ORR ETHNIC COMMUNITY SELF HELP GRANT
PROGRAM IMPLEMENTATION GUIDELINES   FY 2014-2017

The objective of the Ethnic Community Self-Help Program (ECSH) is to strengthen organized ethnic communities comprised and representative of refugee populations to ensure ongoing support and services to refugees within five years after initial resettlement.  The populations targeted for services and benefits in the application must represent refugee communities which have arrived in the U.S. within the last five years (no earlier than 2009).  Competition for funding under this program is limited to refugee ethnic community-based organizations as well as refugee ethnic organizations that are faith-based to submit competitive grant applications for funding of the Ethnic Community Self-Help Program to provide services to newly arrived refugees.  Only ethnic community-based organizations are eligible to apply.  For information on HHS grants policy, see: http://www.hhs.gov/asfr/ogapa/grantinformation/hhsgps107.pdf 

Client Eligibility
ORR-funded services under the terms of this program are intended to benefit refugees (including asylees, SIVs and other populations defined below as eligible) who have arrived in the U.S. within the last five years.  Grantees who conduct outreach among targeted refugee ethnic communities must make it clear that the funded services are limited to recently arrived refugees who have phased out of the Reception and Placement (R&P) period.  This criterion ensures that ECSH funded services complement but do not duplicate services available to refugees from resettlement agencies.  Naturalized U.S. citizens who entered as refugees are not eligible for ORR-funded services. 
To ensure compliance with the above service criterion, grantees must require all clients to provide documentary proof of one of the following statuses as a condition of eligibility. Henceforth, all eligible clients will be referred to as "refugees" unless the context indicates otherwise.
a. Refugees or asylees under 45 CFR 400.43; and the following categories of non-refugee clients.      
b. Cuban and Haitian entrants under 45 CFR Part 401; 
c.      Certain Amerasians from Vietnam under 45 CFR 400.43
d.	  Victims of Severe Forms of Trafficking, per section §107(b)(1)(A) of the Trafficking   Victims Protection Act of 2000, Pub. L. No. 106-386, and certain family members of victims of severe forms of trafficking, per the Trafficking Victims Protection Reauthorization Act of 2003 (TVPRA), Pub. L. No. 108-193 (22 U.S.C. § 7105(b)(1)(A)).  [See ORR State Letters #00-17 (as clarified by #00-22); #01-13 (as modified by #02-01; and #04-12]).

Culturally and Linguistically Appropriate Services 
Grantee agencies that seek to provide direct services to refugees must do so in a manner that is compatible with a client’s linguistic and cultural background.  In particular, grantees must ensure that language assistance is provided to Limited English Proficiency (LEP) clients in accordance with Title VI.  Grantees must provide LEP clients with translations of documents such as enrollment agreements and other documents outlining terms and conditions of services to the extent possible.  Oral translations are permitted if the client is illiterate in his/her own language.  A statement attesting to the translation should be included in the client file.

Orientation of Beneficiaries Regarding ECSH-funded Services 
Grantees must provide clients a simple but comprehensive orientation about the ORR-funded project, stressing the nexus between the federal Office of Refugee Resettlement, state agencies, and local service providers such as themselves.  Such an orientation helps provide a context for the program and ORR-funded services, facilitating the dissemination of information to refugees regarding the distinctive roles of resettlement agencies and ECBOs.  As such, the ECBO must stress the objectives of the ECSH Program, which differ from R &P and other services offered by voluntary agencies.    

Storage of Program-Related Documents  
To ensure confidentiality of client information, grantees must store files belonging to clients accessing the ORR-funded program in locked facilities.  Additionally, as many grantee agencies serve both refugee and immigrant populations, grantees must store documents relevant to the ORR-funded grant program in a separate location so as to prevent the inclusion of unrelated outcomes in semi-annual progress reports to ORR.  

Reporting of Outcomes
In accordance with HHS Grants policy, grantees of this program must submit progress reports twice a year (semi-annually).  Reporting requirements include a narrative report (listing activities, outcomes against objectives, and clients served) as well as a separate financial report.  The report for the first budget period ending March 31 is due April 30 of each year, and the report for the second budget period ending September 30 is due October 31.  A final project report is due 90 days after the completion of the entire three-year project. For suggestions on what to include in reports, please refer to the section entitled Program Progress Reporting Tip Sheet. 

Allowable ECSH Services and Activities
The following section lists some common allowable activities listed in Section I of the Funding Opportunity Announcement.  Requirements and best practices regarding implementation of such activities are listed below.

1. Case Management 
For accurate tracking of services and outcomes, grantees must maintain case files for clients they enroll.  The case file should include:  
a. Intake information (date of eligibility, date of enrollment, date of service termination, number and names of members of the case upon arrival; and documentation showing the individual is eligible for services (alien number, birth date, current address, health status, educational level, native language, literacy and English language level, and social security number);
b. Signed and dated Enrollment Agreement form outlining Client Rights and Responsibilities.  Documents should be translated into the languages of the target population group as needed to ensure each client’s complete understanding of the program.  
c. Clear documentation of all services provided to clients based upon the needs and goals identified in the proposal submitted under the RFP.
d. If a client is enrolled in a training program, the date, type, intended duration, expected outcomes, and provider of the training program also should be indicated in the case file.
e. Maintenance of case notes documenting case workers’ contact with, and monitoring progress of the client over time with summary notes regarding the purpose and outcomes of each contact.  

2. Employment Services
If the grant activities include employment services, the grantee agency must show that clients enrolled are receiving appropriate services, which might include professional training, English Language Training (ELT), and recertification programs, as needed.  The level of employment services received by each client should reflect the skills, needs, and barriers determined in the Intake interview/form.  

3. English Language Training (ELT)
If the grant activities include provision of ELT, grantees must follow the plan outlined in the proposal submitted/approved by ORR.  Grantees must document in the case file that the client is enrolled in an English language training program, as needed and at an appropriate competency level as identified in the intake plan.  Case files should include details regarding the provider, duration of attendance, and course of study. English language training classes must be taught by trained ELT instructors even if they are volunteers.  ELT is to be provided without cost to the client.

   4. Provision of Volunteer Support for Clients
If the grant activities include providing volunteer support for clients, the grantee must document provision of volunteer services. Volunteer service records must be included in client case files when such services (tutoring, transportation, etc) directly benefit clients.   
Documentation should include signatures of volunteers certifying the day of service, hours, and type of service performed.  Documentation of volunteer time via email is acceptable as long as such reports are submitted in time and reviewed and approved by authorized staff.  

5. Community Outreach and Resource Dissemination 
If project activities include outreach to and education of the mainstream community about incoming refugee groups, grantees should maintain a list of organizations contacted and events conducted.  To avoid spending federal funds to produce existing information about refugee groups, grantees should prioritize the use of ORR-funded TA materials relating to refugee issues.  For further information on TA resources, please visit ORR’s website. 
  
6. Resource Production and Dissemination 
If project activities include the development of locally or culturally specific orientation material for refugee communities in languages spoken by refugee communities (such as a driver’s manual in Nepali for Bhutanese refugees in Georgia, health awareness flyers in Kirundi, or a financial literacy booklet in Somali), grantees must not only disseminate that information to the targeted community, but they should also share those ORR-funded resources with the ORR program manager for dissemination among all program grantees. Resources developed with ORR funds belong to ORR and the funded agency.  ORR has total freedom to use these resources as it sees fit.
 
    7. Organizational Development and Capacity Building
If the project activities include collaborating with or sub-contracting with another organization, grantees are responsible for supervision of sub-grantee activities.  Grantees must monitor the performance of the grant and sub-grant activities and review each program function to ensure that adequate progress is being made towards achieving programmatic goals; program implementation is in full compliance with Federal grant regulations; grant finances are managed according to Federal grant regulation; and programmatic and financial reports are submitted to ORR as detailed in the Program Announcement. 

 Case File Documentation   
Consistency of folder content:  To ensure beneficiary eligibility and consistency of documentation, the grantee should develop a client list, a checklist for all folders, and a summary sheet showing the types of assistance rendered.
Program managers should ensure that all files have the same documents in the same order for ease of monitoring and reference by caseworkers.  One way to ensure that all case files would be to establish a monthly review of case files by the project coordinator and attaching a checklist on the cover of each case file. 
Case files contents must cover the following areas:
Eligibility Information: Where grantees offer direct services to individual clients under the Ethnic Community Self-Help Program, staff should complete all relevant fields in client intake forms and attach evidence of the client’s immigration status as a refugee or asylee, including copies of the I-94, and Social Security Card, in the client’s individual case file.
Case Notes Documenting Consistent Services:  Grantees should document interactions with clients, noting who had initiated the interaction, the reason for it, the type of assistance provided, and both subsequent remedial actions and outcomes as a follow up of specific problems reported in earlier case notes. 
Translation of Enrollment in Client’s Primary Language:  As most beneficiaries posses Limited English Proficiency, grantees must provide a translation in the client’s native language which the client can sign, showing full understanding of the terms of enrollment.  If the client does not need the agreement to be translated, it should be mentioned on the signed enrollment form.
Program Progress Reporting Tip Sheet
 Semi-annual reports
The top 4 qualities desired in a semi-annual report naturally have to do with content.  A good report is:
i)  Complete in that it discusses all aspects of grant project that were to be covered in  
     the reporting period;
      ii) Concrete in that it offers written/photographic evidence to back up claims about 
           clientele, services, attendance, impact, and outcomes ;
      iii) Concise in that it doesn’t use the first person or tell long stories about why  
           a project activity was delayed or canceled; and 
     iv)  Clear in that it reports the “who,” “what,” “where,” “when,” “why,” and “how” of 
project activities.
Some welcome report attachments include:
· A chart outlining what was expected/ scheduled during the  reporting period and what was achieved
· Photographs
· Press coverage
· Examples of documents produced during a project such as informational flyers and handbooks

Some Do’s 
· Meet the submission deadline: Your program officer should not have to track down a missing report.  If there is a reason for a delay, call ahead or email.
· Include the federal cover sheet.
· Insert page numbers and use a header to identify your organization and grant number: It’s hard to make sense of things when pages are not numbered or if a grantee with more than one project funded by ORR fails to specify which project is being discussed.

Some Don’ts
· Do not include non-refugee clients in program outcomes.
· Do not include clients served through different funding streams to demonstrate project outcomes.

End- of-project reports
For final reports, both the financial and the narrative reports should cover the entire three-year project period. One final SF269 must be filed showing expenses for three years if that is the length of the project period.
Likewise, the final narrative report must highlight major accomplishments, problems or challenges, how those challenges were addressed and if there were any salient lessons learned, significant dissemination activities, major collaborations, coalitions and resources developed during the three year period. The format for reporting the final report is the same as the semi-annual reporting format. 
End-of-project reports are due within 90 days after the completion of the project.  For example, the final report for a project ending on September 29, 2014 must be received by December 31, 2014.  All reports are to be uploaded to Grant Solutions. 

Continuation Proposal Tips 
The most important feature to remember when preparing a proposal for continued funding of ORR-funded projects is the original goal of the project and whether it has changed.  Grantees should plan the coming year’s activities in light of the previous year’s activities and accomplishments and what remains to be done. 
2nd year grantees: For grantees entering the second year of their respective projects, it might be useful to assess the progress to date of the project and whether project activities need to be modified slightly given the unanticipated challenges (or successes) of the first year.  Totally new activities may not be proposed.  Although most original proposals contain a timeline of the various objectives and activities of the entire project, they tend to elaborate mostly on the first year and to mention only briefly what will be done in later years. Accordingly, it is important to give a brief overview of project goals and objectives, offer a situational snapshot of what has been accomplished in the first year, and provide a table listing the activities to be undertaken, the entities performing those activities, and the timeline of those activities during the second year. The continuation proposal must contain details of any new partner agencies and the loss or acquisition of key project staff.  In addition to the narrative, applicants must submit a detailed budget along with a budget justification of expenditures for the program year.  The official ORR invitation to apply for continued funding contains guidance as to forms required for submission.
3rd year grantees: Grantees entering the final, third year of their projects should focus on evaluating the success of the project in meeting the goals outlined in their original grant proposal.  In addition to listing remaining objectives and final year project activities, grantees should have a good sense of the efficacy and impact of their project by the third year and how the project will be concluded.  Engaging in a monitoring and evaluation activity is particularly appropriate so that both the grantee and ORR can objectively assess the efficacy of program design and determine whether the project can and should be continued, and whether the model should be replicated through other projects.

Conclusion:
This document serves to supplement the information contained in the Funding Opportunity Announcement of the Ethnic Community Self Help-Program available at: http://www.acf.hhs.gov/grants/open/foa/office/orr 
For further information contact Tabassum Siraj by email at tabassum.siraj@acf.hhs.gov; or by telephone at 202-401-4689. 
