
Do You Want To Make 
A Difference In Your 

Community? 

COMMUNITY ACTION PARTNERSHIP OF RIVERSIDE COUNTY 
Is Seeking Candidates For 

 COMMUNITY ACTION COMMISSION 
LOW-INCOME REPRESENTATIVE - DISTRICT 3 

The CAC meets on the third Thursday of 
every month (no meetings in August and 
December) in Banning at 7:00 p.m.  
 
For additional information, or to receive an 
application, please call Tamara Martin, Ex-
ecutive Assistant, at (951) 955-4900. The 
application is also available in English and 
Spanish at www.capriverside.org.  

Helping People. Changing Lives. 

District 3 includes the following communities: Hemet, San Jacinto, Temecula, 
Murrieta, Anza, Aguanga, Idyllwild, Homeland and Winchester. 

Community Action Partnership of Riverside County (CAP Riverside) is seeking candidates 
who live in District 3 within Riverside County, to serve as a Low-Income Sector Representa-
tive on the Community Action Commission (CAC). The CAC serves as an administering board 
for CAP Riverside. Commissioners are volunteers who are dedicated to the mission of com-
munity action and are willing to participate on various committees and Commission activities 
to serve low-income people. 
 
To be an eligible candidate, a person must: 
 

 Be 18 years of age or over. 
 Reside in the supervisorial district where the vacancy exists. 
 Candidates must be members of the low-income community.  
 Not be a member or family member of the CAP Riverside staff, the CAC or the Board of 

Supervisors. 
 Complete and return an application to the CAP Riverside office by Friday, August 10. 

2012, 5:00 p.m.   



 

 
 
July 6, 2012 
 

Dear Potential Candidate: 

Thank you for your interest in being considered to serve as a Low-Income Sector Representative on the Community 
Action Commission (CAC) for the Community Action Partnership of Riverside County (CAP Riverside).   The attached 
informational packet provides an understanding of what your role and responsibilities will be if you are selected to serve 
on the CAC.  The documents include: 

 Community Action Commission Role and Responsibilities Description 

 Community Action Commission Application 

 Community Services Block Grant (CSBG) Income Guidelines 

 Election Process 

The CAC is responsible for oversight of all CAP Riverside programs and is composed of public, private and low-income 
sector representatives from the community.  CAP Riverside is the official anti-poverty agency for Riverside County.  Its 
mission is to assist low-income families to become self-sufficient by offering opportunities through education, wealth 
building, advocacy, and community organizing.  CAP Riverside partners with community and faith-based organizations, 
local, state and federal governments and the private sector in the delivery of services such as home weatherization, 
utility bill payment assistance, free tax preparation, matched savings program, conflict resolution services, etc. 
 
As a member of the CAC your responsibilities would include: 

 Attend at all monthly meetings (Currently the CAC meets in Banning, on the 3rd Thursday of each month at 7 
p.m.). 

 Participate on at least one CAC committee. 

 Provide assistance to review proposals and conduct subcontractor site visits. 

 Participate at various CAP Riverside activities (community events, conferences, etc.). 

The attached Role and Responsibilities Description provides you with more detailed information. 

If you are interested in being considered as a member of the CAC, please complete and submit the attached application 

by Friday, August 10, 5:00 p.m.  Once your application has been reviewed and approved for eligibility, you will be 

contacted and your name will be placed on the ballot for voting.  (See attached Election Process for additional 

information).  Thank you in advance for considering volunteering your time to serve on this Commission.  If you have 

questions, please contact Tamara Martin, Executive Assistant at 951-955-4900.   

Membership Committee 
Community Action Commission 



COMMUNITY ACTION PARTNERSHIP OF RIVERSIDE COUNTY 

COMMUNITY ACTION COMMISSION 

JOB  REQUIREMENTS 

The County of Riverside designated the Community Action Partnership of Riverside County 

(CAP Riverside) as the official anti-poverty Community Action Agency (CAA) for Riverside 

County in 1979.  CAA’s are organizations established under the Economic Opportunity Act of 

1964 to fight America’s War on Poverty.  CAP Riverside is a public CAA responsible for 

planning, developing and executing community action programs that alleviate poverty and 

promote self-sufficiency for low-income people. 

The Riverside County Board of Supervisors serve as the governing board for CAP Riverside 

with final authority responsible for policy decisions.  The Community Action Commission 

(CAC) serves as the tripartite administering board responsible for program oversight and 

advises the Board of Supervisors on the administration of CAP Riverside programs.  The CAC 

consists of fifteen (15) representatives from the community – five (5) public, five (5) private, 

and five (5) low-income.   

AGENCY VISION:   Riverside County without poverty.   

AGENCY MISSION:    We, the Community Action Partnership of Riverside County, with the 

community, will end poverty by offering opportunities for the poor through 

education, wealth building, advocacy and community organizing. 

CAC  REQUIREMENTS 

In performing duties as a CAC member, every member is expected to: 
 
Minimum Requirements: 

 Demonstrate a strong interest in the agency’s vision, mission and goals. 

 Devote adequate time to fulfill the mandates of the vision and mission. 

 Expand knowledge of CAC responsibilities and operations through participation in 

orientation, education and training. 

 Represent the agency to the community.  Be an advocate. 

 Attend all CAC meetings and committee meetings. 

 Be active and involved at CAC meetings.   

 Stay informed and current on activities and business. 

 Devote the necessary time to prepare for and participate in CAC and committee 

meetings. 

 Offer input at meetings. 

 Understand member responsibilities and rights so the CAC can conduct business 

effectively and efficiently. 



 Take responsibility and accountability for the agency and all decisions made by the 

CAC. 

 Exhibit high ethical standards and integrity in all CAC actions. 

 Support and facilitate transparency, accountability, partners, and results. 

 Demonstrate willingness to work as a team member with other CAC members and 

the Executive Director. 

Essential Requirements: 
Program Planning 

 Ensure agency maintains standards of excellence. 

 Develop, review and support the agency’s vision and mission. 

 Clarify agency’s mission. 

 Assist staff in the development of short-term and long-term strategic plans.  

o Assist in conducting community needs assessment. 

o Conduct annual planning. 

o Ensure strategic plans align with the mission. 

 Set organizational priorities for action. 

 Ensure programs and services being provided appropriately address community 

needs. 

 Serve in leadership positions and undertake special assignments when asked to. 

 Approve, monitor and evaluate programs and operations on a regular basis. 

Financial Planning 

 Ensure financial accountability. 
o Ensure funds are used wisely. 
o Ensure the best programs are being provided with the available funds. 
o Ensure the success of the agency. 

 Oversee an ongoing process of the budget development, approval and monitoring. 

 Ensure adequate funds are available for financing the agencies operations. 

 Participate in fund raising activities. 

 Ensure audit/monitor issues are addressed and resolved.  
 

Human Resources 

 Recruit new members. 

 Recognize and nurture existing members. 

 Provide existing members opportunities to grow and develop. 

 Assist with hiring and annual evaluation of the Executive Director. 

 Provide administrative guidance to the Executive Director. 

 Maintain confidentiality. 
 
 
 



Public and Community Relations 

 Decide what the image of the agency will be and how the image will be projected and 
maintained. 

 Enhance the agency’s public image. 

 Become a voice and advocate for the agency’s mission. 

 Market the vision, mission, goals, programs and accomplishments. 

 Reach audiences with a message that motivates people to respond. 

 Attract attention, support and enthusiasm for the agency. 

 Maintain ongoing public relations and linkages to external entities. 

 Garner support from important members of the community. 

 Recruit and engage new partners. 

 Impact the social welfare agenda in the community and beyond. 
 Maintain involvement in “cooperative activities”. 

 

Agency Operations 

 Ensure the administrative systems are adequate and appropriate. 

 Ensure the CAC’s operations are adequate and appropriate (policies for conduct of 
meetings and operation of CAC business, etc.). 

 Ensure all committees are viable. 

 Ensure CAC members and the agency meets all applicable legal requirements and 
ethical norms. 

 Ensure an annual report is published. 
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The Community Action Partnership of Riverside County (CAP Riverside) supports programs 
that ensure a path to prosperity for all families in Riverside County. The Community Action Commission 
(CAC) serves as an administering board for CAP Riverside.  If you are interested in being considered to 
fill a vacancy on this Commission, please complete and return this document by August 10, 2012 at 5:00 
p.m..  NOTE: Applicants for the low-income sector representative must themselves be low-
income as defined by the attached Community Services Block Grant (CSBG) income guidelines. 

 
Community Action Commission Application 

_____ Low-Income Sector Representative   _____ Private Sector Representative 

 
 

Name:  

Organization Name: (Private Sector only) 

Street Address: 

City:      State:    Zip Code: 

Phone Number (Primary): 
Phone Number (Alternate): 
Email Address: 

Supervisorial District – Low-Income Sector Representative (Circle one):    3    
 
1. Current work position / Title / Name of organization / Length of time in this position. (If retired, please indicate last position 

retired from and date of retirement.  Please submit a resume if you have one.) 
 
 
 
 
  

2. List the reasons for your interest in the CAP Riverside. 
 
 
 
 
 
3. List relevant experience and/or employment (paid and volunteer). 

 
 
 
 
 
4. Describe briefly your area(s) of expertise / contribution (i.e., strategic planning, fundraising, evaluation, public 

speaking, advocacy, etc.) you feel you can make to CAP Riverside. 
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5. Please list community volunteer commitments (current and past that are relevant to this agency.  (Indicate 

approximate time periods for each.) 
 Commitment From  (mm/yyyy) To  (mm/yyyy) 

1    

2    

3    

 
 
6. List 3 references of individuals who may be contacted: Include name, position, organization, and contact 

information. 
 Name Organization Position Phone Number/Email 
1     

2     

3     

 

APPLIES ONLY TO LOW-INCOME SECTOR REPRESENTATIVE CANDIDATES:  As a potential candidate for the 
Low-income Sector Representative on the Community Action Commission, I certify that I meet the attached income 
guidelines; and 

APPLIES TO ALL:  
I certify:  
 

 I am not presently or in the past 3 years have been debarred, suspended, proposed for debarment, declared 
ineligible, or voluntarily excluded by any federal department or agency; 

 I have not been convicted of or had a civil judgment rendered against me for commission of fraud or a 
criminal offense in connection with obtaining, attempting to obtain, or performing a public (federal, state or 
local) transaction or contract under a public transaction, for violation of federal or state antitrust statues for 
commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false 
statements, or receiving stolen property; 

 I am not presently indicted for or otherwise criminally or civilly charged by a governmental entity (federal, 
state, or local) with commission of any of the offenses above; and  

 I have not had any public transactions (federal, state and local) terminated for cause or default during the 
three years prior to this application. 

I understand that making a false certification is cause for removal from consideration to this Commission. 

 

_______________________________________  _________________ 
             Signature           Date 

Please return completed application to: 
Attn. Tamara Martin, Executive Assistant 

Community Action Partnership of Riverside County 

2038 Iowa Ave. Ste. B-102 

Riverside, CA 92507 

 



 

Community Action Partnership 

of Riverside County 
 

Community Services Block Grant (CSBG) 

2012 Income Guidelines 

Size of Family Unit or 

Number in Household 
Monthly Income Annual Income 

1 $930.83 $11,170 

2 $1,260.83 $15,130 

3 $1,590.83 $19,090 

4 $1,920.83 $23,050 

5 $2,250.83 $27,010 

6 $2,580.83 $30,970 

7 $2,910.83 $34,930 

8 $3,240.83 $38,890 

 

For family units with more than 8 members, add $3,960 for each additional member.  (The same 

increment applies to smaller family sizes, as can be seen in the figures above) 



 
COMMUNITY ACTION COMMISSION 

LOW-INCOME SECTOR REPRESENTATIVE  
ELECTION PROCESS 

 
Vacancies currently exist in the following Supervisorial Districts for Low-Income Sector Representatives for the 
Community Action Commission (CAC): 
 

District 3 Primary and Alternate Representative 
 
To fill the vacancies, the CAC will host elections at various public forums in the Supervisorial District where the 

vacancies exist.  In order to ensure an open and inclusive process, the following process will be used for the 

elections: 

 Press Releases and Public Service Announcements will advertise dates, times, locations and purpose of 
the public forums to be held in the Third Supervisorial District.   
 

 Public notices advertising the dates, times, locations and purpose of the forums will be sent to 
community and faith-based organizations within the same district asking that the notice be posted in a 
location readily visible to members of the public.   All information will be provided in English and 
Spanish. 
 

 Eligible candidates will be provided a copy of the public notice with the dates, times, and locations of 
the public forums.  
 

 Eligible candidates will be offered an opportunity to present themselves at the scheduled forums. 
o All names and a short bio of each eligible candidate will be placed on a ballot (Candidates need 

not be present at the forums).   
o Only candidates who submitted an application before the established deadline will be eligible 

to be considered.   
o Write-in candidates are not allowed. 

 

 At the end of each public forum, participants will be provided a ballot to vote for the person they want 
to serve as their representative.  Low-income voters must meet the attached Community Services 
Block Grant (CSBG) income guidelines in order to vote.  Mail in ballots will not be accepted. 
 

 Ballots will be combined from all forums within each District and counted by current Low-income 
Sector Commissioners.  The candidate receiving the most votes within the Third Supervisorial District 
will be declared the winner; the candidate with the second highest number of votes will be declared 
the alternate. 
 

 Candidates will be notified of the election results and the names of the winners will be forwarded to 
the CAC for formal seating at the next CAC meeting. 

 

If you have any questions regarding the application or election process, please contact Tamara Martin, 

Executive Assistant at 951-955-4900. 


