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Mission Statement

The mission of Head Start Child and Family Services, Inc. is twofold: to provide high quality comprehensive child development services that will prepare children socially and cognitively to succeed in school and in life; and to foster healthy self sufficient families through a variety of support services.
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Philosophy

The hope of a better world lies with its children. We believe that the impressionable, preschool years are the most important in the life of a child in terms of forming, attitudes, and relationships.

We are molding children.  They are acquiring feelings, awareness and concepts as they interact with fellow human beings. These children will be the product of what we provide for them. We are dedicated to providing a healthy, friendly, and stimulating environment in which to grow and develop.

Our program is to meet the needs of children. These needs include good health, good food, warmth, love and security, good self concepts, successful daily experiences, good learning experiences, to be able to relate to other people, freedom of exploration and expression, and character building.

We believe that it is important to lay a strong foundation for continuing cognitive development within the framework of meeting these goals. 

In order to facilitate cognitive development we believe that children should be viewed as individuals with individual needs provided for in a planned curriculum implemented by trained staff. 

We realize that the education of young children requires more than staff. We must include the home and community. Parents must share in the process of new experiences and approaches if they are to provide continuity and understanding. Parents and family can be the most relevant reinforcers of what is being offered by our program. They alone can make the total environment more responsive to the needs of their children. Therefore, we believe in a climate of warm hospitality which welcomes and encourages the involvement of families. 
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Strategic Plan

The Head Start Child and Family Services, Inc. Strategic Plan is developed jointly by program planners. The program planners consist of the Board of Directors, Policy Council, and the Head Start Management Staff. Information is gathered from the communities served in numerous ways such as surveys, meetings with community partners, and input from parents as a few examples. The information is reviewed and determinations are made by the Policy Council as to the services to be offered over the next year through the next five years. Once plans are developed, they are submitted to the Board of Directors for approval. After the plans are approved by the Board of Directors they are blended into the operational plans currently existing in the Head Start/ Early Head Start program.

Discussion of plans and suggestions for changes are not limited to planning committee meetings. Head Start short term and long range plans may be discussed routinely at any meeting of the Board of Directors, or Policy Council. Review of effectiveness of the planning process is ongoing and evaluated on a regular basis, for example, changing needs for transportation, or changes driven by results of outcome reports. The comprehensiveness and quality of services provided by Head Start/ Early Head Start is assessed throughout the year.

Head Start Child and Family Services, Inc. program planners formally review and update the short term goals and the long range plans once a year for the purpose of providing a written plan outlining the services to be provided. The plan is used to focus on areas of service delivery for the upcoming year and as a guide for continued improvement in quality services and introduction of changes in services over the next five years. 
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Long Range Plans

Head Start Child and Family Services, Inc. program planners have decided on the following long term goals to be developed and implemented on the next five (5) years. These goals may be incorporated into the short term goals as they near inclusion into program operational plans. Reports will be provided to the Board of Directors and the Policy Council as the progress is made in each area.

· Administrative Staff will be responsible for continually seeking additional funding for full-day classrooms.
· Administrative Staff will be responsible for continually seeking additional funding for Early Head Start.
· Administrative Staff will be responsible for continually seeking expand the number of funded enrollment slots in Early Head Start.
· Administrative Staff will be responsible for continually seeking ways to convert additional part-day classrooms to full-day classrooms.
· The Community Partnership Coordinator will continue to develop and expand community partnerships.
· Seek collaborations with other pre-school programs to strengthen services to families in the communities.
· Administrative Staff will be responsible for continually seeking other early childhood funding to expand services offered by the agency.
· The Family Partnership Coordinators will work with the Head Start families to assist them in acquiring better parenting skills, GED, ESL, and Job Skills Training.
· The Education Coordinator will ensure that no later than September 30, 2013, at least 50 percent of Head Start teachers in our center based program will have 1)a baccalaureate or advanced degree in early childhood; 2) a baccalaureate or advanced degree and coursework equivalent to a major relating to early childhood education, with experience teaching preschool- age children. 
· The Education Coordinator will ensure that each Head Start classroom that does not have a teacher who meets the qualifications described above, is assigned one teacher who has the following: Through September 30, 2011, a CDA that is appropriate to the age of children being served in center based programs, a state awarded certificate for preschool teachers that meets or exceeds the requirements for a child development associate credential, an associate degree in early childhood education, an associate degree in a related field and coursework equivalent to a major relating to early childhood education, with experience teaching preschool age children, or a baccalaureate degree and has been admitted in the Teach for America program, passes a rigorous early childhood content exam, such a Praxis II participated in a Teach for America summer training institute that includes teaching preschool children, and is receiving ongoing professional development and support from Teach for America’s professional staff.
· The Education Coordinator will ensure that as of October 1, 2011, at least one teacher in each classroom will have an associate degree, an associate degree us a related field and coursework equivalent to a major relating to early childhood education, with experience teaching preschool age children, or a baccalaureate degree and has been admitted into the Teach for America program, passed a rigorous early childhood content exam, such as the Praxis II, participated in a Teach for America summer training institute that includes teaching preschool children, and is receiving ongoing professional development and support from Teach For America’s professional staff. 

These long range goals are to be developed and implemented during the next five (5) years. Once the goal is developed it will be presented the Policy Council for review and the Board of Directors for approval of implementation. Timely progress reports will be provided to both governing bodies on goal status annually. Improving quality of services for our families is a primary target for all goals set by the program.
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Short Term Goals

Head Start Child and Family Services, Inc. program planners have set the following goals for the upcoming program year. These goals are to be incorporated into program operations and reported on regularly during Board of Directors and Policy Council meetings.

· Analyze causes of child absenteeism and improve attendance.
· Continually work on achieving a quality HS/EHS program. 
· Increase the number of volunteers in the classroom.
· Update wage comparability study.
· Be fully enrolled the first week of the childs school year.
· Strengthen partnerships with families.

These goals are to be incorporated in addition to the current mandates, Performance Standards requirements, and the local and state requirements. Improving quality of services for our families is a primary target for all goals set by the program.
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Program Operations Instruction

Program Operations Instructions Number: 02-1

Effective Date: March 1, 2002

Subject: Eligibility, Recruitment, Selection, and Enrollment of Head Start Children
	
	Head Start Child & Family Services, Inc. will actively seek out and inform families with 
children who are eligible for Head Start ,ABC and Early Head Start the availability of services and encourage them to apply for admission to the program. To accomplish this objective we will canvas the local community, use news releases and advertising, and use family referrals and referrals from other public and private agencies.

Head Start Child & Family Services, Inc. will solicit applications from as many eligible families as possible. Prior to the beginning of the enrollment year, we will obtain more application than the number of slots funded for the program. The goal is to seek out and serve children with the greatest need.

	Head Start Child & Family Services, Inc. will assist families in filling out the application
form in order to assure that all information needed for selection is complete and accurate.
If required, an interpreter will be provided for non-English speaking families.

	Recruitment will be on-going throughout the year as required to insure an adequate waiting list. Applications will be taken throughout the year. All staff will be trained and expected to assist with filling out enrollment applications. Applications will be filled out at the center or the location the parent chooses to visit. Applications may be referred to the Central Office if it is more convenient for the parent, or if a special circumstance exists that would require the parent to meet with coordinating staff.

	To be age eligible for Head Start and ABC services, a child must be at least three years old by August 15 of the current program year. Age must be verified by the staff person taking the application information. The two documents that can be used to verify age is a birth certificate or a certificate of live birth issued by the hospital at the time of birth of 
the child. A copy of the document used to verify the childs age must be attached to the 
enrollment application for the application to be complete.

To be age eligible for Early Head Start services, a child must be from birth to age three.
6. 
Pregnant women are also eligible for services. The age of the child must be verified by the staff person taking the application information. The two documents that can be used to verify age is a birth certificate or a certificate of live birth issued by the hospital at the time of birth of the child. A copy of the document used to verify the childs age must be attached to the enrollment application for the application to be complete.

To be income eligible for Head Start or ABC services, a child must be a member of a family whose income falls below the federal poverty guidelines. Income must be verified by the staff person taking the application information. A copy of the document used to verify the family’s income must be attached to the enrollment application for the application to be complete.

ABC children’s families can fall below 200% of federal poverty guidelines and qualify for the state funded program. 

	At least 55% of children who are enrolled in Head Start or Early Head Start fall below 100% of the federal poverty guidelines. No more than 35% of children fall between 100-130% of the federal poverty guidelines. No more than 10% of Head Start and Early Head Start enrollment is over income falling above 130% of the federal poverty guidelines. 

	Verification of income must include examination of any of the following:
· Individual Income Tax Form 1040,
· W-2 forms,
· pay stubs,
· written statements from employers,
· or documentation showing current status as recipients of public assistance.

The preferred documentation for income verification is the Individual Income Tax Form 1040 or the document showing the parents current status as a recipient of public assistance. If any of the other approved income verification methods is used, the staff person verifying income must include an explanation of why they are using this method instead of the preferred method.


The staff person taking information for the application for enrollment must sign the enrollment form stating they have verified income and copy the document(s) verified which will be maintained with the application for enrollment. The staff person must insure that a copy of the document(s) used to verify age is placed with the childs application. An application without the income verification copy and the age verification copy will be considered incomplete and not be entered into the computer until both copies are attached to the application form.

All applications must be complete prior to being entered into the computer. All applications must be entered into the computer and placed on the computerized waiting list to be considered for enrollment. 

Children will be accepted for enrollment slots by approval of Enrollment Selection Committee and the Executive Director during the month prior to the program class start date. Once assigned to a Head Start enrollment slot, the child will not be dropped from that slot, nor moved to another slot without the written approval of the Executive Director. Slots vacated by children when parents remove them from the program will be filled by written approval from the Executive Director. Children may not be moved from full day slots to part day slots or from part day to full day slots without permission from the Executive Director. Children will not be moved from one center to another, or from one classroom to another without written approval from the Executive Director.

Children enrolled in Head Start will remain in the program until they transition into kindergarten. Head Start Child and Family Services, Inc. may choose not to re-enroll a child when there are compelling reasons for the child not to remain in the program. The decision not to re-enroll can only be made by the Executive Director.

Head Start Child and Family Services, Inc. will fill vacant slots immediately of the occurring vacancy. The Executive Director will be notified of a child dropped by parent request not later than the following work day. The Executive Director will review the waiting list and assign the next child on the list to the vacated slot. The Recruitment/ Enrollment Specialist will notify the Teacher when the child has been enrolled so the Teacher can contact the family, informing them that the child has been enrolled.


Contacts with the family must emphasize the benefits of regular attendance, while at the same time remaining sensitive to any special family circumstances influencing attendance patterns. All contacts with the childs family as well as special family support service activities provided by program staff must be documented. In circumstances where chronic absenteeism persists and it does not seem feasible to include the child in either the same or a different program option, the childs slot may be considered an enrollment vacancy if approved by the Executive Director.

Head Start Child and Family Services, Inc. will transition children from Early Head Start into the Head Start or ABC program upon their third birthday provided the following guidelines have been met:
· Transition cannot occur prior to the 3rd birthday.
· an agency application needs to be filled out. 
· the family has income verified to insure they meet federal income guidelines.
· a slot is available for the child to move into Head Start.
· the Executive Director has approved the move.


In the event a slot in Head Start or ABC is not available at the time the child turns three year of age, the Executive Director will retain the child in Early Head Start until the next slot is available. The child will be moved directly into the slot if all qualifications are met. Early Head Start children will not compete for a slot if they are currently enrolled and met all qualifications to enter Head Start. If all qualifications are not met, the family may apply for Head Start by filling out an application and placing the child on the regular waiting list. The application would be processed the same as all other applications.

The list of currently enrolled children and the list of children awaiting enrollment may be pulled from the ChildPlus Database System at any needed time. The list of children approved by the Executive Director will be filed and maintained in Central Office by the ERSEA Coordinator. 
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Program Operations Instruction

Program Operations Instruction Number: 02-2

Effective Date: March 11, 2002

Subject: Enrollment Applications Processing

1. The staff person assisting the parent with the application for enrollment will make every effort to ensure the application is accurate and complete. Copies of documents used to verify age, income, and immunizations should be obtained and attached to the applications. Also included should be the priortization list. Without these documents the application is incomplete and center staff should make every effort to complete the application.

2. Complete applications with documents are to be sent to ERSEA (Enrollment, Recruitment, Selection, Eligibility and Attendance) Coordinator. The ERSEA Coordinator will review the application to verify all necessary information is included and that the child is eligible for the program applied for.  The ERSEA Coordinator will verify all the documents and place the child on a computerized waiting list.  


3. Center directors will turn in applications into the ERSEA Coordinator upon completion of the application. Applications will be returned to the center director if verification documents (i.e. birth certificates, shot record, or proof of income) are not included with the application. Center directors are responsible for acquiring verification documents for the enrollment application. Incomplete applications taken at centers will be returned by the ERSEA Coordinator to the center director for completion.


4. As vacancies occur, the slots will be filled from the computerized waiting list. The child will be selected and approved for enrollment by the Executive Director. He will initial and date the computerized waiting roster to verify the child has been officially enrolled into Head Start, ABC and Early Head Start. The list of children accepted into the program will be maintained by the ERSEA Coordinator. Children will not be accepted from the application as it does not adequately prioritize all children who need to be considered for enrollment based on the greatest need of the child. Children will be accepted only from the computerized waiting list so that all children can be evaluated as to which one has the greatest need. When a child is accepted by the Executive Director from the waiting list, he/she is enrolled in the Head Start or Early Head Start Program immediately.

5. The ERSEA Coordinator will file and maintain all applications for enrollment of children who are on the waiting list, or of children who have incomplete applications. Once a child has been enrolled into the program, the enrollment application will be sent to the appropriate classroom, Home Base teacher, or to Early Head Start. The enrollment application will remain there until the child departs from the program. Upon departure from the program, the enrollment application will be returned to Central Office where it will be filed.

6. The ERSEA Coordinator will generate a new waiting list and list of enrolled children as required to provide an up-to-date status report for management staff.  An End of the Month enrollment report will be submitted to the Office of Head Start each month. 
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Program Operation Instruction

Program Operations Instruction Number: 02-3

Effective Date: March 21, 2002

Subject: Full Day Guidelines

1. All requirements for enrollment listed in the Head Start Performance Standards apply to the Early Head Start, Pregnant Mothers and Full Day Head Start classrooms. In addition the parent(s), or pregnant mothers applying for these classrooms must be either working full time or be in training full time. If at they do not meet this additional requirement, they are not eligible to apply for, nor participate in Early Head Start or Full Day Head Start services. If they are currently enrolled in a program and do not meet these requirements, they will be provided sufficient notice and dropped from these services.

2. Full day classrooms will operate no earlier than 6:30 A.M. or no later than 5:30 P.M. Monday through Friday. Any change in schedule or observance in holidays will be posted, and each parent or guardian will be contacted to insure they are aware when the center is not open. The notice will be posted and the parents contacted a minimum of five class days prior to the closing except in the case of emergency closings (inclement weather, no water, no electricity, etc.) in which it would be impossible to notify families of the closing.

3. Center Directors are to meet with parents or guardians and establish the times when children are to be dropped off at Head Start in the morning and picked up in the afternoon. Parents or guardians are not to drop children off more than thirty minutes prior to their work/ school (training) start time. Parents or guardians are to pick up children not later than thirty minutes after leaving work/ school. These rules must be discussed with parents or guardians, and the importance of keeping with the assigned schedule must be stressed with them.

4. In the event a child does not arrive at the center at the scheduled time, wait a minimum of one hour, then call the parent or guardian and inquire as to the reason of the childs absence. Document the contact and the information obtained during the contact. If unable to contact the parent, or guardian by phone, by the third absence, initiate personal contact with the parent or guardian (home visit, etc). Document the reason for the absence and the date of expected return of the child.


5. Parents of guardians are required to fill out and turn in a Leave of Absence Approval Form, for Executive Director approval, for any absence that will be an extended period of time. If the leave is absence is not approved by the Executive Director, the child’s slot may be jeopardized. If the absence is to be extended and is scheduled, the parent or guardian is expected to inform staff of the reason for absence and the expected return date. Parents are to be informed of the agencies child drop policy. If the child is absent for three consecutive days and we are able to communicate with the parent or guardian, the child may be dropped from the program on the fourth day of absence. If the child is absent from the program for a valid reason ( injury, illness, family emergency, etc.) and the staff are informed, it may prevent a child from being dropped from the program at a time when we may be able to hold the childs slot.

6. After three consecutive days of absence, the staff must email the ERSEA Coordinator and their Family Partnership Coordinator with information on the childs absence and their attempts to contact parents or guardians. Staff members are not to drop the child. The Executive Director will make the determination of when to drop the child and when to fill the vacated slot with another child. Staff will complete and forward a Request to Drop Child form to the ERSEA Coordinator who will review the form and present it to the Executive Director. If disapproved the form will be returned to the staff person who originated the form with an explanation as to why it was disapproved.

7. If a parent or guardian initiates the drop of their child, the staff person with whom the parent or guardian made contact must complete and forward a Request to Drop a Child form to the ERSEA Coordinator who will review the form and forward it to the Executive Director for approval. Children must show as a drop in the computer before another child can be selected to fill the vacated slot.

8. If the work or training status of the parent(s) changes at any time during the period of enrollment in the Full Day option of Head Start or enrollment in Early Head Start, the parent must notify the staff of their change of employment status. Staff is to inform the parent(s) that their eligibility for full day services has changed and that they may be removed from full day services. Staff must inform the ERSEA Coordinator immediately of a parent(s) employment or training status. Parent(s) are to be encouraged to inform staff if there are any special circumstances that need to be considered or if the information is incorrect. At no time will a child be retained in the program beyond four weeks of the date of status of the parent(s) has changed unless the Head Start Executive Director has given specific approval for the child to remain due to extenuating circumstances.



9. The definition of full time employment for the purposes of enrollment in Early Head Start and/ or Head Start Full Day services:

The parent(s) must work a minimum of thirty (30) hour per week.


10. 	The definition of training for the purposes of enrollment in Early Head Start and/or Head Start Full Day services is:

The parent(s) must be enrolled in college classes in which the class load is equal to or greater than twelve (12) semester hours for the Spring or Fall semesters. The parent (s) must be enrolled in college classes in which the class load is at least six (6) semester hours for the summer semester.

The parent (s) must be enrolled in non-college classes that are equal to or greater than twenty-four (24) clock hours per week.
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Program Operations Instruction

Program Operations Instruction Number:02-5

Effective Date: September 10, 2002

Subject: Home Base- Home Visit Requirements

1. Each Home Visitor must visit each family once per week for a minimum of 32 weeks per program year. Each home visit must be a minimum of 1 and  hours per visit. If more than one child in the family is enrolled in the Home Base Option, the home visit must be a minimum of 2 hours per visit.

2. Home visits must, over the course of a month, contain elements of all Head Start program components. The home visitor is responsible for introducing, arranging and/ or providing Head Start services. The home visit is planned the previous week jointly by the home visitor and the parent(s). The content is based on identified needs and interests of the child and family. Home Visitors must conduct the home visit with the participation of the parent(s) or legal guardian in the home. Home visits may not occur with only babysitters or other temporary caregivers in attendance. The purpose of the home visit is to help parents in fostering the growth and development of their child using the home as the childs primary learning environment. The home visitor works with parents to help them provide learning opportunities that enhance their childs growth and development.

3. Each home visitor must provide a minimum of two group socialization activities per month for each child. There must be a minimum of 16 group socialization activities per year for each child. Group socializations are to be scheduled for a minimum of two hours. They may be scheduled for longer periods if the activity requires a longer period of time to complete. Group socialization activities must be focused on both the children and parents. The purpose of these socialization activities for the children is to emphasize peer group interaction through age appropriate activities. The children are to be supervised by the home visitor with parents observing at times and actively participating at other times. These activities must be designed so that parents are expected to accompany their children to the group socialization activities to observe, to participate as volunteers and to engage in activities designed specifically for parents.

4. All planned home visits or scheduled group socialization activities must be attended or if canceled must be rescheduled and completed, unless the parent(s) initiated the cancellation. Medical or social service appointments do not take the place of home visits or scheduled group socialization activities.


5. Each home visitor will be assigned 12 children as their case load. They will be assigned no less than 10, nor more than 12 families as a case load. The range of 10 to 12 families provides the home visitor the opportunity to enroll siblings in the Home Base Program. If siblings are enrolled, the number of families assigned will be one less for each family with enrolled siblings. However, the number of families assigned to a Home Visitor will not be less than 10.
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Program Operations Instruction

Program Operation Instruction Number:06-1

Effective Date: September 11, 2006

Subject: Emergency Policy Procedures

1. All centers will individualize plans for emergency evacuation of tornadoes, fire, inclement weather and natural disasters. These plans will be posted on the classroom bulletin boards and will be translated into all needed languages for all enrolled families.

2. All emergency information will be broadcasted on local radio and television stations. The center director or person in charge will be responsible for notifying central office staff of all incidents as soon as is prudently possible and a written incident report will be completed by each employee involved within 24 hours of the incident. These incident reports shall be submitted to the central office for review and recommendations on ways to avoid or resolve and potential future incidents.

3. Any public statements are to be referred to the Executive Director for comment. He is the official spokesperson for Head Start Child and Family Services, Inc. and as such all information about any occurrence in our Head Start program must come from him. All employees should refuse to make any comments to the media if questioned unless cleared by the Executive Director. 
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Operational Plan for the Achievement of Child Outcomes

The progress of each child in Head Start is through assessment and measurement toward meeting pre-determined outcomes. The major headings in which outcome data is collected is Domain, Domain Element, and Indicators. Head Start Child and Family Services, Inc. have developed the following plan to collect, analyze, and plan quality improvement using data on children enrolled in the Head Start program.

The goal is this plan is to ensure that the children participating in the program, at a minimum 
(1) develop phonemic, print, and numeracy awareness; (2) understand and use language to communicate for various purposes; (3) understand and use increasingly complex and varied vocabulary; (4) develop and demonstrate an appreciation of books; and (5) in the case of non- English background children, progress toward the acquisition of the English language. Outcomes measured will specifically, but are not limited to, ensure that children participating in the program (1) know that the letters of the alphabet are a special category of visual graphics that can be individually named; (2) recognize a word as a unit of print; (3) identify at least 10 letters of the alphabet; and (4) associate sounds with written words.

The tool used to assess Head Start children both initially and ongoing is The Creative Curriculum Development Continuum. Both the Creative Curriculum Child Development and Learning Checklist and the Developmental Checklist Tracking Form may be used to supplement tracking child progress as an optional tool. The Creative Curriculum Child Development and Learning Checklist and the Developmental Checklist Tracking Form will be discontinued beginning next program year (effective September 1, 2003). Information gleaned from the assessment of children will be entered in the Creative Curriculum Developmental Continuum and transferred from there to the computerized data base for Outcomes. Reports will be obtained from the data base to guide the decision making process of both the classroom staff and the Head Start Management team.

The initial assessment on children will be completed within the first 45 days of enrollment.. Assessment will be on going throughout the program year. Documentation of progress in the Creative Curriculum Development Continuum will be completed as the child achieves the developmental step. Entry into the computer data base will be completed on a regular basis, within two weeks of accomplishment of the developmental step. As a child achieves a developmental step, staff marks the appropriate block in the Creative Curriculum Developmental Continuum using the date achieved instead of a mark. If a child accomplishes a developmental step prior to October 31st, the date is to be entered in the F column of the Creative Curriculum Development Continuum. If the developmental step is accomplished between November 1st and February 28th, the date is entered in the W column of the Creative Curriculum Developmental Continuum. If the developmental step is accomplished between February 1st and the end of the program year, the date is to be entered in the S column,  in the Creative Curriculum Developmental Continuum.


The Education Staff will meet three times each program year to analyze outcomes data, and to plan and incorporate changes in the outcome delivery system to insure that quality continues to improve on a regular basis. The team will meet in the summer months to review the effectiveness of the program based on the accomplishments of children in achieving mandated outcomes and outcomes selected by the local program. The Education Coordinator will analyze outcome data and present her findings to the Education Staff at each of the meetings. The report should include how each classroom is progressing in accomplishment of achieving outcomes, areas of recommended improvements, discussion of individual children which are not progressing toward meeting outcome goals, an overview of staff accomplishments of outcomes for individual children, and a recommendation for improvement in all areas that are not meeting set local program goals. The Education Staff will be responsible for review of the outcomes data with special emphasis on the Education Coordinators report, for discussion of recommendations and findings, and for providing the Education Component guidance on quality improvement in all areas of outcomes that are not accomplishing desired mandated results and locally directed results. A report will be presented to the Head Start Director within two weeks of the summer meeting. A report based on the Education Coordinators written report will be presented to both the Board of Directors and Policy Council at their next regularly scheduled meeting.

The Education Team will meet during the month of July to review and plan changes in the service delivery of the program for the upcoming program year. The team will review all the outcomes data for the previous year, all recommendations for improvement, all changes or improvements that have been implemented in the previous program year, any changes in Performance Standards or regulations that effect program service delivery. The team will draft a plan for any proposed changes in the program. The plan will be presented to the Board of Directors and the Policy Council for review, discussion and approval at the earliest date feasible. Once approved, the plan will be incorporated into the on-going program for the classes beginning in the fall.
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Fiscal Policy and Procedures

Budget
Many resources are used for the input into the budget for each program year. The Director and Fiscal Officer prepare a line item budget from the input received.  The Policy Council and Board review and approve the budget application. Funds are disbursed according to program procurement procedures and federal regulations.
Approved budget applications are submitted by December 31 as follows:

· Original and two copies - Regional Office
· One copy - State Clearinghouse
· One copy - Arkoma Planning Commission (Region)
· One copy - Western Arkansas Planning and Development (local)
When the financial assistance award is received, the general ledger current budget figures are entered.
Cash Receipts
The fiscal specialist requests funds on-line through the Payment Management System on an as needed basis, one day in advance. The need is determined by the amount of the weekly accounts payable check runs and the bi-weekly payroll.  Funds are electronically transferred from PMS to the general bank account only as needed. If unused funds remain from a previous draw, that amount is subtracted from the current need to avoid leaving a balance in the bank account.  The bank balance in the general bank account should not exceed $100,000.00.  Transfers are recorded on the check register as well as in the general ledger.
Federal funds are kept in interest-bearing accounts. At the time the quarterly report is submitted to the Payment Management System, any interest earned for the year in excess of $250.00, allowed for administrative costs, is refunded to the PMS.
Any cash received in the office secured in the Fiscal Specialists office until the deposit is made.  The Fiscal Officer prepares a deposit slip in duplicate which shows the date, source, and amount of each check.  All checks are endorsed For Deposit Only as soon as they are received.  Any documentation to support the deposit, including copies of any checks deposited, is attached to the copy of the deposit ticket.  The Fiscal Specialist makes deposits as needed. Validated receipts are attached to any other documentation after the deposit is made. 
Check Control
All checks and vouchers require two signatures.  All payroll checks and direct deposit vouchers are numbered with pre-printed, sequential numbers.  They are secured in the Fiscal Specialist’s office.  All accounts payable checks are numbered with pre-printed, sequential numbers.  They are secured in the Specialist’s office.  All checks and vouchers are printed electronically through the accounting system.  A report of each check run is submitted along with the printed checks to the Human Resource Manager to be signed.  The electronic signature is password protected and under the control of the Human Resource Director.  The Fiscal Specialist keeps a check log of all payroll and accounts payable checks and vouchers.

Debit Card Purchases
The agency has two debit cards.  One is kept in the Head Start Directors office and one is in the Fiscal Specialists office in a locked drawer.  These cards are used for hotel reservations, gas when on an out-of-town trip with an agency vehicle, and occasional on-line purchases.  All of the above procedures apply to charges on the debit card.  After a request for out-of-town travel, an overnight stay or an on-line purchase is approved, a copy of the anticipated charges must be turned into the Fiscal Officer 24 hours before incurring costs so that funds can be transferred to the checking account.
Reporting
Financial statements are prepared monthly by the CPA Firm.  Included in these financial statements are a Balance Sheet and a Statement of Revenues and Expenditures.  The Statement of Revenues and Expenditures includes the current months expenses and is used to compare year-to-date expenses to the approved program year budget. The financial statements are reviewed at monthly Policy Council and bi-monthly Board meetings.
Cash is maintained on a daily basis and reconciled to the bank statement monthly.  The bank statement is opened by the CPA Firm who sorts the checks and looks for any suspicious items.  The CPA Firm does the bank reconciliation and reconciles the bank statements and cash accounts to the general ledger.
The grant receivable is reconciled monthly to the PMS.  The USDA receivable is reconciled monthly to the reimbursement.
The accounts payable is posted to the general ledger at least weekly as invoices are entered and checks are posted immediately when written.  The accounts payable is reconciled monthly to the general ledger.
The payroll is posted to the general ledger biweekly.  The payroll liability accounts are reconciled monthly to the general ledger.
Financial statements are used to prepare the SF-269 and (SF 425) reports. The SF-269 is filed with the regional office (twice a year) for quarters ending Sept. 30 and March 31 and a final report is filed by required due dates. PMS-272 reports are filed with Payment Management System for quarters ending June 30, September 30, December 31 and March 31 by required due dates.		
Audit
An annual audit is done by an independent CPA firm.  After the end of the program year, the final audit report is prepared and submitted as follows: 
· One copy - Single Audit Clearinghouse submitted through Harvester. (add)
· Two copies - Regional Grants Officer	
· Three copies - Director of Audits at DHS emailed by auditor (add).

The results of the audit are given to members of the Board and Policy Council.  Work papers and reports are maintained for three (3) years from the date on the letter received from the National External Audit Resource Unit accepting the audit.
Error Correcting
If any errors are detected in any fiscal department areas, the error will be discussed with the Fiscal Officer and the necessary corrections will be made to ensure complete and accurate fiscal information.
Purchase Requisitions
When an item(s) is needed, a purchase requisition is required to be filled out, one per vendor.  Requisitions for classroom related materials are submitted to the Education Coordinator for review then submitted to the Head Start Director for approval.  All other Coordinators submit requisitions for their component directly to the Head Start Director for approval.  The Head Start Director submits all approved requisitions to the fiscal department and indicates the reason for any unapproved items.
The purchase requisitions are reviewed by the fiscal department to ensure that the item is an allowable cost based on regulations, that there are funds budgeted and available for this item in the proper fiscal year, and that the vendor is an approved vendor for the purchases.  
Two copies are made of the form. The original is filed at the Central Office and the copies are sent back to the requesting personnel. The requesting party is now free to purchase the item(s) needed within 30 days of the request.  After 30 days, if the requisition is not filled, it is voided and a new request would be required to make that purchase.  If an item is not filled on a requisition, a new requisition is required to purchase the item at a later time.  If the requisition was not approved, a copy is returned to the requesting personnel.
There are occasions when a purchase requisition is not required. The following is a list of such occasions:
· Minor maintenance and repairs to building or equipment 
· Film processing
· Utility bills
· Food purchases for menus
· Recurring contracts in AP system (i.e., leases, rent, cleaning service, etc.)

Most office supplies and some cleaning and classroom supplies are kept in the Central Office supply stock and a request for supplies is required for these items.
Purchase Receipts
After a purchase is made, the receipt/invoice is turned in to the Fiscal Specialist with the signature of the buyer. Sometimes a purchase receipt form is needed to accompany the receipt, but only when the receipt is unclear of what was purchased. On this form, the items that are unclear are listed in detail with their unit price, tax, total cost, the vendor the item was purchased from and the purchasers signature.
Packing Slips
Packing slips must be kept when items are shipped to the agency. The person who receives the order checks off what was received, then initials and dates the slip. If a packing slip was not included, the purchaser uses their copy of the purchase requisition to state what was received in the shipment. 
The receipt/invoice(s) are turned in to the Fiscal Specialist weekly along with one copy of the requisition.  The invoices are entered into the accounts payable system and coded according to what center, line item cost, and component the purchase was for.   After that paperwork is matched with the original purchase requisition, it is then given to the Head Start Director for approval for payment. Every expense is charged to the Fund, Program Account, General Ledger Account, Component Code and Center location.  This allows cost analysis to be run based on any of these factors.

Statements
When vendors provide statements the Fiscal Specialist verifies that all invoices are paid.  If any invoices are missing, the Fiscal Specialist contacts the purchaser to get the missing information. We do not pay from statements.

Payment of Invoices
The CPA Firm runs a payment selection report from the accounts payable system and selects which invoices to pay based on whether or not they are allowable and how they are allocated. After funds are transferred into the bank account by the, Fiscal Specialist then the CPA Firm prints the check. All checks are printed with two stubs - one for the agency and one for the vendor. A check run report is generated from the accounts payable system by the CPA Firm.   The check run report and the checks are reviewed by the Head Start Director.  After approval by the Human Resource Manager and the Head Start Director, the signed checks are returned to the Fiscal Specialist.
The Fiscal Specialist attaches the check stub to the supporting documentation:  invoices, purchase requisitions, packing slips, etc. and mails them out.  The stubs and supporting documentation are filed in the accounts payable files by vendor.
Credit Card Purchases
To make a purchase at Wal-Mart, all the above procedures must be followed.  In addition, an individual must take a Wal-Mart charge card.  Each center and the central office has a card on site kept in a locked drawer by the center Teacher/Director and the fiscal department at the central office.  The sales receipt issued at the check-out counter must be signed by the individual making the purchase and returned to the Accounts Payable Manager with the requisition for the items purchased on a weekly basis.
All employees receive a payroll schedule which lists the pay-period beginning and end dates and dates paid.  

Employees clock in and out on a time keeping program, recording hours worked and department worked in.  If an employee does not work their scheduled hours or for technical reasons is not able to use the time clock, then they leave a note stating the reason they did not work or why they were unable to use the time clock. The Human Resource Manager edits all employees time to check for completeness and accuracy. 
At the end of each bi-weekly pay period, the Fiscal Specialist I prints two copies of each employees time record. Once copy is given to the Head Start Director.  The other copy is given to each employee for their signature.  The signed records are all returned to the Fiscal Specialist.
The add Fiscal Specialist I transfers the time recorded in the time keeping program to the payroll program.  The Fiscal Specialist processes paychecks and direct deposit vouchers and all related accounting entries. Payroll checks and vouchers remain secured in the Fiscal Specialist office until distribution.  Payroll checks and vouchers that are mailed are placed in the outgoing mail on the day prior to the payroll date.  All other payroll checks and vouchers remain secured in the Fiscal Specialist I office until the payroll date when they are distributed by the Fiscal Specialist I to the employees.  
The Fiscal Specialist I is responsible to process all payroll related reports and submit to the Fiscal Officer.

Procurement and Property Management
In order to maintain administrative control, procedures for the procurement of supplies and other expendable property, equipment, real property and other services are necessary.  We take responsibility to limit conflict of interest or violation of the Code of Conduct in the procurement process. These are addressed in the Personnel Policy Manual.
All transactions will be conducted in a manner to provide practical, open and free competition. An analysis will be made to determine practicality of leasing versus purchasing and to avoid unnecessary purchases. The Equipment/Supplies Procurement Analysis form is used to record such analysis.
This procurement form is required when purchasing major appliances or individual items costing $1,000.00 or more. In these cases, vendors submit proposals or quotes to the Fiscal Officer and after analyzing all of the factors, a vendor is approved for purchasing. The agency solicits bids that can furnish brand name(s) or equal, use of the metric system of measurement, conserve natural resources, protect the environment and are energy efficient. Positive efforts are made to use small, minority owned and/or womens business enterprises. Contractors must be responsible and able to perform successfully under the terms and conditions of the contract. 
The fiscal department will call vendors when deemed necessary to see about getting better prices for items needed. This information is then analyzed using the Equipment/Supplies Procurement Analysis form; addressing quality, price, shipping variables, if the item can be purchased locally, etc., depending on the vendor. A few vendors are selected to choose from when purchasing these items. The Education Coordinator also does this when needing to order classroom furnishings.

Equipment
Equipment is non-expendable property having a useful life of more than one year and/or an acquisition cost of $5,000.00 or more per unit. The Head Start agency is required to submit an equipment list with the grant application if such expenditures are to be made from the grant budget. The list must specify actual or estimated cost of each item of equipment requested. Only the approved items may be purchased with grant funds. If any changes or additional equipment items are required, approval must be obtained through a budget revision or amendments.
Procedures for the purchase of equipment items are the same as for expendable supplies with one added requirement for larger equipment items: competitive bids from at least three vendors who are willing to meet the grantees requirements which includes Equal Opportunity Act. Both written and telephone inquiries are used to locate the best possible resource by considering such factors as quality, follow-up services, etc. Purchases are made after determining which best meets the programs needs.

Renovation and Building Maintenance
To maintain quality facilities it will be necessary at times to repair or renovate the buildings or property in which Head Start is a tenant or has ownership.  Repair or renovation which exceeds $5,000 must obtain a minimum of three bids. The fiscal department maintains a copy of bids.  Bids once accepted and approved by the Head Start Director, will serve as a contract for the work to be accomplished.  



Contracted Services
Contracted services may include any professional services necessary to implement the objectives of the grant when such services cannot be provided by the staff or are cheaper than hiring additional staff.
Contracts will be made to obtain the necessary services. The contract will be awarded to the one who best meets the needs of our program. A contract will include services to be performed, the time frame in which the services will be performed and the terms agreed upon. Contracts will provide for the Davis-Bacon Act, if applicable. The contract is signed by the Executive Director and the contractor. These documents are kept on file in the fiscal department.

Services will be evaluated during the term of the contract and payment made per terms of the contract.

Lease Agreements
Lease agreements will be entered into after the availability and practicality of purchasing has been analyzed.
Some reasons for need of lease are:

· The project is of short duration and owned equipment is not available.
· Specific program objectives require special equipment or space which is not owned by the Head Start agency.
· There is an increase in work load which cannot be accommodated by owned space or equipment.
· The lease will result in less cost to the agency over the total period that the property will be used for.
· The lease is clearly necessary for the particular circumstances involved.
A lease agreement is drawn up and signed by and the Executive Director the lessor. The agreement includes the description of the property or equipment, the length of time of the agreement and the responsibilities of both parties, options (if any) and the agreed cost.
The lease agreement is kept on file in the fiscal department.

Equipment and Property
Head Start Child and Family Services Inc.  will follow Circular A-110 (revised 9/30/99) definition of “equipment”.
Equipment means tangible non expendable personal property including exempt property charged directly to the award having a useful life of more than one year and an acquisition cost of $5000 or more per unit.  However consistent with recipient policy, lower limits may be established.”
Property defined by the HSCFS Board of Directors states that property will be defined as personal property with a useful life of more than one year and an acquisition cost of $1000 or more per unit.  (This is for tracking of property only.)
The equipment /property records must include the following information (34 CFR 80.32):
The inventory records must include: 
Description of the item; 
A serial number or other identification number; 
Funding source of the item (name of funding title/grant); 
Name of holder of title; 
Acquisition date; 
Acquisition cost; 
Percentage of federal participation in the cost of the item; 
Location of the item; 
Use and condition of the item, and; 
Any ultimate disposition data including date of disposal and the sale price of the item. 

A physical inventory and reconciliation with records is required every two years. Also, an inventory control system and equipment maintenance procedures must be implemented to prevent loss, damage, or theft of the property.  Any loss, damage, or theft must be investigated.
Adequate maintenance procedures must be developed to keep property in good condition.
Immediately following the federal review the fiscal department acquired the description, tag numbers, serial/id numbers, acquisition date, cost, location of equipment and verified the listing of equipment/property on the asset management system. Records of equipment / property will be maintained in a a locally designed excel spreadsheet and updated when property of a cost equaling $1000 or more is purchased by HSCFS.  A physical inventory will be conducted by the Fiscal Officer and or Fiscal Specialist every two years.

Safeguards on Use of Equipment and Supplies and Data Back-Up
Grantee agency is responsible for the use and control of all property from the time it is received until its disposition. When the property is issued, the location of item is recorded on the property records by the Fiscal Officer. A printout of property shows the items issued as the responsibility of appropriate person at that site location. When the propertys location is changed, an Inventory Item Transfer/Disposal Form is completed. This form is kept by the fiscal department and used to make changes in the asset program.
Any staff members who observe the misuse of program equipment and supplies is responsible for reporting this to the Director. An investigation will be made and appropriate disciplinary action will be taken if necessary.
The Network Server is backed up nightly by Carbonite.

Theft, Loss, Damage
Adequate insurance coverage is provided for the property items at all centers and at Central Office. Insurance policies are kept on file in the fiscal department.
In the event of property theft, loss or damage, a report will be made by the responsible person at the location of the property. The responsible person, such as center director, will inform the Head Start Director of the incident and giving a detailed description of the item for filing a written report. A copy of the law enforcement or fire department report will be obtained. These reports will be useful in seeking relief from responsibility for the property and for making insurance claims.


Property Disposal
As long as the item is in useful condition or is needed to accomplish the purposes of the grant, property purchased with grant funds will be retained.
When the agency no longer has use for non-expendable property with grant funds, any sale proceeds from the property will be handled as follows:
If the property had a unit acquisition cost of less than $1,000 and the property has no further use value, the property may be retained, stored for future needs, sold or otherwise disposed of.
The grantee may sell the property and reimburse the federal government in an amount which is computed by applying the percentage of federal participation in the cost of the acquisition to the sale proceeds. This amount is determined by the Notice of Grant Award which indicated the percentage of grantee participation. The percent of federal participation is the compliment of this percentage (80% is the compliment of 20%). The agency may retain $100 or 10 percent of the total sale proceeds, whichever is less, for its selling and handling expenses.
When property is no longer useful because of its condition and has no sale value, it will be disposed of. If an item is found to be in useful condition, it will be kept in storage for reissuance. If not, it will be disposed of in an appropriate manner.

Food Costs, Including USDA
Our program has received USDA reimbursement since 1974. The fiscal year for USDA is October 1 to September 30.
Automatically under the National School Lunch Act children enrolled in Head Start are eligible for free meals. The number of meals claimed for reimbursement is taken from daily production records which show number of meals served to children as well as amounts served. For children who receive their breakfast, lunch or P.M. supplement at the center level, nutrition aides complete the daily production record. For children who receive their breakfast and lunch at the school cafeteria, the teacher/director completes a daily record-contracted meal count form, this record is compared to billing submitted from schools for monthly payment.  All records are submitted to the fiscal department weekly and totaled at the end of the month for preparation of the Claim for Reimbursement sent to USDA by the 15th of each month.
We do not receive payment or partial payment in advance. We use the reimbursement method only. We do, however, receive cash in lieu of commodities upon receipt of USDA reimbursement. A journal entry is made to the appropriate categories to reimburse Head Start for meal items, preparation and serving expenses.

Non-Federal Share
Our Program obtains the required 20% non-federal share (inkind) as per the guidelines set in Part 74.23 by:
Volunteers
Professional
Para-professional
Space
Buildings used for classroom and office space
Training/Meeting Rooms
Transportation
Transportation to Doctor Appointments
Supplies
        Donated Goods
Cash
        Cash donations when expended for allowable expenses
Valuation of third party inkind is based upon:
Volunteers
Professional (doctors, dentists, consultants, etc.)  Value of services is based on rates as if program were to pay for them.  If rate charged to program is less than the normal rate for service performed, and it is discounted only because we are head start then the difference would also be claimed as additional inkind.
Para-professional  Value of services is based on rates as if program were to pay for them.  This rate is based on the lowest paid individual hourly wage plus 24% fringe.
Space
Buildings  value of space for centers, administrative offices, and home base offices are determined at fair market value by a certified appraiser.
Training/Meeting rooms  value of donated space shall not exceed the fair rental value of comparable space as established by independent appraiser.
Transportation
     	Transporting of children to doctor appointments is valued by obtaining odometer reading (center to doctors office and back to the center). This information is placed on file in the fiscal department; thereafter, signed monthly attendance/inkind transportation sheets are submitted. Mileage is determined by multiplying the odometer reading by mileage rate which would equal value of transportation.
Supplies
Value of donation is determined by current market value at time of receipt.
Cash				
Actual value.
Documentation is provided as follows:
Volunteers
Professional   Inkind Contribution - Other form
Para-Professional  Individual Volunteer Inkind and Inkind Contributions - Other forms 
Space
Centers/Offices  appraisals on file
Training/Meeting rooms  Inkind Contribution - Other form
Transportation
Medical Inkind Transportation Verification form
Donated Supplies  Inkind Contributions - Other form 
Cash Donations  Receipt from allowable purchase
All completed inkind forms shall be submitted to the fiscal department at the Central Office by the 3rd business day of each month.   All inkind sheets include:
Date(s)/location of contribution
Description of contribution/service performed
Hours or value of contribution/service performed
Check type of contributor such as: parent/guardian; former parent/guardian; former Head Start student; community resource person; or organization; etc.....
Contributors signature and address (address on first contribution only)
Signature of Head Start staff receiving contribution
Inkind Property  Property received as inkind is recorded on Inkind Contribution - Other. This inkind sheet is the source document to record the item in inkind property records. Contributed property is controlled in same manner as purchased property and the same inventory controls are maintained. The value of inkind property received in previous fiscal year is not counted as part of the non-federal share in subsequent budget years. ABC requires a 40% match per the Arkansas Department of Education. ABC Center Directors enter allowable inkind into COPA. The Fiscal Officer runs and inkind report and attendance report by the tenth of each month. For each center, using the attendance report and the calculated mileage report, a worksheet is prepared to calculate allowable transportation inkind. This information is then used to prepare a journal entry to be entered into the accounting system.

Cost Allocation Plan
We have five state funded Arkansas Better Change for School Success (ABCSS) pre-school classrooms located in centers with Head Start classrooms.  Two of the four classrooms at the Dallas location are ABC. Both of these programs operate nine months a year. One of the two classrooms is at the Mulberry Elementary School.  Both of these programs operate nine months a year.  The third, fourth and fifth ABC classrooms are independently located at Jenny Lind. The fifth class is located at the Cedarville Elementary School.
Any requisitions that are turned in specifying the classroom that will be using the materials are charged to that location. 
The Dallas location is leased and all the classrooms are in the same building.  All costs for the building are split 50% ABC and 50% Head Start. 

Procurement Procedures
The following are Head Start Child & Family Services Inc.  Procurement procedures:
1. All employees shall avoid purchasing items that are not necessary for the performance of the activities required by a Federal award.  (A-110_44(1))
2. Where appropriate, an analysis shall be made of lease and purchase alternatives to determine which would be the most economical and practical procurement for the Federal government. 
a. (A-110_44(2))  This analysis should only be made when both lease and purchase alternatives are available to the program.
3. A cost or price analysis shall be made for every procurement, when feasible (cost benefit). (Office staff will provide an annual comparison when the item(s) are purchased throughout the year.   I.e. groceries, bulk milk and classroom supplies.)  Price analysis may be made in various ways, including comparison of price quotations submitted, market prices or catalog comparisons.  Cost analysis is the review and evaluation of each element of cost to determine reasonableness, allocability and allow ability. (A-110_45)
4. Documentation of the cost and price analysis associated with each procurement decision shall be retained in the procurement files pertaining to each Federal award.  (A-100_46)
5. For all procurements in excess of the small purchase acquisition threshold ($100,000 in 2005), procurement records and files shall be maintained including the following:
a.  The basis for contractor selection
b. Justification for lack of competition when competitive bids or offers are not obtained.
c. The basis for award cost or price. 
6. All procurement files shall be available for inspection upon request by a Federal awarding agency.
7. The “cost-plus-a percentage of costs” method contracting shall not be utilized. (A-110_44(3)(c)
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Orientation Process for Staff

Center based: The Education Coordinator transitions new staff into the classroom and explains classroom methods, discipline, policies, etc. The supervising teacher mentors the new staff placed in her/ his classroom. The teacher mentor coaches new teachers are appropriate Head Start practices, including writing lesson plans and record keeping.

Home based: The Education Coordinator works with new home visitors on an individual basis, conducting the home visits until the employee understands the appropriate methods. New home visitors accompany experienced home visitors as observers when home visits are made. The experienced home visitor and Education Coordinator mentor new home visitors in regard to writing lesson plans, record keeping and techniques for involving the parent as the teacher.

Central office staff: Staff hired for Central Office positions are transitioned by the Executive Director in conjunction with the Human Resource Manager and individual component coordinators.
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Non- Discrimination Policy

In compliance with Title VI of the Civil Rights Act of 1964 (Public Law 88-352) no person shall be excluded from the program on the grounds of race, color, or national origin.

Furthermore, no person shall be excluded from the program on the ground of religious beliefs.  The program recognizes the right of the parent to instruct their child in their religious convictions.

The following guidelines in the application of this policy are for the benefit of staff and parents.

1.    Program activities such as observance of holidays and birthdays will be carried out of the majority of the children.

2.    No child will be forced to participate in any such activity against the parents’ wishes.

3.    If the child is present during these special events, the teachers are instructed, when possible, to quietly substitute an activity for the child, without calling undo attention to the action, and to excuse the child from participating in singing or reciting against the parents’ wishes.

4.    If a parent does not wish their child to eat certain foods based on religious beliefs the child will be served a simple substitute which meets USDA meal pattern standards.    
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Drug Free Workplace Policy

In compliance with the Drug Free Workplace Act of 1988, 45 CFR Part 76, Subpart F, Head Start Child and Family Services, Inc. hereby certifies that it will provide a drug workplace by: 

	developing this policy statement and distributing to all employees that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited in the agencys workplace.

In addition to this document, which includes prevention and treatment resources, a Substance Abuse and Control policy is included in the Personnel Policy Manual.

Proof of an employees violation of this policy will result in termination. In caring for young children and working with their families to improve their environments, it is incumbent upon us to guarantee that the workplace is drug free and that employees provide a safe, nurturing environment.

(b) Head Start Child & Family Services, Inc. will have an ongoing drug free awareness program to inform employees about (1) The dangers of drug abuse in the workplace (2) The agencys policy of maintaining a drug free workplace. (3) Available drug counseling, rehabilitation, and employee assistance programs.

Emphasis will be placed on prevention through education. Classroom on site prevention substance abuse education for the children enrolled in the program will also be provided during the month of October.

Prevention and treatment resources in our area available to staff include:

1. Harbor House
2. Gateway
3. Alcoholics Anonymous
4. Charter Vista Hospital
5. Sparks Hospital
6. The National Institute of Drug Abuse Hotline ( 1-800-662-HELP )

As a condition of employment with Head Start Child and Family Services, Inc., the employee will:
1. Abide by the terms of this policy

2.     Notify the agency in writing of any criminal drug conviction for a violation occurring in the workplace no later than 5 calendar days after the conviction.

Upon receipt of receiving notice of such conviction, in compliance with this written policy, the employee will be terminated immediately.   
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Discipline Policy


Our program believes that effective discipline is guidance, an education process, not a tool to force obedience.

The desired goal of discipline is to promote self-discipline and responsibility in children, which enables them to cooperate with others.

We will not use any method of discipline that may cause a childs self-esteem to be damaged. 

No method of discipline will be used that is humiliating, frightening, or physically harmful to children.

Food will not be limited or used as a reward.

Children will not be labeled bad or naughty or spoken to in a threatening or belittling tone.

The following methods will not be used in our facilities to guide/discipline children: Spanking, Restraints, Harsh Treatment, Washing mouth with soap, Taping or obstructing a childs mouth, placing painful or unpleasant tasting substance in mouth, Profane or abusive language, Isolation without supervision, Placing child in dark areas or Inflicting physical pain.

Physical punishment will not be administered to children.

Children may be excused from the group for a timeout or calm-down time if the behavior is unsafe or interfering with the rights of others. The timeout will always be supervised and will be brief, usually 2 or 3 minutes or when the child has made the choice to return to the group with appropriate behavior.

Children will be given opportunities to make choices and find alternatives to inappropriate behaviors.
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Emergency Assistance/ Crisis Intervention Procedures

When a family has an emergency such as no food, fire damage or family crisis, the Center Teachers/ Home Visitors will be responsible for coordinating the immediate relief effort, with the assistance of the Family Partnership Coordinator who are involved with the family.

Community organizations who help with emergency situations; private civic clubs, local grocery stores, wholesale groceries, local canning plants, Salvation Army, Clearing House, CSCDC food bank, and the Red Cross.

In case of fire or flood and the family loses everything, the ages and sizes of all family members is given to the Family Community Partnership Coordinator, household items, clothing, money is donated by the community, Head Start staff and families.

In the event of medical emergencies which cannot be covered by Head Start funds, the Health Coordinator seeks assistance from other providers such as; church groups, private doctors, dentists, and the vision service plan site for student, as well as community dental clinics.


































Revised: July 12, 2011
Head Start Child and Family Services, Inc.
Head Start, Early Head Start and ABC

Medication  Policy

Medication will not routinely be administered.  If a child requires a medication for a chronic condition that requires frequency more than three times a day (for part day programs) or have specific frequency time orders from the doctor, the prescribing physician will be contacted for verification.  The parent/guardian will be instructed to arrange for someone to come to the classroom to give the medication.  If that is not possible, the staff will administer the medication as per the written instructions.  For such cases an "Authorization to Administer Medication" form must be filled out and signed by the parent and physician.  In some cases, the parent/guardian will be instructed to keep the child home until all the medication has been administered.  Each case will be handled on an individual basis.  All medication must be labeled according to Head Start Policy and kept in a locked box away from student access areas.

Medication labels must include: 
· A pharmacy generated label
· Child's Name
· Name of Medicine
· Issue Date of Medicine
· Dosage
· Frequency: How often to give
· Route: e.g.  orally, under the tongue
· Storage Instruction: e.g. keep refrigerated
· Special Instructions: e.g. with food/on empty stomach
· Doctors Name

NO DOCTOR-PROVIDED FREE SAMPLE MEDICATIONS ARE ALLOWED IN THE CENTER FOR ADMINISTRATION WITHOUT A PHARMACY LABEL.  Most 
clinic pharmacies will print you such a label for free samples if you request them. The parent must also bring the pharmacy generated information sheets including any special instructions, side effects and interactions for staff to copy and keep with the medication. These may also be obtained on free sample medications from any pharmacy. Individual children's medication will be kept in a zip locked plastic bag, clearly labeled with the child's name and placed in a locked box away from student access areas unless refrigeration is required.  
All staff responsible for administering medication will be trained by a registered nurse on its proper technique for administering, handling, and storage including the use of any necessary equipment to administer the medication and precautions to use, or side effects to report or note.  The administration of any medication in the Head Start centers will be documented with each administration and include: Medication given, dosage given, date and time administered, the signature of administering person.  A record will also be kept of any side effects and any behavior changes or physical changes noted while the child is receiving this medication.  Documentation of notification of either parent/guardian or physician will be noted on the Medication Administration Documentation form.  These reports will be reviewed with the family on a regular basis.
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Sun Safety Policy

More than one million new cases of skin cancer will be diagnosed in 2000, says Darrell Rigel, M.D., immediate past president of the American Academy of Dermatology.  Worse yet, the rate of melanoma, the most dangerous of skin cancers, is doubling every 8 to 10 years. In fact, the lifetime odds of getting skin cancer are 1 in 5. We think that sun exposure in childhood and adolescence is perhaps the most important cause of melanomas, notes Arthur J. Sober, M.D., associate chief of dermatology at Massachusetts General Hospital in Boston and professor of dermatology at Harvard Medical School.  Some studies have shown that people get 80 percent of their sun damage before theyre 18 or 20 years old, says Roger Ceilley, M.D., clinical professor of dermatology at the University of Iowa in Des Moines.  Every sunburn during childhood significantly increases your risk of skin cancer.  According to the AMC Cancer Research Center, even one severe sunburn in childhood can double the risk of developing melanoma later in life.

It is for these reasons and recognizing Head Starts role by working with parents, staff, children and the community, we want to build sun safety partnerships to aid in educating and implementing sun-safe school policies and environments.

Teachers will stimulate awareness, provide information, teach sun safety skills, and act as positive role models.  Children will be encouraged to play in shaded outdoor areas whenever possible.  Outdoor play time will be scheduled during non-peak sun intensive hours (before 10 a.m. or after 3 p.m.) as possible.  All infants under 6 months of age will be shaded with a covered area or umbrellas when outdoors.  Time in the sun will be limited, especially during summer months when the Ultra Violet Index is higher.

Outdoor play is essential for children’s health and well being. The sense of peace and pleasure children experience when they take in fresh air, feel the warmth of the sun on their backs, and watch a butterfly land gently on a flower is immeasurable.  What is very evident is how much children enjoy running, jumping, climbing and playing outdoors. The time children spend outdoors every day is just as important to their learning as the time they spend in the classroom. For Head Start teachers, the outdoors offer many ways to enrich the curriculum and support children’s development through social/ emotional, physical, language and cognitive learning. Almost every “Creative Curriculum” objective can be addressed during outdoor time. 
Below is a policy that all Head Start centers will follow to ensure that every child will enjoy and benefit from outdoor play during the Head Start experience.

WINTER
On winter days, children will have outdoor activities at the regularly scheduled time when the weather is 32 degrees or higher. 
During winter days when the temperature is 32-20 degrees, the length of time the children will stay outside will be based on the classroom staff ‘s discretion. The staff will evaluate the children’s tolerance and decide the length of time the outdoor activity will last.
There will be no outside activities when the temperature is 20 degrees or below.

SUMMER
On summer days, children will have outdoor activities at the regularly scheduled time when the weather is 85 degrees or lower. 
During summer days when the temperature is 85-95 degrees, the length of time the children will stay outside will be based on the classroom staff’s discretion. The staff will evaluate the children’s tolerance and decide the length of time the outdoor activity will last.
There will be no outside activities when the temperature is 95 degrees or higher.

Parents are encouraged to dress their child in coverup clothing, encouraged to have their child wear a wide-brimmed or legionnaire hat when outdoors, and sunglasses.  Parents are encouraged to apply sunscreen with an SPF of 15 or more before bringing their child to class every day. Sunscreen should never be used on infants under 6 months old.

Every parent will receive a copy of the sun safety information sheet and this policy.											
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Sick Child Policy


Both parents and child care providers want to keep children healthy.  In spite of everyone's efforts, children do get sick.  Young children get sick more often because: 
1) their immune systems do not fight illness as well as an adult's and 2) they have no experience with many of the germs (viruses, bacteria, fungi, or parasites) that cause infection. Parents and the Head Start program must share the responsibility for maintaining health and preventing the spread of contagious diseases.  Part of working together is planning for care when your child is ill.  

Upon enrollment in the program, parents must sign a consent form giving the program authorization to obtain emergency, medical/dental treatment for every child.  Parents are responsible for providing up-to-date emergency phone numbers, promptly picking up their ill child and consulting with their child's doctor about diagnosis and care.  Parents and caregivers should notify the appropriate child care staff when children or other family members are ill with a contagious disease.  

The HS and EHS programs are not set up to provide care for ill children, consequently staff members will notify parents or emergency contact person, if your child becomes ill while at the center.  The child will be isolated from others in a quiet place where they can rest while remaining supervised and observed by center staff, until a parent or designated person arrives to take them home.  

In the event of an emergency situation, the parent or guardian will be notified if time permits.  If, in the judgement of the staff in charge, time does not permit, the emergency medical services system will be called for help.  The staff will accompany and remain with the child, until the parent or guardian arrives or as long as necessary.  If it seems necessary for the child to be taken for emergency treatment before the parent can be contacted, or arrives, other staff members will continue to make every effort to reach the parent as quickly as possible.  

All children will receive a daily health check upon arrival at their centers each day.  Children will be excluded from the center program if:

1. Your child has a temperature of 100 degree's auxiliary or has had an elevated temperature within the prior 24 hours.
2. Your child has vomited more than once in the prior 24 hours
3. Your child has diarrhea
4. Your child has received medication to control any of the above conditions within the last 24 hours.
5. Your child does not feel well enough to participate comfortably in the usual activities of the program.

6. Your child has any of the following signs of a possibly serious illness:
    
a. unusual drowsiness
    		b. extreme fussiness
    		c. persistent or excessive crying
    		d. wheezing
   		e. uncontrolled coughing
   		f. difficulty breathing
    		g. unable to play at all
h. complaining of severe pain
i. not urinating at least once in 8 hours, a dry mouth, no tears or sunken eyes

The center staff will notify you to come pick up your child if any of the above conditions are found or develop after your child arrives at the center. 

With your cooperation, all of the Head Start/Early Head Start children will be healthy and safe.  We want all of the children in class every day, so we must take these health measures to ensure everyone stays healthy. 
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Daily Health Check Policy


Each morning as they arrive at their center, all children will receive a daily health check.  This check will require parents to inform staff of any specific health issues occurring in the prior 24 hours.  

Parents, please become familiar with the questions asked at your center so that you are prepared to answer them.  They will include different items for HS and EHS.  Staff will assess for any temperature noted in that 24 hours and may use their thermometer strips if any fever is suspected.  Vomiting, diarrhea, any unusual nasal or eye drainage and any noted rashes, bruises or scrapes will be evaluated.  

EHS evaluation will include these items and also assess feeding and changing times and any changes in diet or routine.  

Parents we want to take the best possible care of your child and knowing these things will help us do that.  Please plan on the additional time that communicating with us will take when you plan your arrival time. 
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Hand Washing Policy


HANDWASHING is the single most important step we can take to control the spread of disease.  Teaching children how important it is will require the continual encouragement, support and role modeling from both parents and staff, both at school and at home.  It is for this reason, Head Start has adopted the following 
HAND-WASHING policy:

Early Head Start parents will be required to use special antiseptic hand wipes on both their childs hands and theirs as they enter the classrooms before signing their child into the center each morning.

In the Head Start program, upon arriving at the centers or home base classroom or for each home visit every day, the children must be assisted by those bringing them, to wash their hands under running water, using soap and drying well with a paper towel.  Parents are encouraged to wash their hands at the same time to provide a role model. 

All children will also be required to wash before meals, after going outside, after handling animals, after using the restroom, after coughing or sneezing and anytime they are dirty.  They will be taught the proper hand washing technique and picture instructions are placed at all sink areas.  Special hand washing and "germ" activities are planned throughout the year to help them understand how important hand washing is.  Your cooperation and assistance both in the classroom and at home is greatly appreciated.
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Lice / No Nit Policy

It will be our Head Start policy that if a child is found to have head lice, he/she will be sent home and excluded from the Head Start classroom.  At this time, a Head Start staff member will give the parent/guardian a Head Lice Notification Form which will explain in further detail how to treat this problem.  A child who is found to have head lice will not be allowed to return to the Head Start Center until after the following three things have been accomplished by the parent or guardian:  

l. You have applied the first application of a prescribed or over-the-counter lice medicated shampoo on your child's hair (regular shampoo does not kill lice).

2. You have removed as many nits as possible from your child's hair (This is a difficult and time-consuming process, because the nits have a firm grip on the hair.  Using a solution of vinegar and water may help loosen nits, so you can remove them with a special, fine-toothed, nit-removal comb.  It will be our Head Start policy that if a conscientious effort has been shown by the parent/guardian  to remove nits and, upon re-examination of the child's hair, one or two nits have been missed, these can be removed and the child will be able to remain in the Center).

3. You have cleaned or stored personal items in order to prevent re-infestation of the lice (items that cannot be washed or dried should be put in a plastic bag and sealed  for 30 days -  this is the life cycle of a louse).

PLEASE BE AWARE THAT EXCLUSION OF A CHILD IS NOT A PUNISHMENT, BUT A PREVENTIVE MEASURE.  FURTHERMORE, LICE OUTBREAKS ARE COMMON AMONG GROUPS OF PRE-SCHOOL CHILDREN AND EVEN THE CLEANEST CHILD CAN EASILY BECOME INFECTED.

We realize that it may be inconvenient for you to keep your child at home until these three things have been done, but we cannot allow an epidemic in the classroom.  A Head Start staff member will check your child's head when she/he returns to the classroom, to be sure the lice are gone.    
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Glove Use in Serving Food Policy


This policy is the recommended state policy for safe and sanitary food handling.

All staff must wash their hands, using correct hand washing techniques, prior to serving food to the children.  It is not required for them to wear gloves during food service, unless they have a cut or abrasion which should be covered with a bandage and gloves worn.  

All staff will receive appropriate training on safe food handling procedures for table service and the handling of food.

In providing a model for children, we will demonstrate the need to maintain the 
hands-clean status by not touching anything, after washing, except the clean 
food-service equipment; thus, reinforcing the behaviors we would like them to learn and practice at home.	






	































Revised: July 12, 2011
Head Start Child and Family Services, Inc.
Head Start, Early Head Start and ABC

Diaper Policy


Diapers for each infant or toddler enrolled in Early Head Start, will be provided by the program.  Disposable diapers are encouraged whenever possible for sanitary reasons.  Early Head Start will provide generic brand disposable diapers and baby wipes to be used while at the center.  

Diaper bags may not be left at the center. Cloth diapers will not be rinsed at the center.  Those families using cloth diapers must provide an airtight bag labeled with their name.  The parents shall take this container home at the end of EACH day.  

Soiled clothing or training pants shall be placed in a plastic bag, labeled with the child's name and sent home for laundering.  

Diaper changes shall be performed by trained staff, only, following our established changing procedures, to maintain standards of health and safety for every child. 
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Breastfeeding Policy


It will be the policy of the Early Head Start program to encourage breastfeeding as the best possible food source for every child.  Not only does human milk provide all the protein, sugar, fat, and vitamins your baby needs to be healthy, but it has special benefits that formulas cannot match.  It helps protect your baby against certain diseases and infections. Breast milk is easier for babies to digest.  Just because you are returning to work or school does not mean you have to stop breastfeeding. The Early Head Start program will support breastfeeding by providing a quiet place to nurse, for those able to be away from their jobs during feeding times.  

For mothers who express milk, the program will provide safe storage and handling for properly prepared breast milk. Parents must follow the American Academy of Pediatrics recommendations on safe storage and preparation guidelines to keep your expressed milk healthy for your baby. Precautions appropriate to the handling of body fluid will be followed. This includes good handwashing.  Gloves are not required while feeding expressed breast milk, but breat milk will otherwise be treated as a body fluid. 

Referrals to, and collaboration with, the local WIC program and LeLeche League will be used to provide additional support and information for all pregnant and nursing mothers.
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Formula/ Bottle Feeding Policy


All standard, powdered formula consumed by infants in the EHS program, while in the center, will be provided under the USDA reimbursement plan.  Provision of specialized formulas will be assessed on an individualized basis.  

Bottles will be prepared by the cook and reconstituted in the classroom by the teacher/caregiver with water that has been prepared daily by boiling for10 minutes. 
Only cleaned and disinfected bottles and nipples will be used. 

For bottle feeding, infants will either be held or fed sitting up.  Bottle propping, feeding in cribs, beds or while using other sleep equipment, and carrying of bottles by young children, will not be permitted.  Infants will be fed "on demand" to the extent possible but, at least, every four hours and usually not more than hourly. Bottles requiring warming will be placed in hot water for five minutes, shaken, and temperature tested before feeding.  Bottles will never be warmed in a microwave oven. Bottles will be used to feed breast milk or formula only, cereals or baby food will be served from a bowl or cup with a spoon. 

Only whole, pasteurized, milk will be served to children younger than 24 months of age who are not on formula or breast milk. Only formula or breast milk will be served to infants under 12 months of age, except, at the written direction of a parent or legal guardian and the child's health care provider.  
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Toilet Training Policy


Head Start staff will work with parents as a team on toilet training activities.  The initiation of toilet training will be on an individualized basis when developmental milestones indicate the child's readiness and parents indicate their desire to participate in a toilet training program.  Each familys individual customs or beliefs will be honored and respected.   
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Dental Care Policy


All children enrolled in the Head Start or Early HS program will receive a dental screening to determine dental status, within 45 days of enrollment, if they are one year of age or older. These screenings will be conducted by a dental professional who will assess for baby bottle tooth decay, any formation problems which might interfere with language development, and dental caries. This will be repeated yearly.  

Preventative dental care activities will be performed, daily, in all centers.  Early introduction to dental habits helps promote positive dental awareness and instills techniques and routines that will last a lifetime.  Parent education programs on dental health will be presented throughout the year and parents will be encouraged to continue these good dental habits when their child is at home.  

Dental supplies, for dental care at the center, will be provided by the HS or EHS program.  All HS children will be brushing with a fluoridated toothpaste.  Staff will assist families in obtaining and encourage fluoride supplements for EHS children.  Parents will be encouraged and supported to accompany their child for all dental procedures.  Preliminary classroom activities will be initiated to prepare and inform all children about what a dental screening involves to reduce their anxiety about this new experience. Priorities for treatment are established as follows:

· Children with painful teeth-Need attention immediately.
· Children with obvious cavities, bleeding gums or infection-Need attention soon.
· Routine care for all children.

Parents will be notified if a screening indicates that further exam or treatment is needed, and staff will work with families to make these follow-up appointments. 
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Daily Point of Service Meal Count Policy

1. The Head Start staff serving the meal will fill out the Daily Point of Services Meal Count at the time the meal is being served. The Daily Point of Services Meal Count will be filled in for each meal at the time the meal is being served. The Daily Point of Services Meal Count will be filled in for each meal at the time it is served and forwarded to the Central Kitchen for verification.

2. The Lead Cook will cross reference the Daily Point of Service Meal Count with the sign in form used by parents to sign their child in each day. She will use this form to double check the number of children who attended. The number of meals served should be the same as the number of children signed in for that day.

3. The Lead Cook will review the daily meal production records to verify that the correct amount of food was prepared for service to children. The amount of food prepared, serving size, and number of children to be served will provide another cross- check as to the number of meals that can be claimed for reimbursement. 

4. Upon verification that the attendance and the meal count served are the same and that the correct amount of food prepared, the Lead Cook will then process the USDA reimbursement. 

5.All reimbursement requests will be for the number of children in actual attendance. The number of children in attendance is to be verified by the Lead Cook, prior to any reimbursement requests by the Central Kitchen Lead Cook.
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Policy on Pacifiers

     The EHS program will respect each individualized parents decision on pacifier use.  If used, pacifiers must be provided by the parents and several spares should also be brought to the center to allow adequate time for any contaminated pacifiers to be sanitized. All pacifiers must be labeled with their child's name and allow for them to be safely attached to the child's clothing.  All contaminated pacifiers will be turned over to the cook to sanitize by washing with a bottle brush and run thru a dishwashing cycle for disinfecting.
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Sleep Position Policy for Infants

Early Head Start will follow the American Academy of Pediatrics recommendations regarding infant sleep positions for infants less than 6 months of age.  This policy was developed to make your baby safer and reduce the risk of Sudden Infant Death Syndrome (SIDS). Healthy babies will be placed on their backs to sleep.  If your child was born with a birth defect, often spits up after eating, or has a breathing, lung or heart problem your doctor will need to assist us by specifying which sleep position they prefer us to place your child in.  Some babies at first don't like sleeping on their back, but most get used to it and this is the best sleep position for your baby. This is new.  Your mother was told and, if you have other children, you may have been told that babies should sleep on their tummy.  Now, doctors and nurses believe that fewer babies will die of SIDS if most infants sleep on their backs. 
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Policy for Handling Persons Under the Apparent Influence 
of Drugs/Alcohol and Persons Who Pose Safety Risks

The indoor and outdoor environment, and vehicles used by the program, is to be safe areas for our children to grow and learn.  The use of alcohol or illegal drugs in any form is prohibited on or in any facility premises.

Possession of illegal substances or unauthorized potentially toxic substances while in program facilities, is prohibited.

All child care providers and staff will maintain sobriety while providing child care. (See Personnel Policy 10.8) Caregivers, staff, or other adults who are inebriated, intoxicated, or otherwise under the influence of mind-altering or polluting substances, will be required to leave the premises, immediately.

No guns or other lethal weapons will be allowed in any Head Start setting.

The children will never be released to anyone who cannot safely care for the child.

The center director or staff will notify the police by calling 911 to manage an adult under the influence of drugs/alcohol or an individual who poses a safety risk.

The center director or staff will contact the emergency contact person listed to make arrangements for the childs transport to a place of safety. If no one is available to care for the child, the center director will contact the Head Start Central Office for guidance.

In any incidence of threat or violence ALL staff will make every effort to shield and protect the children in our care from exposure and harm.

All public statements concerning any inquiries for information will be directed to the program Executive Director; all other staff members will refrain from public comments.
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Smoking Policy

Because there is considerable evidence that environmental tobacco smoke is harmful to children and adults, and because Head Start has the mission of promoting the healthy development of the children and families it serves, the Head Start Bureau Final Program Instruction (effective 5-1-95) requires all Head Start programs to provide a smoke-free environment for children and adults who participate in the program.

Head Start prohibits smoking by staff, parents and volunteers, at all times, in all space utilized by the program.  This includes classrooms, staff offices, kitchens, restrooms, parent and staff meeting rooms (used in the evenings as well as during the day), hallways, outdoor play areas, vehicles used for transporting children and group socialization activities which include field trips, neighborhood walks or other outdoor group activities.  Staff may not smoke on home visits.  However, this policy is not intended to prohibit parents from smoking in their own homes during home-based services and home visits.

We provide children developmentally appropriate activities in health education re: the need of a smoke free environment for their basic safety and health.

We provide educational activities for parents such as smoking cessation programs.

Parents and staff should recognize that they serve as role models for their children and should not smoke in front of them.

These written policies are posted.	















Revised: July 12, 2011
Head Start Child and Family Services, Inc. 
Head Start, Early Head Start and ABC

Policy on Center Celebrations

In our effort to provide developmentally appropriate activities and education for every child we will propose to adopt the following policy for observing holiday and birthday celebrations in our classrooms.

Classroom holiday parties/celebrations may be acknowledged in the center setting.  One day per month will be set aside as birthday celebration day.  Parents will confer at their parent meeting about which birthdays are occurring the following month and what their celebration day will be.  At that time they can also coordinate which treats will be used.


RECOMMENDED TREAT ITEMS:
Frozen Yogurt Cups
Sugar Free Ice Cream
Sugar Free Pudding Cups
Sugar Free Jello Cups
Individual Fruit Cups
Individual Peanut Butter/Crackers
Individual or Large Box of Animal Crackers
Yogurt Cups
Oranges
Apples
Bananas
Mini-Muffins
Cookies as long as enriched flour is listed as the first ingredient on their package.


This policy was discussed and approved at the Policy Council Meeting 4/11/06.
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Child Maltreatment Reporting Procedures

Every person employed by Head Start Child and Family Services, Inc. will adhere to the law outlined in the Arkansas Child Maltreatment Act and additional amendments, specifically in the area of reporting procedures.

SECTION 1. ARKANSAS CODE 12-12-507. Reports of Suspected Abuse or Neglect	

(b) When any physician, surgeon, coroner, dentist, osteopath, resident intern, licensed nurse, medical personnel who may be engaged in admission, examination, care, or treatment of persons, teacher, school official, school counselor, social worker, family service worker, day care center worker, or any other child or foster care worker, mental health professional, peace officer, law enforcement official, prosecuting attorney, or judge has reasonable cause to suspect that a child has been subjected to child maltreatment, he shall immediately notify the child abuse hotline.

Any Head Start Child and Family Services, Inc. staff member who:

· Has reasonable cause to suspect that a child has been subjected to child maltreatment or that a child has died as a result of child maltreatment.
· Or who observes the child being suspected to conditions or circumstances which would reasonable result in child maltreatment, he shall:

IMMEDIATELY NOTIFY THE CHILD ABUSE HOTLINE AT 1-800-482-5964

The staff member will report the following information:

Names of the child, his/ her parents, guardians or caretakers
Nature of injuries or neglect
Status of other children in the home
Present location
Any information related to the cause of the injury or the person responsible, if known.

Document the call on the Head Start Child and Family Services, Inc. Report for Child Maltreatment, and then, after the report is made to the child abuse hotline, notify the Family Partnership Coordinator that a call has been made.

Inform DHS that Head Start needs a follow up report ASAP.


The Center Director will immediately report the action to the Family Partnership Coordinator. If the FCP Coordinator that is assigned to your center is not available, notify one of the other two FCP Coordinators in the office. If all three coordinators are unavailable, the Health Coordinator will then need to be notified.

The Family Partnership Coordinator will then:

· supply a written report to the Department of Human Services upon request. Copies of the written report and all documentation pertaining to suspected child abuse and neglect will be kept in a locked confidential file in the central office.

· do a follow up with the Child Maltreatment/ Department of Human Services to ascertain the outcome of the referral. This follow up will be documented and filed.

The Department of Human Services will send a follow up report to the Head Start Central Office, Attn: Family Community Partnership Coordinator.
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Policy Concerning Behavior

All young children deserve to spend their days in a safe, stable, caring and nurturing environment. In our early child care settings, the care giving environment plays a crucial role in promoting healthy social and emotional growth and resiliency in protecting young children from physiological harm and in creating conditions conducive to appropriate social and emotional well being.

The ultimate goal of Head Start is to enhance mental well-ness for all children and to minimize or avoid behavioral problems in the classroom. When a childs behavior in the classroom becomes a physical threat or harmful situation to other children, himself/ herself or other staff members, the child or the other children will be removed from the situation. No child will ever be left alone during this time, we will protect all children.

Parents will be notified by a Center Director, who upon approval of the Special Services Coordinator (SSC) or in her absence the Executive Director or Education Coordinator, will authorize the child be picked  up from the center until such time as the behavior can be controlled. The Center Director will assist the parent on arrangements for the child to be picked up from the center. The child may return to the center upon approval of the Special Service Coordinator (SSC).

Head Start will work with and support families to come up with a plan of action for their child. This plan is a partnership between Head Start staff and parents to work together to decide what intervention is best for them.

Action plans may include:
· Behavior Intervention Plan (BIP) (all parties involved)
· Written material on behavior management strategies
· On site consultation with a mental health consultant
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Central Office Fire/ Disaster Procedure

1. Central office notified via phone call from center staff to office operator/ receptionist.

2. Operator announces over intercom, the location and nature of the event, (fire/ disaster).

3. Operator begins notifying any central office staff not present via phone.

4. All staff present assemble in conference room.

5. Director contacts radio station KMAG 99.1 or KCTS 99.1 with information for parents on where their child may be picked up.

6. The receptionist will answer office phones and provide information to parents.

7. Any other staff available will proceed in available buses to site and assist center staff with childrens pick up and provide transportation as necessary.

8. Emergency procedures for any injured children or staff will be followed. 

Part of each centers emergency procedures must include notifying central office and where they will go to phone. 

Central office will maintain a list indicating where each center goes if there is a fire or they must evacuate the building.

Each center will post their own fire/ disaster procedure, specific to their location, in their centers.
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Child Pick Up Policy for Part Year Centers

It is Head Start Child and Family Services, Inc. policy that each child is picked up promptly at 3:00p.m.  If recurring problems are evident with the promptness of your child being picked up, the following procedure will be followed:

First Occurrence after 3:00p.m:

· Center staff will remain with the child until he or she is picked up.
· Center staff will contact a central office coordinator and document the occurrence.
· A parent conference will be held with center staff to discuss problems that are occurring to cause lack of promptness. 

Second Occurrence after 3:00p.m:

· Center staff will remain with the child until he or she is picked up.
· Center staff will contact a central office coordinator and document the occurrence.
· A parent conference will be held with the family community partnership coordinator  to discuss problems that are occurring to cause lack of promptness. 

Third occurrence after 3:00p.m:

A letter from the Executive Director stating that the childs pick up time for this child will be 1:00p.m. will be issued to the parent. The original letter will be given to the parent and a copy will be placed in the childs notebook.						       

First Occurrence after 1:00p.m:
· Center staff will remain with the child until he or she is picked up.
· Center staff will contact a central office coordinator and document the occurrence.
· A parent conference will be held with center staff to discuss problems that are occurring to cause lack of promptness. 

Second Occurrence after 1:00p.m:
· Center staff will remain with the child until he or she is picked up.
· Center staff will contact a central office coordinator and document the occurrence.
· A parent conference will be held with the family community partnership coordinator  to discuss problems that are occurring to cause lack of promptness. 

Third occurrence after 1:00p.m:


A letter from the Executive Director stating that the child will be disenrolled from the program and their slot will be given to another child and their child will no longer be enrolled. The original letter will be given to the parent and a copy will be given to the Enrollment and Recruitment Specialist.:
*If a child is left at the center and by 3:30p.m. no contact can be made with the parent or emergency notification numbers were called with no follow up, the center staff will call the Department of Human Services. A request for a caseworker will be made to pick up the child.
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Child Pick Up Policy for Full Year Centers

It is Head Start Child and Family Services, Inc. policy that each child is picked up promptly thirty minutes after you get off work or out of school.  If recurring problems are evident with the promptness of your child being picked up, the following procedure will be followed:

First Occurrence after designated pick up time:

· Center staff will remain with the child until he or she is picked up.
· Center staff will contact a central office coordinator and document the occurrence.
· A parent conference will be held with center staff to discuss problems that are occurring to cause lack of promptness. 

Second Occurrence after designated pick up time:

· Center staff will remain with the child until he or she is picked up.
· Center staff will contact a central office coordinator and document the occurrence.
· A parent conference will be held with the family community partnership coordinator  to discuss problems that are occurring to cause lack of promptness. 

Third occurrence after designated pick up time:

A letter from the Executive Director stating that the childs full day status has been changed to part day and the pick up time for this child will be 3:00p.m. The original letter will be given to the parent and a copy will be placed in the childs notebook.						       

First Occurrence after 3:00p.m:
· Center staff will remain with the child until he or she is picked up.
· Center staff will contact a central office coordinator and document the occurrence.
· A parent conference will be held with center staff to discuss problems that are occurring to cause lack of promptness. 

Second Occurrence after 3:00p.m:
· Center staff will remain with the child until he or she is picked up.
· Center staff will contact a central office coordinator and document the occurrence.
· A parent conference will be held with the family community partnership coordinator  to discuss problems that are occurring to cause lack of promptness. 



Third occurrence after 3:00p.m:


A letter from the Executive Director stating that the child will be disenrolled from the program and their slot will be given to another child and their child will no longer be enrolled. The original letter will be given to the parent and a copy will be given to the Enrollment and Recruitment Specialist.


*If a child is left at the center and by fifteen minutes after closing of the center, no contact can be made with the parent or emergency notification numbers were called with no follow up, the center staff will call the Department of Human Services. A request for a caseworker will be made to pick up the child.
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Guidelines for Picking Up Head Start Children

The Head Start Child & Family Services, Inc. Board of Directors discussed the issue of who would be allowed to pick up children from the Head Start and Early Head Start centers operated by the agency. After discussion, the decision was made to establish the policy that other than parents, only persons age 18 and over would be allowed to sign out children from the Head Start classrooms. Any person who is to sign out a child must also be on the list approved by the parent. This policy is in effect immediately.
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Attendance Policy

Revised: July 12, 2011
		

Daily Attendance Procedure:
Staff enters attendance in Child Plus daily. If a child is absent, the staff select excused or unexcused. A child is only considered excused for a Head Start Requirement (anything Head Start requires the child to get, example: shots, physical.) A child is considered unexcused if it is not a Head Start requirement (example: sick, child not feeling well, head lice and so on.) Attendance notes must always be entered in Child Plus by the staff explaining in detail why the child is not there and who made the contact.  

Daily Absenteeism Without Parent/Guardian Contact:
The first day a child is absent and the parent has not contacted the center, the center staff shall attempt to contact the parent that same day. If there is no contact by the parent on the second day of absence, the center staff shall again attempt to contact the parents. If there is still no contact by the parent on the third day the child is absent, a home visit will be made by either the center staff or Family Partnership Coordinator. After a determination is made to recommend a child be dropped by the center staff and/or the Family Partnership Coordinator, all the information shall be taken to the Executive Director. The Executive Director will make the final determination on whether or not to drop the child from the program.

Daily Absenteeism With or Without Parent/Guardian Contact:
A Weekly Record of Action Taken on Children Absent for (3) or More Days form must be filled out and turned in/faxed to the ERSEA Coordinator on the child’s 3rd day of absenteeism even if the parent has made contact with the center. 

Full Day Center Vacation/Leave of Absence Approval Form:
If a family plans to take a vacation or the child not attend for an extended time period for an emergency, etc. the center director shall fill out a Family Leave of Absence Request Form with the circumstances explained. This form will be turned into the center’s Family Partnership Coordinator. The Family Partnership Coordinator shall review the form and take this request to the program Executive Director who will determine if the leave of absence can be approved. If approved, the center staff shall inform the ERSEA Coordinator of the family’s return or lack of, for the time period requested.

*Note: We shall work with families to the full extent possible, before consideration of dropping the child becomes an issue.

In accordance with the Performance Standards 1305.8 Attendance and 1305.10 Compliance. (See performance standards)

Revised: July 12, 2011
Head Start Child and Family Services, Inc.
Head Start and Early Head Start
Program Governance Procedures
Head Start for School Readiness Act of 2007
Effective December 12, 2007

Head Start Child and Family Services, Inc. shall maintain a formal structure for program governance, for the oversight of quality services for Head Start children and families and for making decisions related to program design and implementation.

Policy Council:
Policy council will be responsible for the direction of the Head Start program, including program design and operation, and long and short term planning goals and objectives, taking into account the annual community wide strategic planning and needs assessment and self assessment. 

The policy council will be elected by the parents of children who are currently enrolled in the Head Start program of the Head Start agency. Parents will constitute a majority of the members of the policy council members at large of the community served by the Head Start agency who may include parents of children who were formerly enrolled in the Head Start program of the agency. 

Members of the policy council shall not have conflict of interest with the Head Start agency and not receive compensation for serving on the policy council or for providing services to the Head Start agency. 

A member of the Policy Council shall not serve more than three years. 

The director shall be responsible for tracking the length of service for both parent and community members. 

Members who have served the maximum three years, will be notified in April of each year that they may no longer serve, that the new Policy Council is elected the following September.

The policy council shall approve and submit to the governing body decisions about each of the following activities:
1) Activities to support the active involvement of parents in supporting the program operations, including policies, to ensure that the Head Start agency is responsive to community needs.
2) Program recruitment, selection and enrollment opportunities.
3) Applications for funding and amendments to applications for funding.
4) Budget planning for program expenditures including policies for reimbursement and participation in policy council activities.
5) Bylaws for the operation of the policy council.
6) Program personnel policies and decisions regarding the employment of program staff, including standards of conduct for program staff, contractors, and volunteers and criteria for the employment and dismissal of program staff. 
7) Developing procedures for how members of the policy council of the Head Start agency will be elected.
8) Recommendations on the selection of service areas for the agencies. 

Governing Body/ Board of Directors:
The Governing Body shall have legal and fiscal responsibility for the Head Start agency. The Governing Body shall be composed of not less than one member will have a background and expertise in fiscal management or accounting. One member shall have a background and expertise in early childhood education and development. One member will be a licensed attorney familiar with issues that come before the governing body. Additional members shall reflect the community to be served and include parents of children who are currently, or were formerly, enrolled in Head Start programs and are selected for their expertise in education, business administration, or community affairs. If a person is not available to serve as member of the governing body, the governing body shall use a consultant, or another individual with relevant expertise, with the qualifications described in that clause, who shall work directly with the governing body. 

Members of the governing body shall not have a financial conflict of interest with the Head Start agency. They shall not receive any compensation for serving on the governing body or for providing services to the Head Start agency. They shall not be employed, nor shall members of their immediate family be employed, by the Head Start agency and operate as an entity independent of staff employed by the Head Start agency. 

The governing body shall:
1) Have legal and fiscal responsibility for administering and overseeing the program including safeguarding federal funds.
2) Adopt practices that assure active, independent, and informed governance of the Head Start agency, and fully participate in the development, planning, and evaluation of the Head Start program.
3) Be responsible for ensuring compliance with Federal Laws and applicable state and local laws.
4) Be responsible for other activities including selecting the service areas for the agency.
5) Establishing procedures and criteria for recruitment, selection, and enrollment of children. 
6) Reviewing all applications for funding and amendments to applications for funding for the program.
7) Reviewing and approving all major policies and of the agency including the self assessment, the agency’s progress in carrying out the programmatic and fiscal provisions in the agency’s grant application including implementation of corrective action, personnel policies of the agency regarding hiring, evaluation, termination, and compensation of agency employees.
8) Develop procedures for how members of the policy council are selected.
9) Approve financial management, accounting and reporting policies.
10) Approve all major financial expenditures of the agency.
11) Annual approval of the operating budget.
12) Selection of an independent financial auditor who shall report all critical accounting policies and practices to the governing body.
13) Monitor the agency’s actions to correct audit findings and other actions necessary to comply with applicable laws governing financial statement and accounting practices. 
14) Reviewing results for monitoring including appropriate follow up activities. 
15) Approving personnel policies and procedures regarding hiring, evaluation, compensation, and termination of the Executive Director, Head Start Director, Director of Human Resources, Chief Fiscal Officer, and any other person in equivalent position with the agency.
16) Establishing, adopting and periodically updating written standards of conduct that establish standards and formal procedures for disclosing, addressing and resolving any conflict of interest, by the members of the governing body, officers and employees of the Head Start agency. 
17) Establish advisory committees to oversee key responsibilities related to program governance and improvement of the Head Start program involved. 


Impasse Policies and Procedures:
After informal discussions, if the Board of Directors and the Policy Council do not concur on a decision, the dispute should be formalized by the dissenting group placing in writing its rationale for non-concurrence. The notice shall contain a statement of the reasons in support of the proposed decision or action. 

Within 10 days after receipt of the notice, the Policy Council / Board shall hold a special meeting for consideration of the proposed decision or action. Immediately after the special meeting, the Policy Council / Board shall notify the other governing body in writing of its approval or disapproval of the proposed decision or action. If the notice is of disapproval, it shall contain a statement of the reasons.

In the event of disapproval and if the governing body desires further consideration of the matter, it shall initiate a meeting between itself and the other governing body for the purpose of attempting to resolve their differences. 

Where there is impasse between the Board Director and the Policy Council, the governing bodies must require that it be submitted to binding arbitration in accordance with following rules and procedures:

1. Arbitration Panel Composition: The arbitration shall be conducted by a panel of three arbiters, one to be designated by the Board of Directors, one to be designated by the Policy Council, and the third, who will be the chairperson of the arbitration panel, to be designated by the other two members.

2. Notice of Arbitration: When a governing body decides to submit the impasse to arbitration, it shall notify the other party, in writing, that the impasse is to be resolved by binding arbitration. The notice shall include a statement of the issue on which the Board of Directors and the Policy Council are at impasse.

3. Preliminary Matters: The arbitration panel shall schedule the arbitration hearing within a reasonable time but no more than 20 days of the notice of arbitration. The Board of Directors and the Policy Council are the parties to the arbitration hearing. The Board of Directors shall assume any expenses entailed by the arbitration and shall provide clerical and other support as needed.

4. Proceedings: The proceedings of the arbitration panel shall include: an oral presentation of the Policy Councils position and the Board of Directors’ position. Informal cross examination of each party by the other shall take place. 

5. Standard of Conduct: Both parties are obligated to act in good faith before and during the proceedings. Neither party may communicate with the arbitrators once the panel has been selected except at formal meetings attended by all parties. 	


Conduct of Responsibilities: 
The members who agree to serve on the Board and Policy Council shall be committed to regular attendance in order to maintain a quorum to stay informed about the total program.

The members of the Board and Policy Council shall be aware of their appropriate roles as spelled out in the Head Start Program Performance Standards, and respect the mandated responsibilities of the other group.

The members of the Board and Policy Council shall not expect to exercise control over day to day management.

The members of the Board and Policy Council shall not participate in receiving concerns and/ or complaints from personnel who do not go through the proper channels to be heard per the Personnel Policy Manual.

The members of the Board and Policy Council shall seek to resolve internal disputes by following the procedures for Shared Decision Making. If efforts to reach agreement fail, the agency must invoke the official arbitration procedures (Impasse Procedures).

Head Start Child and Family Services, Inc. shall ensure the sharing of accurate and regular information for use by the governing body and the policy council, about program planning and Head Start agency operations, including: 
1) Monthly financial statements, including credit card expenditures
2) Program enrollment reports; including attendance reports
3) Monthly program information summaries; component reports
4) Monthly USDA reimbursement reports
5) The financial audit
6) The annual self assessment, including any findings related to the self assessment
7) The community wide strategic planning and needs assessment of the Head Start agency, including applicable updates.
8) Communication and guidance from the office of OHS.
9) The Program Information Reports (PIR).

Reimbursement Policy:
Parent representatives in the Policy Council or a Parent Committee who need financial assistance to be able to attend official meetings of the groups, Head Start Child and Family Services, Inc. will enable them to participate as follows:

1) Provide child care
2) Provide transportation for Policy Council members who do not have transportation
3) Reimburse reasonable costs for gasoline based on the distance the parent has to drive to attend the meeting.

Requests for reimbursement must be in writing with the odometer readings from the point of origin to the meeting site recorded. The request must state date and place of the meeting attended and must be signed and dated. 

Requests for reimbursement must be submitted to the Head Start office within 30 days after the meeting in order to be paid. 

Annual Report:
Head Start Child and Family Services, Inc. shall make available to the public a report published at least once in each fiscal year that discloses the following information from the most recently concluded fiscal year.
The report should include:
1) The total amount of public and private funds received and amount from each source.
2) An explanation of budgetary expenditures and proposed budget for the fiscal year.
3) The total number of children and families served the average monthly enrollment (as a percentage of funded enrollments) and the percentage of eligible children served. 
4) The results of the most recent review by the Secretary and the financial audit.
5) The percentage of enrolled children that received medical and dental exams.
6) Information about parent involvement activities.
7) The agency’s efforts to prepare children for kindergarten. 
8) Any other information required by the Secretary.

Training and Technical Assistance:
Appropriate training and technical assistance shall be provided to the members of the governing body and the policy council to ensure that the members understand the information the members receive and can effectively oversee and participate in the programs of the Head Start agency.

Program governance training along with key component training will be given to the board and policy council on an annual basis. 
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Grievance Procedures for Parent or Community Complaints

Parent Complaints:

If a parent of a child enrolled in the program has a complaint regarding the program, its staff, activities or administration, the following procedures are in place:

· If the complaint pertains to actions or activities at the Center or Home Base Program level, the parent shall inform their childs classroom teacher or home visitor.

· If the parent wishes to take the matter further, he/ she shall discuss the matter with the Center Director and/or Family Partnership Coordinator.

· If the issue is not resolved at that level, the parent shall inform the Executive Director, in writing, within 10 days, and seek a resolution to the grievance.

· If the matter is still not resolved satisfactorily, the parent may ask for a hearing with the Policy Council. The request shall be in writing to the Policy Council Chairperson, with a copy to the director within 10 days of the last action.

· The parent should not seek out individual Policy Council members to air their grievance. Rather, they shall present their grievance in a formal meeting of the Policy Council.

Community Complaints:

If a member of the community, who is not a parent of a child in the program, has a grievance against any aspect of the program of the programs staff, they shall put the complaint in writing to the director of the program.

If the issue is not resolved, the community member shall within, 10 days, request an appeal to the Governing Board. The request shall be in writing to the Board Chairman, with a copy to the director.

The board shall respond to the request within 10 days.
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