staff will examine the following documentation during site and file review visits: 

 

► Street and/or General Outreach: A log that includes the time, date, location, 

number of staff and number of people served at each street and/or general 

outreach event. 

 

► Trainings: A sign-in sheet that includes the time and date of the event and signatures 

of each training participant. 

 

 

► ALL Individual-Level Participant Files must contain:  

 The Consent to Use of Data/Release of Information Form for participants who 

agree to participate in evaluation and data-sharing. 

 Appropriate risk-factor eligibility documentation verifying the criteria specified in 

the Grantee Scope of Work. 

 A completed intake form appropriate to the program and services. 

 

 

Please Note:  Participants receiving individual-level services (clinical and non-clinical 

case management, mental health, intensive outreach, and groups) MUST have a file 

that is kept for at least five years after the end date of the grant agreement.  
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► Intensive Outreach Participant Files should also include a log of intensive outreach 

services with the date and time of each contact. 

 

► Group Services: A sign-in sheet for each group session held that includes the time, 

date, location and the names with signatures for each participant.  

 

► Education and Employment Service Participant Files should also include proof of 

work readiness (e.g., social security card, ID card, etc.), incentive/stipend logs, and 

job placement/retention verification. 

 

► Case Management and Mental Health Participant Files should also include needs 

assessment/evaluation, a separate completed Life Map/Case Plan signed by the 

participant for case management, and record of any incentive/stipends received. 

 Every contact that is entered into Cityspan should have an associated case note 

that may be kept in the participant file, in the Cityspan database, or in an 

alternate Grantee database. 

 Please note that psychotherapy notes fall under HIPAA regulations and should 

be treated accordingly – Grantees should consult their internal policies 

concerning where notes are stored.4 

 Case notes should include the date of the contact, the length of the contact, 

items discussed, progress made in reaching the goals of their case plan and the 

staff member involved.  

 Case notes should be concise but contain sufficient information to justify the 

length and purpose of the contact, and the relation to participant’s needs and 

goals. Case notes should be legible, use acceptable grammar, and 

abbreviations should be used carefully. 

 Travel time spent to meet the participant and/or spent trying to locate the 

participant does not count as case management time. Time spent meeting with 

the participant’s family and teachers (as well as time with the participant) does 

count as case management time.  

 

MediCal Administrative Activities Documentation 

Grantees providing individual-level services such as case management may be 

required, if requested, to have all staff funded by the Oakland Unite grant conduct a 

MediCal perpetual time survey. The perpetual time survey includes documenting tasks 

during the grant agreement year for the purposes of leveraging MediCal-related 

funding. If requested, the perpetual time survey would require all grant agreement-

funded staff to attend a one-hour training and to track and categorize their hours by 

type of work done as it relates to the MediCal population and to submit that 

documentation to the City of Oakland, Human Services Department. HSD has not, to-

date, requested that Grantees conduct a perpetual time survey but reserves the right 

to do so in the future. 

 

                                                 
4 More information about HIPPA and psychotherapy notes can be found at: 

http://www.hhs.gov/hipaa/index.html and https://www.aap.org/en-us/advocacy-and-

policy/aap-health-initiatives/Mental-Health/Pages/HIPAA-Privacy-Rule-and-Provider-to-Provider-

Communication.aspx  

http://www.hhs.gov/hipaa/index.html
https://www.aap.org/en-us/advocacy-and-policy/aap-health-initiatives/Mental-Health/Pages/HIPAA-Privacy-Rule-and-Provider-to-Provider-Communication.aspx
https://www.aap.org/en-us/advocacy-and-policy/aap-health-initiatives/Mental-Health/Pages/HIPAA-Privacy-Rule-and-Provider-to-Provider-Communication.aspx
https://www.aap.org/en-us/advocacy-and-policy/aap-health-initiatives/Mental-Health/Pages/HIPAA-Privacy-Rule-and-Provider-to-Provider-Communication.aspx
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POLICIES  FOR OAKLAND UNITE-FUNDED STAFF 

  

As specified in the grant agreement, Grantees may not discriminate or permit 

discrimination against any person or group of persons in any manner prohibited by 

federal, state or local laws.  Oakland Unite values programs that employ staff that can 

best connect with the youth and young adults served, and that reflect the cultural 

demographics of Oakland Unite participants.  

 

In an effort to ensure the integrity of Oakland Unite-funded programs, the following 

policies must be followed:  

 

Drug and Alcohol Policy 

Alcohol and/or drug use likely to adversely affect an employee’s job performance or 

jeopardize the safety of the employee, other employees, program participants or the 

general public is prohibited. Use, possession, sale, manufacture, or transfer (including 

distribution and dispensation) of illegal drugs or alcohol by staff or program participants 

during program hours is prohibited. 

 

Agencies must comply with Federal law, specifically, the Drug Free Workplace Act of 

1988. Agencies must have internal policies regarding alcohol and drug use; the 

Oakland Unite policy will apply, in addition to any internal policies, to all Oakland Unite-

funded staff. Agencies are responsible for clearly communicating these policies to staff.  

 

Upon discovery that Oakland-Unite funded personnel are in violation of the above, the 

City of Oakland will request that the funded agency develop a plan to address the 

issue and the individual’s drug or alcohol treatment needs. This may include terms for a 

leave of absence, random drug tests administered by the Grantee agency, a modified 

work schedule upon return from treatment, and/or termination of employee.  

 

Agency failure to abide by the drug and alcohol policy may result in corrective action 

and sanctions for the agency such as withholding of funds, and up-to and including 

termination of the grant agreement.  

 

Background Checks for Youth-Serving Programs 

Grantees must conduct a background check on all Oakland Unite-funded staff and 

volunteers working directly with youth under the age of 18 prior to placement or 

employment. Grantees should have an organizational protocol concerning how 

background checks are conducted, how the results will be used, and how applicants 

can challenge inaccuracies and present information to benefit their application.5  

 

Job applicants for the Intensive Youth Case Management sub-strategy must agree to a 

criminal background check conducted by the Alameda County Probation Department 

                                                 
5 For more information on best practices concerning background checks and hiring practices, 

please see the following National Employment Law Project resources: “Community Hiring Model 

Language” http://nelp.org/content/uploads/Community-Hiring-Description-and-Model-

Language.pdf; and “Best Practices and Model Policies” http://nelp.org/content/uploads/Fair-

Chance-Ban-the-Box-Best-Practices-Models.pdf 

http://nelp.org/content/uploads/Community-Hiring-Description-and-Model-Language.pdf
http://nelp.org/content/uploads/Community-Hiring-Description-and-Model-Language.pdf
http://nelp.org/content/uploads/Fair-Chance-Ban-the-Box-Best-Practices-Models.pdf
http://nelp.org/content/uploads/Fair-Chance-Ban-the-Box-Best-Practices-Models.pdf
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if they are going to provide services in the Juvenile Justice Center. Hiring of case 

managers who will work in the Juvenile Justice Center is contingent upon the results of 

this background check.  

 

Notification of Arrest and/or Conviction 

Any Grantee agency employing someone with Oakland Unite funds who is arrested or 

convicted must notify Oakland Unite/HSD staff as soon as possible – within no more than 

three business days – in order to discuss the incident and its impact on services. 

 

 

PARTICIPANT GRIEVANCE GUIDELINES AND PROCEDURES 

 

Grievance Procedure Requirement 

Oakland Unite requires that funded organizations have a procedure in place to 

respond to participant grievances in a responsive and impartial manner. All Oakland 

Unite-funded programs are required to provide all participants with information on the 

participant grievance procedure for their agency.   

 

At a minimum, the procedure must be posted in a visible area. Ideally, each participant 

will receive a copy of the procedure, and proof of this will be retained in the participant 

file. Below are some guidelines to consider in creating agency grievance policies and 

procedures.   

 

Please note: As with all organizational policies that impact participants and staff, a 

legal or human resources expert should be contacted to ensure that organizational 

policies adhere to federal, state and local laws. These guidelines are suggestions and 

were not reviewed by a lawyer or human resources expert.6 

   

Suggested Guidelines for Participant Grievance Policies 

 

► Define Participant Rights and Responsibilities. Explaining participants’ rights and 

responsibilities helps create clear expectations for staff and participants.  

 

                                                 
6 The following resources used to create these guidelines:  

 Council of Accreditation. “COA Policy and Procedure Development Tools: Grievances – 

v1.0” http://www.coastandards.org/tools/Grievance%20Procedure%20-%20V1.0.pdf 

 The Henry & Rilla White Foundation, inc. “Client Grievance Process.” 

http://hrwhite.org/content/FW607.pdf 

 Illinois Domestic Violence Against Domestic Violence And Illinois Department of Human 

Services. “Illinois Domestic Violence Services Guidelines Manual” 

http://www.ilcadv.org/resources/services_guidelines/ServicesGuidelinesManual2010.pdf 

 Penrith Chamber of Commerce. “Maximising Youth Employment Project Sample Grievance 

Policy”  http://www.schoolsindustry.com.au/for-employers/employers-guide/dealing-with-

problems/grievance-procedures/ 

 State of Connecticut Department of Mental Health and Addition Services. “Grievance 

Procedure.” http://www.ct.gov/dmhas/cwp/view.asp?a=2902&q=335180 
 

http://www.coastandards.org/tools/Grievance%20Procedure%20-%20V1.0.pdf
http://hrwhite.org/content/FW607.pdf
http://www.ilcadv.org/resources/services_guidelines/ServicesGuidelinesManual2010.pdf
http://www.schoolsindustry.com.au/for-employers/employers-guide/dealing-with-problems/grievance-procedures/
http://www.schoolsindustry.com.au/for-employers/employers-guide/dealing-with-problems/grievance-procedures/
http://www.ct.gov/dmhas/cwp/view.asp?a=2902&q=335180
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An example of a participant right could include:  

 The right to receive services regardless of race, religion, color, ethnic origin, 

national origin, county of origin, marital status, sexual orientation, gender identity, 

citizenship status, spoken language, disability or age. 

 The right to make their own decisions, e.g. “I have the right to accept or reject 

staff recommendations or services.” 

 The right to participate in the development of their service plan, e.g. “I have the 

right to be informed of staff’s ideas and plans for assisting me and/or my 

children. I have the right to be informed of how the program may be beneficial 

for me and/or my children.” 

 

An example of a participant responsibility could be:  

 The responsibility to respect the Program as a non-violent, safe location, e.g., “I 

will take part in services in a non-violent manner. I will not use physical discipline 

while at the Program.” 

 The responsibility to work toward the mutually agreed upon goals, e.g. “I will work 

with the Program to meet the goals outlined in my service plan.” 

 

► Define a Grievance. This will help staff and participants understand what constitutes 

a grievance and ensure the grievance process is used appropriately.  

 

► Define Who Can File a Grievance. Specify if participants, applicants, staff or other 

stakeholders can use this process. Define who other stakeholders may be.  

 

► Create a Grievance Procedure. A clear grievance procedure will ensure any 

problems are resolved quickly, efficiently and respectfully. It should detail, in clear 

and understandable writing: 

 How a participant can initiate the procedure including any forms to fill out; 

 Who will manage the grievance process and on what timeline; 

 How the organization will involve the person(s) against whom the 

grievance/complaint is made; 

 The first step towards reconciliation (verbal or written; formal or informal); 

 A second and third step (written, formal) if the first step is not acceptable to the 

participant, based on the program’s organizational structure; 

 The review and documentation process for grievances (organizational grievance 

log, regular report to Executive Director or board, etc.); and 

 How long grievance information will be kept and how will the information be 

kept confidential. 

 

► Create a Grievance Complaint Form. This can include space to report the nature of 

the event, who it involved, when it occurred, any evidence of the event, and the 

kind of remedy the participant would like to resolve the issue.  

 

► Inform Participants of Grievance Procedure. Specify how participants will be 

informed of the grievance procedure in an understandable manner. This could be a 

part of the admissions process. Include written documentation of receiving the 

procedure in participant files, and/or the post the procedures in a highly visible 

location.  
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INDEPENDENT EVALUATION AND DATA-SHARING 

 

The 2014 Safety and Services Act (Measure Z) funds an evaluation to see if programs 

supported by the Act are making a difference and how they can be improved. The 

Oakland City Administrator’s Office manages the administration of the evaluation.  

 

As outlined in the Scope of Work and the MOU to Establish A Secure Electronic Data 

Collection System attachments to the grant agreement, Grantees are required to 

participate in the evaluation, and to help facilitate appropriate data-sharing within the 

Oakland Unite network in order to assist with referrals and coordination of services. 

 

Grantee participation in data collection and evaluation activities includes: 

 

► Grantee program staff will input participant demographic and program services 

data electronically into the Cityspan database on a regular basis. 

 

► Grantee program staff will submit automated invoices and progress reports 

electronically via the Cityspan database, including up-to-date status reports on 

services provided. 

 

► Grantees will participate in evaluation activities required by the Measure Z 

independent evaluator, including but not limited to site visits, pre- and post-tests for 

certain participants, assessments, and interviews. 

 

► Grantees will send an appropriate representative to working group meetings 

conducted by the independent evaluator. 

 

► Grantees will communicate in a timely fashion with the Measure Z independent 

evaluator concerning any evaluation data collection issues that arise and resolve 

issues expeditiously. 

 

► Grantees will administer and collect the “Consent to Use of Personal Data” (also 

known as the Release of Information) form from participants served by Oakland 

Unite programs. Signed consent forms will be tracked in the database and kept in 

participant files. 

 

► While participation in evaluation and data-sharing is voluntary and services cannot 

be withheld if a participant chooses not to participate, it is to the benefit of both the 

Grantee and the participant to participate in order to help ensure that Oakland 

Unite funded services are effective. 

 

► For more details about consent form administration protocol, including which 

participants can consent to sharing of their personal data, what consent includes, 

and how to document participants’ consent status, please see Attachment E, 

“Consent Administration Protocol,” and Attachment F, the current “Consent to Use 

of Personal Data” form.   
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REQUIRED MEETINGS AND COORDINATION 

 

Oakland Unite is envisioned as a well-integrated violence intervention system resulting in 

better coordination of services leading to improved outcomes for participants. Grantees 

are required to participate in efforts to achieve this coordination in partnership with HSD, 

other funded agencies, and key partners (e.g., law enforcement, Highland Hospital, etc.).  

 

General Meeting Responsibilities and All-Grantee Meeting 

Grantee will attend all required meetings with the City of Oakland’s Human Services 

Department in accordance with the Scope of Work and Oakland Unite staff requests. It is 

the Grantee’s responsibility to reply in a timely manner to Oakland Unite staff regarding 

confirmation of attendance at meetings, and to send an appropriate agency 

representative to all required meetings. 

 

Required meetings include but are not limited to the All-Grantee Meeting and other 

strategy-specific provider coordination meetings. A tentative schedule for the All-Grantee 

Meetings are provided in “Key Dates.”  

 

Strategy-Specific Provider Coordination Meetings 

Required strategy-specific provider coordination meetings are outlined in the Grantee’s 

Scope of Work. Typically, provider coordination meetings will include discussions about 

violence trends, relevant community-based services for participants, and provide an 

opportunity for Grantees to connect, collaborate and make referrals with one another.   

 

Professional Development and Trainings 

Grantees will be asked to participate in selected training and technical assistance 

designed to build capacity, ensure fidelity to best practice service models, and deliver the 

desired violence prevention outcomes. Training and technical assistance will vary by 

strategy and program, with topics, dates and locations to be determined. 

 

Presentations at Community-Based Meetings 

In addition to attending meetings hosted by Oakland Unite, Grantees must attend at 

least three community-based meetings to make presentations about Oakland Unite 

Violence Prevention Programs, and the work their agency is funded to do. Presentations 

must be approved by the Program Officer, and must meet the following criteria: 

 Organized by agency other than the Grantee (exception: National Night Out) 

 Event must generally be geared towards adults 

 Events must have at least 5 attendees 

 

Helpful Tip:  Examples of previous evaluation reports can be found on: 

http://oaklandunite.org/about/research-and-reports/ 

 

An electronic copy of the Consent to Use of Personal Data form can be found at 

http://oaklandunite.org/Grantee-corner/tools-for-current-Grantees/ 

 

http://oaklandunite.org/about/research-and-reports/
http://oaklandunite.org/grantee-corner/tools-for-current-grantees/
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Some general tips for presenting about Oakland Unite at community-based meetings: 

 Provide an overview of your agency including history, current programs, number 

of staff, and location. 

 Describe the area you serve (North, East, etc.) and who you provide services to 

(adults, youth, etc.). 

 Outline how individuals qualify or participate in your program, and the type of 

services they typically access. 

 Distribute written information, Oakland Unite informational materials (see “Media 

and Publications” below), and provide a contact name, number, and/or email. 

 Request meeting attendees distribute your program information to their 

neighbors and other individuals within their community. 

 If you are asked a question you are not able to answer take person’s name and 

number and direct the question to your Program Officer. 

 

 

MEDIA AND PUBLICATIONS 

 

City of Oakland Acknowledgment 

As outlined in the grant agreement, any publicity generated by the Grantee for the 

project funded by Oakland Unite, during the grant agreement and for one year 

thereafter, must make reference to the contribution of the City of Oakland in making the 

project possible.  

 

The words “City of Oakland Human Services Department, Oakland Unite” will be explicitly 

stated and the Oakland Unite logo included in all pieces of publicity, including but not 

limited to flyers, press releases, posters, brochures, public service announcements, 

interviews and newspaper articles.   

 

An Oakland Unite poster, provided by the City of Oakland, will be displayed at locations 

where services made possible by Oakland Unite funds are provided. 

 

During any and all on-air interviews that speak to the project funded by Oakland Unite, 

the Grantee must acknowledge and state that the organization’s program is funded by 

the City of Oakland’s Human Services Department, Oakland Unite Programs.  

 

Any and all editorial stories that relate directly to the funded project must include the 

following statement: “Our violence prevention program is made possible through a grant 

from the City of Oakland’s Human Services Department, Oakland Unite Programs.”  If the 

placement includes the Grantee’s logo, it must also include the Oakland Unite logo. 

 

 

 

 

Helpful Tip: The Oakland Unite Logo is available on http://oaklandunite.org/  

 

http://oaklandunite.org/
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Participation in Promotional Activities and Copyright 

Grantees will cooperate with authorized City officials and staff in any City-generated 

publicity or promotional activities undertaken with respect to the funded project.  

 

Oakland Unite and the City of Oakland maintain all copyrights for production in which it 

has a 100% financial investment. For production in which Oakland Unite and the City 

have 50% financial interest, Oakland Unite shall be listed as a co-copyright holder. If a 

program or series is totally underwritten by an entity other than Oakland Unite and the 

City of Oakland, the funding entity owns the copyright and Oakland Unite retains the 

right to air the production. Oakland Unite may enter into co-production agreements 

with approved underwriters.  

   

Photo/Video Use  

Oakland Unite staff (or designated contractors) may take photographs or record videos 

during All-Grantee meetings or other Oakland Unite-funded program activities for use 

on the website and in other communications materials. If Grantee staff do not wish to 

have their photo taken, please let Oakland Unite staff know during the meeting. 

 

Participants may also be asked to consent to the use of their image. Please see 

Attachment I for the Oakland Unite photo/video release form that agencies or Oakland 

Unite staff may ask participants to complete, if they are willing. 

 

Publicity Support and Oakland Unite Website 

Oakland Unite staff will be available whenever possible to assist the grantee in 

generating publicity for funded projects.. Reports on funded programs and other 

materials can be found on the Oakland Unite website, http://oaklandunite.org/, where 

Grantees may also: 

 Sign up for the Oakland Unite newsletter and funding opportunity notifications;  

 Download forms listed in this manual under “Tools for Current Grantees.”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Helpful Tip: Contact Sara Serin-Christ, Oakland Unite Communications Lead, at  

SSerin-Christ@oaklandnet.com for assistance with press and media relations or. 

 

http://oaklandunite.org/
mailto:SSerin-Christ@oaklandnet.com
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ATTACHMENTS 
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ATTACHMENT A: OAKLAND UNITE TEAM AND GRANTEE CONTACT INFO 

 
Oakland Unite/HSD Team Contact Information 

Name Oakland Unite Team Role Email Telephone 

Kelli Kilgore Administrative Assistant  KKilgore@oaklandnet.com 510-238-3708   

Bill Richie Community Capacity Builder BRichie@oaklandnet.com 510-238-2185 

Jennifer Argueta Community Engagement Coordinator JArgueta@oaklandnet.com 510-238-2056 

Sarah Chester Grants Coordinator TBD 510-238-3345 

Emilio Mena Lead Life Coach/Outreach Developer EMena@oaklandnet.com 510-238-2371 

Edward Moore Life Coach mmoore@oaklandnet.com 510-238-6775 

Kentrell Killens Life Coach gkillens@oaklandnet.com 510-238-6391 

Javier Jimenez Life Coach JDJimenez@oaklandnet.com 510-238-6482 

Peter Kim Manager PKim@oaklandnet.com 510-238-2374 

Dan Simmons Program Officer DSimmons@oaklandnet.com  510-238-4978 

Erica Rice Program Officer ERice@oaklandnet.com 510-238-7242 

Mark Henderson Program Officer MHenderson@oaklandnet.com  510-238-7205 

Sara Serin-Christ Program Officer, Communications SSerin-Christ@oaklandnet.com  510-238-3718 

Jessie Warner Program Planner JWarner@oaklandnet.com 510-238-6875 

Josie Halpern-Finnerty Program Planner JHalpern-Finnerty@oaklandnet.com 510-238-2350 

Mailee Wang Program Planner MWang@oaklandnet.com 510-238-6892 

Ricardo Garcia-Acosta Street Outreach Liaison RGarcia-Acosta@oaklandnet.com 510-238-3763 

Kevin Grant Violence Prevention Network Coordinator myoutreach@oaklandnet.com 510-301-3589 (text only) 

 

mailto:DSimmons@oaklandnet.com
mailto:MHenderson@oaklandnet.com
mailto:SSerin-Christ@oaklandnet.com
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Grantee Contact Information – July 2017-June 2018 Contract Period 
Program 

Strategy 
Grantee Agency 

 Grantee Program 

Contact  
 Grantee Contact Email  

Grantee 

Telephone 

Oakland Unite 

Program Officer 

Life Coaching/Intensive Case Management  

Intensive Youth 

Case 

Management  

East Bay Agency for 

Children 

Claudia Vierra 

Allen 
claudia@ebac.org  510-268-3770 

Erica Rice 

erice@ 

oaklandnet.com 

510-238-7242 

East Bay Asian Youth 

Center 
Gianna Tran gianna@ebayc.org 510-533-1092 

MISSSEY  Jakki Bedsole jakki@misssey.org 510-251-2070 

OUSD - Alternative 

Education  
Debra Mendoza debra.mendoza@ousd.org 510-597-4294 

The Mentoring Center  Achebe Hoskins ahoskins@mentor.org 510-891-0427 

Youth ALIVE!  Kyndra Simmons ksimmons@youthalive.org 510-594-2588 

Mark Henderson, 

MHenderson@ 

oaklandnet.com 

510-238-7205 

Intensive Adult 

Case 

Management  

California Youth 

Outreach - Oakland 
Daniela Medina l.daniela.medina83@gmail.com 510-875-8484 

The Mentoring Center Achebe Hoskins ahoskins@mentor.org 510-891-0427 

Roots Community 

Health Center 
Askia Muhammad askia@rootsclinic.org 510-777-1177 

Abode Services Kara Carnahan kcarnahan@abodeservices.org 510-270-1190 

Education & Economic Self-Sufficiency         

Youth 

Employment/ 

Education 

Support 

Alameda County Office 

of Education 
Monica Vaughan mvaughan@acoe.org  510-670-4590 

Dan Simmons, 

DSimmons@ 

oaklandnet.com 

510-238-4978 

Bay Area Community 

Resources, Inc. 
Sean Tanner stanner@bacr.org 415-416-2301 

Youth Employment 

Partnership  
Matthew Barton mbarton@yep.org 510-533-3447 

Youth Radio Elena Botkin-Levy elena@youthradio.org 510-251-1101 

TAY & Adult 

Employment/ 

Education 

Support 

Beyond Emancipation Sara Goldware sgoldware@beyondemancipation.org 510-667-7683 

Building Opportunities 

for Self-Sufficiency 
Ronald Broach rbroach@self-sufficiency.org 510-419-0669 

Center for Employment 

Opportunities 
Vernon Royal vroyal@ceoworks.org 510-874-5337 

Civicorps Schools  Natasha Vinakor natasha.vinakor@cvcorps.org 510-992-7800 

Oakland Private Industry 

Council, Inc.  
Glenn Bell glennb@oaklandpic.org 510-768-4448 

mailto:claudia@ebac.org
mailto:mvaughan@acoe.org
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Program 

Strategy 
Grantee Agency 

 Grantee Program 

Contact  
 Grantee Contact Email  

Grantee 

Telephone 

Oakland Unite 

Program Officer 

Violent Incident & Crisis Response 

Street 

Outreach 
Youth ALIVE!  John Torres jtorres@youthalive.org 510-594-2588 Ricardo Garcia-

Acosta,  

RGarcia-

Acosta@oakland

net.com, 

510-238-3763 

Shooting 

Homicide 

Response & 

Support 

Network 

Catholic Charities of the 

East Bay  
Estrella Ficher eficher@cceb.org  510-768-3120 

California Youth 

Outreach - Oakland 
Daniela Medina l.daniela.medina83@gmail.com  510-533-1400 

Youth ALIVE!  Kyndra Simmons ksimmons@youthalive.org 510-594-2588 

Commercially 

Sexually 

Exploited 

Children 

(CSEC) 

Intervention 

Alameda Family 

Services 

(Dreamcatchers) 

Amba Johnson ajohnson@alamedafs.org 800-379-1114 

Sara Serin-Christ,  

SSerin-Christ@ 

oaklandnet.com 

510-238-3718 

Bay Area Women 

Against Rape 

Chiarra Duncan-

Perry 
chiarrar@bawar.org 510-430-1298 

MISSSEY  Jakki Bedsole jakki@misssey.org 510-251-2070 

Family 

Violence 

Intervention 

Family Violence Law 

Center 
Erin Scott escott@fvlc.org 510-208-0220 

Community Asset Building 

Young Adult 

Leadership 

Council 

The Mentoring Center  Achebe Hoskins ahoskins@mentor.org 510-891-0427 

Mark Henderson, 

MHenderson@ 

oaklandnet.com 

510-238-7205 

Innovation           

Innovation 

Fund 

Community Works West, 

Inc. 
Yejide Ankobia yankobia@communityworkswest.org 510-486-2340 

Sara Serin-Christ,  

SSerin-Christ@ 

oaklandnet.com 

510-238-3718 
Seneca Family of 

Agencies 
Robin Detterman robin_detterman@senecacenter.org 510-872-2046 

mailto:RGarcia-Acosta@oaklandnet.com
mailto:RGarcia-Acosta@oaklandnet.com
mailto:RGarcia-Acosta@oaklandnet.com
mailto:ejones@cceb.org
mailto:l.daniela.medina83@gmail.com
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ATTACHMENT B: GRANTEE CONTACT INFORMATION SHEET (SAMPLE)  
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ATTACHMENT C: PARTICIPANT SUCCESS STORY TEMPLATE 

 
Background (risk factors, history of incarceration, history of violence, how did he or she 

get referred to services?): 

 

Partnerships/Collaborations (other agencies that provided support/collaboration of 

services/referrals): 

 

Successes (in your program, positive life changes, personal successes):  

 

Outcome (where is he/she now? has he/she sustained positive change?): 

 

Quotes (if possible a quote from the participant and/or from a case manager or staff 

member who worked with the participant): 
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ATTACHMENT D: SITE VISIT TOOL (SAMPLE) 

 
 

Attachment D contains a sample Oakland Unite Oakland Unite site visit tool (note: this 

tool is subject to change). The sections of the tool cover the following components: 

I. Required desk audit items;  

II. Interviews with agency leadership and fiscal staff; 

III. Participant file review; and 

IV. Program observation. 

 

 

OVERALL SITE VISIT CHECKLIST 

 

 Documents to look for 

  Strategic Plan  

  Personnel policies and procedures manual. 

  List of recent staff trainings, and/or curricula of trainings provided. 

 Evidence that the following policies are prominently posted or made available to clients: 

  a.  Client grievance procedure that complies with Division guidelines 

  
b. Policy on drug-free workplace (Federally funded programs must comply with the Drug-Free 

Workplace Act of 1988 including providing a copy of the policy to all employees). 

  Proof of background checks for any new hires who work with participants under the age of 18. 

 
The following documents are required only if grantee is the lead agency or fiscal sponsor for 

other organizational partners. 

  a. Sub-grantee monitoring reports 

  b. Sub-grantee invoices and progress reports  

  
c. Description of communication with sub-grantees including frequency of meetings, check-ins, 

etc. 

  A signed copy of the contract including all attachments and modifications available on site. 

  
Evidence that contract related records are maintained for a minimum of four years after the 

end of the grant term. 

  
Policies and procedures related to preventative methods to deter and detect illegal behavior 

including the loss, theft or damage of property. 

  Copies of client grievances filed and written responses. 

  

Evidence of mechanism for obtaining client feedback and utilizing feedback in program 

delivery that complies with Division standards (completed client surveys, evidence of a client 

advisory council or membership on board, focus group results, etc.). 

  

Evidence of program’s ability to adequately accommodate non-English speakers (such as 

copies of translated documents and/or names of and languages spoken by bilingual staff 

members). 

  Procedure for entering data into Cityspan. 

  
If group activities and/or events take place, procedures for tracking attendance (e.g. sign-

in/sign-out). 

  Copies of sign in/sign out sheets or other evidence of benchmarks reported to HSD. 

  Standardized filing system verified. 

  Verify that participant files and program records are maintained in a secure place. 

  Oakland Unite poster visibly posted at site. 
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PART I. DESK AUDIT 

 

In-House desk audit items – Reviewed by Program Officer 

1. Recent monthly or quarterly Progress Reports  

2. Scope of Work from grant agreement 

3. City training and meetings attendance list 

4. Sub-grantee MOUs or Letters of Agreement (if Fiscal or Lead Agency) 

5. City Staff observation/experience with grantee 

6. Previous monitoring reports 

7. Project Budget   

 

Items to be submitted by Grantee 

8. Organizational Chart with positions, FTE’s and staff names 

9. Board bylaws 

10. Board roster with occupations or affiliations indicated 

11. Signed Board member Conflict of Interests Statements  

12. Minutes from board meetings for last three months 

13. Policy that prohibits the use of grant funds for political and religious activities 

14. Policies regarding harassment and non-discrimination 

15. Policies and procedures regarding illegal or unethical behavior on the part of the 

Board or staff 

16. Conflict of interest policy 

17. Policies and Procedure regarding Drug-Free Workplace  

18. Copy of most recent Audited Financial Statements/Single Audit (including all 

management letters and correspondence) 

19. Agency budget for current fiscal year 

 

REVIEW OF ITEMS FROM DESK AUDIT & PREVIOUS PROGRAM REPORTS 

Organizational Chart for Agency, designating vacant positions 

 Key positions are filled 

 Provides adequate structure for supervision and leadership 

 Consistent with monitor’s knowledge of the agency 

 

Board roster 

 Are there bylaws for the Board of Directors? 

 Is the number of seats required by bylaws filled and include at least 5 members? 

 Have all current board members signed a conflict of interest statement that prohibits 

board members from conducting business with grantee, staff and/or clients? 

 

Most recent minutes from meeting of Board of Directors 

 Date of last minutes ____________ 

 Decisions are recorded 

 Board meets at least 1 X quarter 

 Staff attends meetings 

 Discussion is relevant to governance 

 Does the Board review agency financial statements at least quarterly? 
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REVIEW OF ITEMS FROM DESK AUDIT & PREVIOUS PROGRAM REPORTS 

Most recent progress report 

 Submitted on time? 

 Meeting contract benchmarks and/or service intensity levels? 

 Issues noted- have they been resolved? 

 

Program Budget Sheet from Progress Report 

 Consistent with program activities and grant payments 

 Reflects actual expenditures for each quarter (are expenditures falsely equal to 

invoice amount)? 

 Are stipends, wages & flexible funds being spent at expected rate? 

 Note line items to verify during visit (like flex fund, food, equipment purchase) 

 

Scope of Work (from grant agreement) 

 What are mandated staff ratios and caseload sizes? 

 Is grantee serving the population(s) stipulated in the grant agreement? 

 Does grantee have written client eligibility criteria for the funded program(s) 

consistent with HSD funding requirements?  

 

For Fiscal/Lead Agencies:  

 Signed MOUs or Letters of Agreement with each Subgrantee updated from RFP 

 

Other  

 Is agency responsive to Oakland Unite staff communications? 

 Does staff attend meetings/trainings? 

 Does grantee have a policy that prohibits the use of grant funds for political and 

religious activities? 

 Does grantee have policies regarding harassment and non-discrimination (requiring 

that no participant or potential employee will be excluded from services or 

employment on the basis of race, color, religion, sex, national origin, disability or 

age)?  

 Does the grantee have policies and procedures regarding illegal or unethical 

behavior on the part of the Board or Staff? 

 Does grantee have a policy prohibiting conflict of interest and requiring disclosure for 

all appropriate staff (those in a position to influence funding and purchases) and 

board members? 

 Does grantee have policy regarding drug-free workplace?  
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PART II. SITE VISIT INTERVIEWS 

 

OPERATIONS MANAGEMENT WITH EXECUTIVE DIRECTOR 

Agency fiscal and organizational health 

 View agency budget (from desk audit).  Is additional support being sought to meet 

any funding gaps or to make program sustainable?  Are you able to leverage 

funding? 

 Were there any findings in your last independent audit that we should be aware 

of? If yes, what is the status of correcting them? 

 If current funding went away what, if anything, would you do to support the 

Oakland Unite program?  

 Do you have a strategic plan in place? How often is it conducted? 

 Are there any significant initiatives that you have put in place during the past year 

or major organizational changes that we should be aware of?  

 Describe the major successes of the program the past year? 

 Have there been any program issues that have impacted your ability to deliver 

program services or meet the terms of your SOW.  How have these issues been 

resolved or how do you intend to resolve them? 

 Has the grantee been sued or notified of any pending legal actions since the last 

monitoring site visit?   

 

Staffing 

 Are any key positions vacant? (Any problems caused by vacant positions?) What 

are the obstacles to keeping key positions filled? 

 How is staff supported / rewarded in doing this work?  

 What are their personnel policies regarding harassment, non-discrimination? 

(review personnel policies & procedures manual)  

 Is staff training offered? If so what type? What type of trainings could we offer that 

would be useful to your staff? (review a list of recent staff trainings and/or 

curriculum of trainings provided). 

 Is a performance review process utilized? 

 Do you have a grievance process/policy for staff and participants? 

 How does staff reflect the cultural demographics of your Oakland Unite 

participants? 

 Is a background check required for any new hires? If so, which positions and what 

areas does the check cover?  

 

Collaborations & Partnerships 

 Subcontractors (How do you manage your relationship and communication with 

subcontractors? What obstacles exist?) 

 Are sub-grantee monitored (including site visits and written reports) on an annual 

basis? 

 Are sub-grantee invoicing the lead agency and providing progress reports in a 

timely manner? 

 Collaborations (How do you regularly communicate with your partners? Regular 

meetings, check-ins, etc.) if Fiscal/Lead Agency – documentation of site visits and 

program observations. 
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PROGRAM DELIVERY & DOCUMENTATION WITH PROGRAM MANAGER AND/OR E.D. 

Services on the ground compared with the grant requirements 

 Have you needed to alter program delivery from what is currently on SOW? 

 Curriculum, if any (obtain a copy) 

 Participant handbook, if any (obtain a copy) 

 What is the staff to client ratio as it relates to caseload size? 

 Are staffs aware of benchmarks?  How is this communicated?  

 How are staff trained in implementation of Evidence – Based Practices? 

 

Program Impact 

 How do you communicate the violence prevention message to your clients? 

 Is grievance policy process prominently posted or evidence of policy explained? 

Have any grievances been filed? 

 Review any client grievances filed.  Were all grievances appropriately responded 

to and adequately resolved in a timely fashion? 

 How are new participants recruited/outreach performed? 

 Are participant and program records maintained in a secure place? 

 How do you use evaluation results in program design?  

 Is grantee complying with outreach requirements as outlined in scope of work? 

 Does program have mechanism for obtaining client feedback and utilizing 

feedback in program delivery that complies with Division standards? (describe) 

Board of Directors 

 Do any Board members receive payment for any services related to organization? 

 Are any Board members related either by birth or marriage to any of the staff? If so, 

which staff members?  

 Are any members of the Board employed by the City of Oakland? 

 What are the organization’s policies and procedures regarding illegal or unethical 

behavior on the part of Board members or staff? What preventative methods are 

put in place to deter illegal behavior or detect it from happening?  

 Are there problems keeping the board full or any other significant challenges 

regarding the Board of Directors and Agency governance? 

 

Program Compliance 

 Any partnership issues with Police, Probation, Parole, School District? 

 Is the agency able to submit invoices and reports in a timely matter?  If not, why 

not? 

 If benchmarks have not been achieved according to the Scope of Work schedule, 

what have been the challenges affecting program delivery? Is there a plan in 

place to address these shortfalls? 

 Are modifications to the program budget needed for the current or future grant 

terms? 

 Is the grantee’s physical site sufficient to accommodate the service being 

provided 

 Is a signed copy of the contract available on site? 
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PROGRAM DELIVERY & DOCUMENTATION WITH PROGRAM MANAGER AND/OR E.D. 

(acceptable documentation includes completed client surveys, evidence of a 

client advisory council or membership on board, focus group results, etc.) 

 Is program able to adequately accommodate non-English speakers? (describe) 

(view translated documents and/or note names of and languages spoken by 

bilingual staff members) 

 

Program Successes and Challenges 

 What are the successes of your program? 

 What challenges or problems have you encountered implementing your contract? 

Describe how staff and clients have been affected. Are the problems resolved? If 

not, what are the plans to resolve them? 

 How do you deal with client confidentiality?  

 Describe your internal communication structure including staff meetings?  

 

Training and Technical Assistance 

 What kind of training and technical assistance could the City offer that would be 

useful to grantee staff?  

 Do you have any questions, comments or suggestions for improving grantee 

meetings, communications, this monitoring process, etc.? 
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PART III. FILE MONITORING 

 

 

 
 
 

 

 

 

FILE REVIEW 

Individual Services: Check a minimum of 10 client files and more if there are significant 

deficiencies in the first 10. 

 Is there a standardized filing system? 

 Are participant and program records maintained in a secure place? 

 Are participant files retained for a minimum of four years (or 5 years for Oakland 

Unite programs) after services have been ended?  

Group Services:  

 Verify group attendance sheets and the attendance entered into Cityspan. Do 

they match? 

Events:  

 Verify event tracking log and the event data entered into Cityspan.  Do they 

match? 

INDIVIDUAL FILE REVIEW CHECKLIST 

 Oakland Unite consent form signed by client (and parent/guardian if a minor) 

 Risk factor eligibility, such as proof of truancy or probation status (indicate 

documents reviewed) 

 Completed intake form 

 Contact log with date and time of each contact 

 Assessment/evaluation (as appropriate) 

 Grievance forms & grievance procedure information given to client 

 File Verifies information reported in City Span 

 Case notes present and meet acceptable standards (in database or paper files) 

For Work Programs Only 

 Copy of social security card in file 

 Timesheets & copy of stipends 

 Work permits (for youth 17 and under) 

 I-9 form 

 W-4 form 

 Copy of photo or school ID card 
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PART IV. PROGRAM OBSERVATION 

 

 

 

 

 

 

 

 

 

 

PARTICIPANT INTERVIEW-OPTIONAL 

 What impact has the program had on your life? 

 What is your week like? 

 Is program staff helpful and friendly? 

 Are you getting the referrals and resources you need? 

 How could the program be improved? 

 How could the program have a positive effect on your lifestyle? 

 

PROGRAM OBSERVATION 

Date: Time: 

 

Program observed: 

 

Number and type of staff present: 

 

Number of participants (clients): 

 

Type of activities offered: 

 

Is the activity effective for meeting the grant agreement objectives? 

 Number of participants in class or in activity is within the number expected 

(deliverable)  

 Program staff appears to be engaged in activities with participants 

 Physical facility is welcoming and safe 

 Oakland Unite poster is visible 

 Staff is respectful and supportive of participants 

 Activities appear structured 

 No inappropriate religious conduct 

 

Notes: 
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ATTACHMENT E: CONSENT ADMINISTRATION PROTOCOL 

 

Overview 

The Oakland Public Safety and Services Violence Prevention Act 

(Measure Z) funds an evaluation to see if programs supported by 

the Act are making a difference and how they can be 

improved. As part of the evaluation, Oakland Unite Violence Prevention and 

Intervention Programs are responsible for securing a consent-to-participate in 

evaluation activities from participants they enroll in Measure Z-funded programs.  

Participants are also asked to consent to sharing of their personal data within the 

Oakland Unite network order to assist with referrals and coordination of services.  

 

Participant consent is gained through the administration of the “Voluntary Consent to 

Use of Personal Data for Evaluation Research and Program Coordination” form. 

 

 

Consent Administration 

Each Oakland Unite Program is responsible for assigning an individual to ensure correct 

administration of consent forms at participant intake.  This individual (usually the 

Program Manager) will inform program staff that consent is voluntary and that each 

participant’s decision is confidential.  The agency will provide the form in English or the 

participant’s primary language for limited English-proficient participants. Conversations 

regarding consent will be conducted in private to preserve confidentiality.   

 

Staff will be responsible for communicating and explaining the following points orally to 

ensure that participants understand how their personal information may be used: 

 Cityspan, a database firm, collects participant information and stores it in a secure, 

password-protected database designed to protect individual client information.  

 By signing the “Voluntary Consent to Use of Personal Data,” the participant agrees: 

- To let Oakland Unite staff and evaluation firm(s) working with the City access 

identifying information in Cityspan including participation in the program; 

- To allow the Program to choose to share individual data with other agencies in 

the Oakland Unite network for referral and coordination of services; and 

- To authorize the evaluation firm(s) to collect information from Oakland Unified 

School District and law enforcement entities to help evaluate the program. 

 Great care will be taken to protect the confidentiality of all the information 

collected about participants – participants’ names or other identifying information 

will never be published in a report or other publicly available document. 

 Signing the consent form is completely voluntary. If a participant declines to sign it, 

his/her information will not be used.  A participant’s decision does not affect his/her 

ability to participate in programming. 

 A participant can change their mind about providing consent by contacting the 

Human Services Department in writing.7 

                                                 
7 Note: if assistance is needed to prepare the written request, the agency can contact their 

assigned Program Officer. 
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Who Can Consent to Use of Personal Data? 

Oakland Unite participants who are legally able to choose to participate in the 

program may also choose to volunteer their consent regarding the use of their data. 

 

For minors, services that require parental permission in order for the minor to participate 

in the program also require a signature of consent from parent/guardian (or legal 

designee if they are a ward of the Court) in order for data to be shared. 

 

If the participant from whom you are obtaining consent is under 18 and you required 

parental permission to participate, you MUST ALSO obtain parent or guardian consent 

for participation in data sharing and evaluation. If you are uncertain whether your 

participants can consent to use of their data, please contact your Program Officer to 

discuss. 

 

 

Documenting Consent Status 

Consent status for each participant should be updated on the Cityspan information 

management system upon intake, on the participant’s “Baseline” tab. 

 

Each agency must keep the signed consent forms on file with the other eligibility 

documentation required by Oakland Unite, as specified in the grantee’s Scope of Work.   
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ATTACHMENT F: CONSENT TO USE OF DATA/RELEASE OF INFORMATION 

 

 

Voluntary Consent to Use of Personal Data for 

Evaluation Research and Program Coordination 

 
This Program is funded through the City of Oakland, under the Oakland Public Safety 

and Services Violence Prevention Act (Measure Z) which was approved by the voters of 

Oakland in 2014.  The City’s Oakland Unite initiative directs Measure Z funds to programs 

designed to help at-risk youth and young adults. Measure Z also funds an evaluation to 

see if programs are making a difference and how they can be improved.  Programs 

collect individual information about participants in a secure database to track service 

delivery, to make sure services are well-coordinated, and for the evaluation study. The 

study will run throughout Measure Z implementation and will include approximately 

5,000 Oakland Unite participants each year.  

 

Cityspan Technologies, a database firm, collects Oakland Unite participant information 

and stores it in a secure, password-protected database designed to protect individual 

client information. The database firm provides individual client information to 

designated project leads in the City’s Oakland Unite division, and to professional 

evaluation firm(s) that enter into evaluation contracts with the City.  

 

By signing this form, you are agreeing to let Cityspan, designated Oakland Unite staff, 

and the City’s contracted professional evaluation firm(s) access identifying information 

about you (such as your name, date of birth, age and gender) and your participation 

in the Oakland Unite program, such as the number of months you participated, the 

services you received, and whether you successfully completed the program.  

 

You are agreeing to allow the Program to choose to share individual level data with 

other agencies in the Oakland Unite network for the purposes of referral and 

coordination of services, as part of a multi-disciplinary team.  

 

You are also authorizing the evaluation firm(s) to collect information from Oakland 

Unified School District (such as information about your grades, attendance and 

suspension record), and law enforcement entities such as the Department The 

California Department of Corrections & Rehabilitation (parole) and/or the Alameda 

County Probation (such as your arrest and violation history and risk assessment results) in 

order to help evaluate the effect of the program. 

 

We will take great care to protect the confidentiality of all the information we collect 

about you. Evaluation firms will password-protect any files that contain your personal 

information. Any evaluation reports produced will NEVER disclose any personal 

information. No participant’s’ name, address, or identifying information will be 

published.  For example, the report will say something like “70% of participants complied 

with the terms of their probation.”  
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There are some risks to you in participating in the evaluation study, such as the loss of 

confidentiality (disclosure of your personal information), despite safeguards to protect 

against it.  There are no immediate benefits, though results may help to improve 

programming in the future. 

 

Questions about the evaluation and use of participant data can be directed to:  

Josie Halpern-Finnerty, Program Planner at JHalpern-Finnerty@oaklandnet.com 

or (510) 238-2350.  

 

Signing this form is completely voluntary. If you do not sign it, we will not use your 

information. Your decision does not affect your ability to join this Program or any other 

programs or activities. You can always change your mind and ask that your information 

not be shared going forward. However, if your information has already been shared, 

revoking your consent will not undo prior actions. To change your consent, simply notify 

the Human Services Department in writing at: 

Human Services Department, Attn: Oakland Unite Evaluation 

150 Frank H. Ogawa Plaza, Suite 4340, Oakland, CA  94612 

 

Signing this form is completely voluntary. 

 

I have read this form, any questions I have about this form have been answered, and I 

agree to everything written above.  

 

 

_____________________________________ 

Print Name of Participant    

 

 

_____________________________________________________________ 

Signature of Participant    DATE 

 

 

For participants younger than 18 years old, if you had to get permission from a parent or 

guardian to participate in the program, then a parent or guardian MUST ALSO sign 

below to consent to your participation in data sharing and evaluation.  

 

 

I have read this form and on behalf of _________________________ (Name of Participant), 

I agree to everything written here.   

 

 

_______________________________________ 

Print Name of Parent or Guardian    

 

 

________________________________________________________________ 

Signature of Parent or Guardian   DATE 

 

mailto:JHalpern-Finnerty@oaklandnet.com
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ATTACHMENT G: CONSENT FORM FAQS 

 

 
INTRODUCTION AND PURPOSE 

These FAQs are intended to help Oakland Unite providers respond to common 

questions that come up when talking to participants about signing the “Voluntary 

Consent to Use of Personal Data” form.   

 

All providers are required to make their best effort to secure consent from participants 

enrolled in their Oakland Unite-funded programs. The questions and responses below 

describe when, how, and why participants’ data can be shared if they consent. 

These FAQs are not intended for use as a participant hand-out, but as a tool for 

providers in their conversations with participants. For more guidelines for providers on 

how to administer the consent form, please see the “Consent Administration Protocol.”  

Providers who have questions about these FAQs or the consent form in general can 

contact Josie Halpern-Finnerty, Program Planner, at JHalpern-Finnerty@oaklandnet.com 

  

 

ANSWERS TO FREQUENTLY ASKED QUESTIONS 

FAQ: What is Oakland Unite and what does it have to do with me? 

Oakland Unite is the name for a unit in the City’s Human Services Department. The 

unit grants out money and works with community-based organizations to support 

people and neighborhoods most affected by violence. About 4,000 people each 

year get support from Oakland Unite programs like this one. 

 

FAQ: Why am I being asked to sign this document? 

We want to know if our programs are working! Every program that gets funding from 

Oakland Unite is evaluated to see what’s going well and what could be better.  

 

When you sign this document, you are saying it is ok to use information about what 

you do in this program in the evaluation. The information is used to look at what the 

program is doing – not what you are doing.  

 

You are also saying it is ok for me to share information with other agencies to 

connect you to services that we discuss. 

 

FAQ: What information of mine will be used? 

The evaluators will use basic information such as your date of birth, name, age and 

gender. They will look at information about our work together such as how long you 

participate and the services you get.  

 

They may also use information from the school district or probation to see if the 

program is helping things get better in your life. The evaluator will not share your 

individual information with other people (like probation) or in any of their reports. 

 

 

http://oaklandunite.org/wp-content/uploads/2012/12/Client-Consent-to-Data-Sharing_Oak-Unite_Jan-2016.pdf
http://oaklandunite.org/wp-content/uploads/2012/12/Client-Consent-to-Data-Sharing_Oak-Unite_Jan-2016.pdf
http://oaklandunite.org/wp-content/uploads/2012/12/Client-Consent-Administration-Protocol_Oakl-Unite_Jan-2016.pdf
mailto:JHalpern-Finnerty@oaklandnet.com
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FAQ: How will this information be used?  

This information will be used in an evaluation that can help you and others.  

The evaluator will NEVER share your individual information in reports or presentations 

– instead, they will combine your information with many other people’s to help 

programs improve. 

 

For example, they may write a report that says “30% of people served by Oakland 

Unite programs successfully completed a job training program.” 

 

FAQ: Who will use my information? 

The evaluator will use your information along with information from other people 

who are in Oakland Unite programs. The evaluator is separate from my agency and 

has many years of experience making sure that people’s information is kept private.  

My agency and I will use your information to connect you to services that we 

discuss.  

 

FAQ: Where is the information stored? 

We use a secure, password-protected database designed to protect individual 

client information (called Cityspan). I also have a paper file that I keep in a locked 

drawer. You can see your information in the database or file any time you want. 

 

FAQ: Will any member of law enforcement have access to my information? 

Law enforcement cannot see your information in the database, and we do not give 

participant data to any law enforcement agency. Not my agency, not the 

evaluator, and not Oakland Unite. If you want me to, I can talk to law enforcement 

about our work together in specific ways that we discuss – for example, if we agree I 

should call your probation officer to give them an update. 

 

However, it’s true that if my agency was subpoenaed we could be required to 

share information. I will be very careful about what I enter into the database so that 

it wouldn’t cause problems for you in the unlikely case that I am required to provide 

it. You can see what I am putting into the database any time you want. 

 

FAQ: Will my name ever be used? Will my child’s name be used? 

I’ll use your name in the database so that I can keep track of our work together. This 

also helps the evaluator know whether things have gotten better for people my 

agency works with – for example, if they graduate high school. The evaluator will 

NEVER share your name or personal information in reports and presentations. 

 

I will not put your child’s name in the database so it will not be shared with anyone.  

 

FAQ: How is the information useful if they don’t use my name? 

The evaluator helps us and other programs see how things are going overall, not for 

you personally.  For example, they may write a report that says “80% of people 

served by Oakland Unite programs were not re-arrested after participation.” 

This helps tell the story of what this program does. In the past, the evaluator has 

found that programs like ours help people stay out of prison. Knowing that these 

programs make a difference also helps keep the funding going. 
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FAQ: If my family and/or I are undocumented, will this put us at risk? 

We do not share information with agencies like I.C.E. It’s very unlikely we will be 

required to share this type of information – we would have to be subpoenaed. Just 

in case, I will be careful not to put information about the status of family members in 

the database.  

 

FAQ: Do I have to sign this consent? 

Simply put: No. Signing the consent form is optional and we can work together 

either way. But it really helps programs learn how to improve their services to support 

you and others. And there are a lot of things in place to protect your information. 

 

FAQ: Do you have to put my information in the database? 

Yes, at least some basic information about you and our work together has to be 

entered in the database even if you don’t sign the consent form. It’s required for our 

funding, and shows that this program is doing what we said it would. If you don’t 

sign the consent form, it just means that your information won’t be included in the 

evaluation. 

 

FAQ: Can I take back consent? How long does consent last? 

Yes, you can take back consent. We can’t undo things that have already 

happened if information of yours has already been included in an evaluation. But 

we can make sure it isn’t used in the future if you change your mind.  

Your consent does not have an end-date. I will revisit consent with you if you leave 

and come back to the program in case anything has changed for you.  

 

FAQ: What are the risks to signing this form? 

The risks are small. There is a slight chance that your personal information could be 

shared in ways it isn’t supposed to be, but there are many protections in place to 

prevent that from happening. It hasn’t happened in over eight years of these 

programs being evaluated. 

 

FAQ: Do you have the form in different languages? 

Yes, we have the form in Spanish and Chinese. If you need it in another language 

just let me know and we can figure out how to get it. 

[For forms in Spanish and Chinese visit the Oakland Unite website  Grantee Corner 

 Tools for Grantees] 

http://oaklandunite.org/grantee-corner/tools-for-current-grantees/
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ATTACHMENT H: BUDGET MODIFICATION FORM (EXAMPLE)  

BUDGET MODIFICATION FORM  

Contract Period: July 2017-June 2018 

Lead Organization Name: 

Sub-Strategy 

I. DIRECT COSTS     Original OU 
Request  

Modification  Revised 
Budget  

A.  PERSONNEL           

Lead Agency Positions  Annual 
Salary 

% FTE 
on 

project 

      

Executive Director $65,000  10% $6,500.00    $6,500.00  

Program Manager $45,000  25% $11,250.00    $11,250.00  

Case Manager  $35,000  100% $35,000.00   -6000 $29,000.00  

Subtotal     $52,750.00    $52,750.00  

Fringe Benefits & Rate rate: 14% $7,385.00    $7,385.00  

SUBTOTAL      $60,135.00   -6000 $54,135.00  

B.  OTHER DIRECT COSTS            

Equipment/Computer 
Upgrades  

    $2,000 +3000 $5000 

Facility/Classroom Rental      $0   $0 

General Office Supplies/ 
Software  

    $2,508   $2508 

Program Materials and 
Supplies   

    $4,000  +3000 $7000 

Telephone/Internet/ 

Communications  

    $2,000  $3000 

Travel/Transportation      $2,000   $2,000 

Staff Training/Professional 
Development   

    $3,000   $3,000 

SUBTOTAL        $15,508   +6000 $21,508  

C. WAGES, STIPENDS, and 

FLEXIBLE FUNDS 

          

  Amount # of 
clients 

      

Client Incentives $100.00  40 $4,000.00    $4,000.00  

            

SUBTOTAL        $4,000.00    $4,000.00  

D. SUBGRANTEES           

 N/A           

SUBTOTAL     $0    $0  

II. INDIRECT COSTS           

Lead Agency Indirect  Rate: 8.70% $6,928.94    $6,928.94  

SUBTOTAL      $6,929    $6,929  

GRAND TOTAL        $86,572    $86,572  
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ATTACHMENT I: MATCH DOCUMENTATION FORM (SAMPLE)  

 

I.  Agency Information 

Lead Agency  

      Check if Lead Agency is a Fiscal Sponsor 

Sub-Strategy   

Contact Name & Phone #  (          )           - 

Total Oakland Unite Award $ 

 

II. Match Summary 

Below, list the proposed different sources for your match and amounts. Be sure to list only 

the amount that is being used towards your Oakland Unite-funded project for July 2017- 

June 2018.   

 

TYPE Source Match Amount 

Philanthropic 

Grants: 

 $ 

 $ 

 $ 

 $ 

 
Grants/Service 

Agreements 

 $ 

 $ 

 $ 

 $ 

 

Corporate 

Donations 

 $ 

 $ 

 $ 

 $ 

 

Individual/Private 

Donations 

 $ 

 $ 

 $ 

 $ 

 

In-Kind Donations  $ 

 $ 

 $ 

 $ 

 
Volunteer Support _______ hrs x $12.55 (or more with 

HSD Approval) $ 

TOTAL MATCH $ 
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ATTACHMENT J: PHOTO RELEASE FORM 

 

Oakland Unite / City of Oakland 

Publicity Release and Consent 

 



 I authorize the City of Oakland’s Oakland Unite or any third party it has approved to 

photograph or videotape me during the Oakland Unite-funded program activities and 

to edit or use any photographs or recordings at the sole discretion of Oakland Unite.  

 

I understand that I shall have no legal right or interest arising from the recording, 

including economic interest. I also agree to release and hold harmless Oakland Unite 

and any third party it has approved from and against all claims, demands, damages, 

and liabilities arising out of or use of the recording.   

I have read, fully understand, and have willingly signed this Publicity Release and 

Consent. I certify that I am over the age of eighteen years.  

 

 

 

_____________________________________ 

Print Name of Participant    

 

 

_____________________________________________________________ 

Signature of Participant    DATE 

 

 

 

FOR PARTICIPANTS YOUNGER THAN 18 YEARS OLD: 

 

 

 

_______________________________________ 

Print Name of Parent or Guardian    

 

 

________________________________________________________________ 

Signature of Parent or Guardian  DATE 
 


