
CHSP Citizen Review Team (CRT) Volunteer 
Training

Returning Volunteers

March 22 and 26, 2024



CHSP MANUAL

• CHSP manual can be found on 
www.chspportal.org under 
“Volunteers"

• Not required reading, but can be helpful

http://www.chspportal.org/


NEW GUN VIOLENCE INTERVENTION TEAM-
TEAM 12

Direct client services that provide interventions with individuals and families impacted by gun violence. Successful community 
violence intervention programs generally:

• Deter individuals at high risk for violence from retaliating and engaging in firearm violence through direct outreach.

• Help individuals at high risk for violence resolve potentially violent disputes before they occur.

• Connect those at high risk for violence to safety net services, diversionary programs and/or productive opportunities such as 
education and employment.

• Provide individualized case management, counseling, trauma-informed services, and culturally responsive mental health support 
to individuals impacted by gun violence.

Funded agencies will be required to partner with and accept referrals from law enforcement and the Tallahassee Leon County Council 
on Men and Boys, be available telephonically 24 hours/day to respond to referrals and implement a resource assessment process to 
meet specific immediate needs of the target group. Please note that  programs that only provide education or otherwise solely 
provide prevention activities that positively occupy youth or adults will not be funded in this category.



PROMISE ZONE FUNDING –  
NEIGHBORHOOD FIRST PLAN ALIGNMENT

• The Promise Zone (PZ) includes the neighborhoods of Greater Bond, Frenchtown and Griffin Heights.

• The City Commission adopted Neighborhood First Plans for those three neighborhoods developed by 
residents in the community to address poverty and inequity.

• Funding will be prioritized for programs that align with one or more of the Neighborhood First Plans. 

• The Neighborhood First Plans can be found at the following link: 
https://www.talgov.com/neighborhoodservices/neighborhoodfirst.aspx

•  Programs applying for PZ funding must identify the priority areas, strategy and action items within the 
Neighborhood First Plan to be addressed. 

https://www.talgov.com/neighborhoodservices/neighborhoodfirst.aspx


PROCESS AND TIMELINE

• Application opens April 1; due May 3

• Staff conducts technical review of applications for eligibility - May 6-8

• Staff will email CRT members assignments/schedules - May 8

• CRT respond by May 10, identifying any conflicts

• Agency presentations and CRT deliberations held May 29-June 27

• Award letters released- July 12

• Deadline for appeals hearing- July 19

• Appeals hearing- August 7

• City and County Commission adoption - September



SCHEDULING/ATTENDANCE

• Let CHSP staff of any date conflict between May 28 and June 27
• CRT Volunteers must attend the entire meeting(s) or your scoring will not 

count
• If you cannot commit to a 2-day team, please let us know
• We will feed you! Let us know about any dietary restrictions



ROLES AND RESPONSIBILITIES

Agencies:
• Attend mandatory workshops 
• Ensure agency meets eligibility criteria
• Ensure accuracy of application, submit by deadline
• Review CRT roster to identify conflicts of interest
• Conduct program presentations in accordance with instructions
• Comply with CRT recommendations
• Request and prepare for Appeals Hearing, if warranted
• Attend the contract management workshop(s) if funded
• Comply with the stipulations in the contract(s)

oData tracking, timely and accurate reporting/reimbursement requests



ROLES AND RESPONSIBILITIES

Funding Partners: City of Tallahassee and Leon County
• Establish funding levels once every two years.
• Define any funding constraints. 
• Review and approve the final funding recommendations.
• Establish and support an online system for information, applications, 

reimbursement reporting and volunteer management. 
• Develop and adopt the polices, goals, and objectives that govern the 

Community Human Service Partnership.



ROLES AND RESPONSIBILITIES

CHSP staff:
• Develop and update program materials
• Provide training and technical assistance to agencies
• Technical review of applications to ensure eligibility
• Recruit and train CRT volunteers
• Coordinate grant process, appeals committee
• Disseminate funding recommendations
• Execute, manage agency contracts



ROLES AND RESPONSIBILITIES

Citizen Review Teams (CRT):
• Attend mandatory training
• Identify and communicate potential conflicts of interest
• Attend all agency presentations and team deliberations
• Review all programs, make impartial decisions based on need, cost, 

effectiveness, etc.
• Complete agency evaluations
• Identify findings/concerns for award letters



CRT LEADERSHIP ROLES

Team Leader:
• Ensure that agency presentations are conducted in accordance with the CHSP Program 

Description Manual.
• Maintain order and ensure that the team discussions focus solely on information obtained from 

agency materials and presentations.
• Facilitate team deliberations.
• Represent the CRT during the CHSP Appeals Hearing, if warranted.

Timekeeper:
• Assist Team Leader with duties above and assume duties of the Team Leader in their absence.
• Manage the agency presentation schedule, ensuring that the agency adheres to the subject 

matter and time allocated for each segment of the presentation.



FLORIDA SUNSHINE LAW

Florida’s Government in the Sunshine Law, commonly referred to as the Sunshine Law, provides a right 
of access to governmental proceedings of public boards or commissions at both the state and local 
levels.

There are three basic requirements:
• meetings of public boards or commissions must be open to the public;
• reasonable notice of such meetings must be given; and
• meetings will be recorded.



CRT INTERACTIONS WITH AGENCIES AND TEAM

• Respectful and professional demeanor 

• Do not interact with agency staff prior to deliberations

• If an agency contacts you, please inform CHSP staff

• Be mindful of the timeframes; keep questions/comments relevant and brief



• CHSP staff will prepare a “Report Card” for 
each program to inform CRT volunteers of 
agency/program eligibility and completeness 
of the application.

o The report card will also inform CRT 
volunteers about program 
performance, budget performance 
and timeliness for previously funded 
agencies.

AGENCY REPORT CARD



AGENCY 
ASSESSMENT GUIDE

• Prior to agency presentations, CRT 
volunteers complete an 
assessment guide form rating each 
program on:

o Program Justification
o Program Design
o Diversity, Equity & 

Inclusion
o Board Oversight & Governance
o Financial Management
o Program Administration
o Collaboration



AGENCY PRESENTATIONS

Presentation Site Review Format Based on Number of Programs Submitted for 
Review 

Number of Programs for Review Presentation Format

Applying for three (3) or fewer programs
Program review: 15 minutes, Budget: 5 

minutes, Q/A: 10 minutes

Applying for four (4) or more programs
Program review: 20 minutes, Budget: 10 

minutes, Q/A: 15 minutes



AGENCY PRESENTATIONS

Example schedule from last funding cycle:



VOLUNTEER DELIBERATIONS & FUNDING 
RECOMMENDATIONS 

Upon completion of the agency 
presentations, each CRT member 
finalizes the Assessment Scoring 
Guide. The CRT deliberates agency 
requests, develops priority rankings, 
and makes funding 
recommendations for each program 
reviewed. 

Some of the factors considered in the assessment process include:  

• The documentation of need for the program and its compatibility to the 
funding partners’ priorities 

• The agency’s ability to execute and administer the program
• The Board of Directors’ ability to provide adequate leadership and oversight 

(e.g., meets regularly, sets internal fiscal controls and policies) 
• The program design and its ability to effectively address the needs of the 

target population
• The agency’s past performance, including client outcomes 
• The projected program outcomes for the proposed funding cycle
• The agency’s ability to collaborate and leverage its resources
• General comments, recommendations, and findings included in the FY 

2022/2023 – 2023/2024 CHSP award letter.



FUNDING NOTIFICATION/AWARD LETTERS

• If any concerns or findings are identified, CRTs will agree on language to be included in 
award letter.

• Once funding allocations are made, CHSP staff determines which partner will fund each program. 

• The agency director and the chairperson of the Board of Directors receive the CHSP award letter, 
which notifies the agency of the right to appeal the CRT recommendation. 

• If an agency meets the appeals’ criteria, the CHSP Appeals Committee will conduct a hearing. 

• The final CHSP recommendations are submitted to the City and County Commissions for approval.



APPEALS PROCESS

• A request for an appeal must include documented 
evidence that the funding request was 
inappropriately denied or reduced due to gross 
misconduct, error, or misinterpretation by the 
Citizens Review Team; a denial or reduction of the 
funding request alone is not a sufficient condition 
to appeal.

• Only agencies that were awarded CHSP funding in 
FY 2022/2023 – 2023/2024 are eligible to 
participate in the appeals process.

• Requests for an appeals hearing must be submitted 
in writing to the CHSP staff .

• If an appeal is granted, a hearing will be 
scheduled.

• An independent Appeals Committee, consisting 
of CRT team leaders and members, will be 
appointed. No member of the appealing 
agency’s original CRT can serve on the Appeals 
Committee.

• The CHSP staff is available to provide technical 
assistance.

• The decision rendered by the Appeals 
Committee is final.



CONTACTS

        City of  Tallahassee:  
   

Reception Desk: 850-891-6566

Anita Morrell, Human Services Manager
Direct line: 850-891-6561 

Email: Anita.Morrell@talgov.com

Robyn Wainner, Human Services Coordinator
Direct line: 850-891-7174

Email: Robyn.Wainner@talgov.com

E’jaaz Abdul-Musawwir, Human Services Specialist 
Direct line: 850-891-6584

Email: Ejaaz.Abdul-Musawwir@talgov.com
 

Cheryl Beasley, Human Services Specialist
Direct line: 850-891-7097

Email: Cheryl.Beasley@talgov.com

Leon County:

Reception Desk: 850-606-1900

Abby Sanders, Health & Human Services Manager
Direct Line: 850-606-1913

Email: SandersA@leoncountyfl.gov

Jackie Fortmann, Human Services Analyst 
Direct Line: 850-606-1934 

Email: FortmannJ@leoncountyfl.gov
 
 

Mindy Conney, Human Services Specialist 
Direct Line: 850-606-1948 

Email: ConneyM@leoncountyfl.gov
 

mailto:Anita.Morrell@talgov.com
mailto:Robyn.Wainner@talgov.com
mailto:Ejaaz.Abdul-Musawwir@talgov.com
mailto:Cheryl.Beasley@talgov.com
mailto:sandersa@leoncountyfl.gov
mailto:FortmannJ@leoncountyfl.gov
mailto:ConneyM@leoncountyfl.gov


CHSP PORTAL OVERVIEW & APPLICATION 
REVIEW

CHSP Portal:  www.chspportal.org

http://www.chspportal.org/
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