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1. Introduction 

The following preparation guidelines are provided to assist Military Family Resource Centre (MFRC) Boards of Directors, Executive Directors and Staff with preparing for an upcoming Formal Site Visit. The scope and lines of inquiry for the Formal Site Visit are adjusted annually. 

Your DMFS Field Operations Manager will contact the Board Chairperson and Executive Director to determine an agreeable date for the Formal Site Visit. As the visit will require time with the Commanding Officer/OPI, MFRC Board of Directors, Staff, Volunteers, CF family members and other DND/CF partners, it is essential to begin the preparation process well in advance of the Formal Site Visit dates. 

2. MFSP Accountability Framework

Accountability refers to the obligation of those involved in the management and implementation of the MFSP to demonstrate and take responsibility for performance, in light of agreed upon expectations.  Accountability also answers the question, “Who is responsible to whom and for what?” 

Accountability helps strengthen the operational capacity of all stakeholders involved in the management and implementation of the MFSP.  Through the implementation of an effective accountability process the Canadian tax payer and CF families can be assured of the achievement of the MFSP Vision, Goals, and outcomes over the short and long term.  

The responsibility of ensuring that Canadian military families receive the best possible services and programs is important. DMFS has been assigned the overall responsibility of accountability for the public funds expended to achieve the outcomes of the MFSP, however all partners in the delivery of the MFSP play a critical part in accomplishing MFSP outcomes and ensuring overall accountability for the Program.  It is important that local Boards of Directors understand their accountability requirements. Your DMFS Field Operations Manager is available to provide onsite orientation and training in this area. 

DMFS uses several strategies to demonstrate the accountability and effectiveness of the MFSP.  These strategies, or mechanisms, are intended to capture overall Program performance as well as the contributions of individual MFRCs.   Accountability within the MFSP is required in three areas: financial, service delivery, and program standards. 

Financial accountability is used to document how funds are spent and to determine whether MFRCs have been good stewards over the public funds designated for the implementation of the MFSP.  Financial accountability is measured by: 
· MFRC Quarterly Financial and Performance Reports

· Annual external and independent financial audit

· DMFS commissioned Compliance and Assurance Review

· Service Delivery Agreements
Effectiveness of Services is concerned with the quality of the products, programs and/or services delivered by MFRCs and the achievement of the MFSP outcomes as defined in the accountability framework found in MFSP: Parameters for Practice. Effectiveness of Services is measured by: 
· Program Model Accountability Framework (MFSP: Parameters for Practice)

· MFRC Quarterly Financial and Performance Reports 

· MFRC conducted evaluations and community needs assessments

· DMFS Formal Site Visits

· MFSP Participant Survey 
Performance according to MFSP Standards is about determining if the MFRC has carried out their Service Delivery Agreement in accordance with the agreed upon standards, values and principles found in the MFSP: Parameters. Performance according to MFSP Standards is measured by: 
· DMFS Formal Site Visits 

· DMFS commissioned Compliance and Assurance Review 

· MFRC Quarterly Financial and Performance Reports 

· Adherence to MOU provisions

The Memorandum of Understanding signed by the Board of Directors with the Chief of Military Personnel, along with the MFSP: Parameters for Practice are the two primary documents referenced when measuring the accountability of the MFRC. DMFS has produced an MFRC Accountability Check List which is very helpful in preparing for your DMFS Formal Site Visit.
3. Purpose of the FSV

The purpose of the Formal Site Visit is to monitor the provisions of the Memorandum of Understanding and verify your MFRC performance against the approved MFRC Service Delivery Agreement, submitted Quarterly Financial and Performance Reports, and the MFSP: Parameters for Practice.  In addition, progress towards addressing observations and recommendations noted in previous Formal Site Visit Reports and the DMFS commissioned Compliance and Assurance Review reports will be monitored. 
The Formal Site Visit is a continually evolving process which is adapted to review the current trends and issues within the MFPS, and DND. A formal report is produced to which the MFRC must respond in writing with an action plan within 3 months of the receipt of the report. 

4. Areas of Focus during Formal Site Visit

4.1 Annual areas of monitoring: 
Annually the Field Operations Managers will monitor and document observations and recommendations related to the following:
· Compliance with Memorandum of Understanding provisions 6.3
· Governance and Management Practices  

· Relationship between the MFRC and the local Chain of Command

· MFSP Program and Service Delivery – Memorandum of Understanding provision 

6.3.8 and 6.3.9

· MFSP Principles Values Characteristics and Standards.

· Community Needs Assessment and Evaluation

· Progress on prior year Formal Site Visit recommendations 

· Progress on prior DMFS commissioned Compliance and Assurance Review 


recommendations

· Partnerships and Non-duplication of Services – MOU provision 6.3.6

· Volunteer Involvement

Please be prepared to speak to each of these areas during the formal site visit.

4.2 Specific Focuses for 2011/12 Formal Site Visits

· Governance practices related to the Annual General Meeting
· Enhancing response to Community Needs Assessment & Evaluation and MFSP Participant Survey
· Integrated Personnel Support Centre/ Family Liaison Officer (IPSC/FLO), if applicable
· Progress with population/maintenance of www.familyforce.ca MFRC homepage
· Awareness and promotion of National MFSP Services:
i. Family Information Line  

ii. LifeStage

iii. The Minds the Matter

iv. Connecting CF Youth

· Follow up on funding for bereavement resources, and enhanced governance.

· Application of Casualty Support Child Care service
· Application of newly revised MFSP Graphics Standards 

5. Meetings Included in a Formal Site Visit 
The meetings required during a Formal Site Visit are unique to each MFRC. Various meetings are required for all MFRCs to ensure the ability of the Field Operations Manager to assess the items in Section 4 above. Site specific meetings may also be required based on the assessment of the prior Formal Site Visit and DMFS commissioned Compliance and Assurance Review recommendations, as well as local events, issues, trends etc. The final agenda will be developed in collaboration with your DMFS Field Operations Manager, who will be available business hours and in the evening during the Formal Site Visit. The following is provided as a guideline for planning purposes.

	Item
	Suggested Amount of Time
	Required/Optional

	1. Opportunity to meet with Board of Directors

· Progress on Formal Site Visit and

Audit recommendations

· Current trends/issues for MFRC
· Compliance with MOU 3.1 provisions
· MFSP National Orientation if required
· Other items as identified by the Board
	1 to 1.5 hours
	Required

	2. Opportunity to meet with family members
	1 to 1.5 hours
	Optional - to be determined by Field Operations Manager

	3. Opportunity to meet with volunteers
	1 to 1.5 hours
	Optional - to be determined by Field Operations Manager

	4. Opportunity to meet with MFRC front line staff 
	Will vary according to Formal Site Visit/Audit recommendations, and areas of focus in item 5 above.

Recommend minimum of 30 minutes per staff person.
	Required - meeting with staff delivering ECC/ERCC/CSCC 
Required – meeting with MFRC Family Force web site Administrator
Required – meeting with staff linked to prior Formal Site Visit/Compliance and Assurance Review  recommendations
Required – meeting with Family Liaison Officer

	5. Opportunity to meet with community partners (internal and external partners)
	Will vary according to Formal Site Visit/Audit Recommendations
	Required – meeting with partners linked to Formal Site Visit/Audit recommendations

Required – meeting with National Youth Program partners 
Optional – other partners at the request of the MFRC/Field Operations Manager

	6. Meeting with Base/Wing/Detachment Commander and OPI (participants at his/her discretion)
	1 hour
	Required

	7. Opportunity to meet with the Executive Director

· Update on any work related to in year funding adjustments
· Formal Site Visit/Compliance and Assurance recommendations related to MFRC management
	2 hours
	Required 


6. Items Specific to Your MFRC
In order to ensure the Formal Site Visit is reflective of the MFRC and the unique local environment, this section is specific to the MFRC and its current initiatives. The Field Operations Manager has identified some items below. The MFRC is encouraged to review these items to ensure any important items not addressed elsewhere are included. Please contact the DMFS Field Operations Manager if there is anything to add.
	 FOM - Add items here.

	

	


7. Recommended documents to review prior to Formal Site Visit
In preparation for your Formal Site Visit the Board of Directors and Executive Director will find it helpful to review the following documentation: 

· MOU Accountability Checklist 

· Your Service Delivery Agreement 

· MFSP: Parameters for Practice 

· Most recent Formal Site Visit Report and MFRC Response/Action Plan 
· Most recent DMFS commissioned Compliance and Assurance Review Report and the MFRC Response/Action Plan 

· Results of your most recent Community Needs Assessment 

· Results of your  most recent local MFSP Participant Survey Report
8. Documents required for Field Operations Manager review 

Please provide access to a copy of the following documents:

1. Board manual

2. Bylaws

3. Personnel Policy Manual

4. Finance Manual

5. Last two sets of Board meeting minutes

6. Most recent Annual General Meeting minutes

7. Most recent audited financial statements

8. Most recent needs assessment tool and results if available
9. Signed supplemental agreement for current fiscal year 
10. Signed MOU for current fiscal year. 

9. Following the Formal Site Visit 
The MFRC will receive a Formal Site Visit report. MFRC Boards of Directors must respond in writing to the report using the MFRC response column of the report document. Space is also provided for the MFRC to make additional comments or observations at the end of the report.  

The progress report will be referenced in subsequent Formal Site Visits, and will be considered when the MFRC is participating in a future DMFS commissioned Compliance and Assurance Review (MOU 6.1.11).  The report also provides a frame of reference for Director Military Family Services to monitor the standards and accountability requirements of the MFSP.

DMFS endeavors to ensure the Formal Site Visit process is interactive, collaborative and positive in tone and approach. Feedback regarding the visit and the report is welcome, and enables DMFS to enhance the process as well as the MFSP.
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