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Head Start Child and Family Services, Inc. strives to provide quality services to children in families enrolled in Head Start, Early Head Start and ABC (Arkansas Better Chance) programs.  Continual success is dependent on constant observation, monitoring, and the assurance of quality service provided to low income families in Crawford and Sebastian Counties.

Head Start Child and Family Services, Inc. is committed to maintaining an ongoing monitoring system that provides complete assurance that the agency is in compliance with the Head Start Performance Standards, the Head Start Act, and other regulations such as the Department of Human Services (DHS) Child Care Licensing requirements and other State, local and federal requirements. Monitoring is documented by using the appropriate locally designed service area forms and the grantee monitoring instruments.

Head Start Child and Family Services, Inc. will monitor required tasks and responsibilities to ensure that these responsibilities are completed according to the Head Start Performance Standards, the Head Start Act, HSCFS policies and procedures, and other federal and state regulations. Monitoring systems will include the use of the agency’s database system ChildPlus.Net, COPA and the CreativeCurriculum.net systems. These systems will be used to collect and record information about children and families in the program. Periodic reporting will be shared in administrative staff meetings, policy council meetings and board meetings. These periodic reports will also be used in the annual self assessment, strategic planning and goal setting processes. 

Monitoring procedures will be implemented in every aspect of Head Start, Early Head Start and ABC programs. These procedures will be implemented in the administration, education, early childhood development, special services, health, nutrition, fiscal, program design, ERSEA and family and community partnerships components. Procedures will outline the person(s) responsible for completing the monitoring, which person(s) and/or systems are to be monitored, and the tasks/responsibilities to be monitored. 

Results of monitoring will be used to demonstrate compliance with Performance Standards and other federal and state regulations, to assist in the review process by providing condensed program information in specific areas, and to determine both short and long term goals. Areas identified as needing improvement will be followed with improvement plans, including strategies for timelines and staff responsible. 





















MENTAL HEALTH SERVICES COMPONENT ONGOING MONITORING PLAN
On a routine basis the Special Service Coordinator (SSC) conducts a thorough analysis of the program’s approach to working collaboratively with parents, securing the services of mental health professionals, and developing a regular schedule of onsite mental health consultation involving mental health professionals, families and staff. This analysis also includes examining the program’s policies and procedures designed to provide mental health services. 

The purpose of monitoring the mental health component is to ensure the healthy mental development of young children enrolled in the program by designing and implementing program practices that support each child’s mental, health, prevent mental health problems, and are responsive to identified concerns.

The Special Service Coordinator (SSC), through self assessment, ongoing monitoring, daily observation, and routine assessment, pays close attention to: the process used by the agency to plan and utilize community resources to meet the wellness and mental health needs of children, families and staff; the process used by the agency to screen children to identify needs in the area of mental health; how the agency supports families with helpful information about how to respond to children’s behaviors, with a special emphasis on environment and relationships; how the agency provides mental health education for families and how services are accessed when families need mental health intervention; and how the agency responds to the identified behavioral and mental health issues of the individual children and groups of children.

The Special Service Coordinator (SSC), on a routine basis, will review contracts and job descriptions of mental health professionals to ensure that the mandates are being met that are set forth in the performance standards and the head start act.  The SSC (Special Service Coordinator) reviews posted schedules for mental health consultants to ensure that the mental health consultant is spending adequate time in each center evaluating and observing enrolled Head Start and Early Head Start children.

The Mental Health Consultant (MHC) will visit each center two times a year for part year centers and three times a year for full day centers to monitor children of displayed mental or behavioral needs. The Special Service Coordinator (SSC) will routinely monitor the mental health consultant observations and not less than a monthly basis meet with him to discuss findings of observations and any referrals as needed for children in the Head Start or Early Head Start centers, as well as families of those children.

The Special Service Coordinator (SSC) will meet with Education Coordinator regularly (at least weekly) to review any findings from the mental health consultant observations. The Special Service Coordinator (SSC) will notify the Education Coordinator of any children that are referred for mental health or behavioral needs. This meeting will also include any updates on referrals already in place, or progress and outcomes of treatment rendered. 

The Special Service Coordinator (SSC) will also monitor all applicable Child Plus.net report and give updates monthly.

The Special Service Coordinator (SSC) is available from 1:00-3:00 p.m. every Monday afternoon to meet with all center directors as they come to the central office to turn in paperwork. This provides the center staff an opportunity to ask questions or discuss concerns pertaining to any behavioral or mental health issues the teachers are experiencing in the classroom or with their enrolled families.

Once a month, the Special Service Coordinator (SSC) will conduct a meeting with the Education Coordinator, Teacher Mentor, Health/Nutrition Coordinator, Family Partnership Coordinators and Executive Director to discuss major issues pertaining to behavioral or mental health issues in the centers. This meeting will facilitate communication among components and will help in facilitating integration of services to families and discussed children from all service areas from the Head Start and Early Head Start programs.

On the first Monday of each month, the Special Service Coordinator (SSC) will attend the Center Director’s meeting to discuss any behavioral or mental health issues with the center directors. This will give the SSC an opportunity to share new strategies, techniques or new information learned with the center directors to aid them with difficulties they may face in the classroom. 

Surveys will be conducted annually to rate the effectiveness of the mental health and disability services in the HSCFS program. The surveys will be administered by the SSC and will be given to the staff as well as the enrolled families of Head Start and Early Head Start. Results will be evaluated by the executive director, policy council and board of directors. 











DISABILITIES COMPONENT ONGOING MONITORING PLAN
The Special Service Coordinator (SSC), on a routine basis, will evaluate the disability component to ensure that children with disabilities enrolled in the program receive all of the services to which they are enrolled in the least restrictive environment (LRE).
Close attention will be paid to the process used to assess children’s needs for special services; how the program engages parents as partners when planning special services for children; evaluation of evidence of the inclusion of children with disabilities in the Head Start program; evaluation of evidence of individualized family service plans (IFSPs) in Early Head Start programs and Individualized Education Plans (IEPs) for Head Start programs. 
Copies of all interagency agreements with Local Education Agencies (LEAs), Part C, and other program serving children with disabilities, will be reviewed annually to maintain proper service delivery to enrolled children and families in the HSCFS programs.
An annual assessment is lead by the Special Service Coordinator (SSC) which focuses on the ways the agency plan and carry out the inclusion of children with disabilities. The assessment includes the review of the program’s goals for disability services, recruitment and selection procedures to ensure that 10% of enrollment opportunities are for children for disabilities, evaluation of each facility and any alterations (if any) that need to be made to follow the requirements of Section 504 of the Rehabilitation Act and the Americans with Disabilities Act (ADA).
The Special Service Coordinator (SSC) will meet with Education Coordinator to review any referrals made from the DIAL3 or Speech Screenings. The Special Service Coordinator (SSC) will notify the Education Coordinator of any children that are referred for developmental needs or speech delays. This meeting will also include any updates on referrals already in place, or progress and outcomes of treatment rendered. 

The Special Service Coordinator (SSC) is available from 1:00-3:00 p.m. every Monday afternoon to meet with all center directors as they come to the central office to turn in paperwork. This provides the center staff an opportunity to ask questions or discuss concerns pertaining to any disability issues the teachers are experiencing in the classroom or with their enrolled families.

Once a month, the Special Service Coordinator (SSC) will conduct a meeting with the Education Coordinator, Teacher Mentor, Health/Nutrition Coordinator, Family Partnership Coordinators and Executive Director to discuss major issues pertaining to disability issues in the centers. This meeting will facilitate communication among components and will help in facilitating integration of services to families and discussed children from all service areas from the Head Start and Early Head Start programs.

On the first Monday of each month, the Special Service Coordinator (SSC) will attend the Center Director’s meeting to discuss any disability issues with the center directors. This will give the Special Service Coordinator (SSC) an opportunity to share new strategies, techniques or new information learned with the center directors to aid them with difficulties they may face in the classroom. 

Surveys will be conducted annually to rate the effectiveness of the mental health and disability services in the HSCFS program. The surveys will be administered by the Special Service Coordinator (SSC) and will be given to the staff as well as the enrolled families of Head Start and Early Head Start. Results will be evaluated by the executive director, policy council and board of directors. 


















HEALTH and NUTRITION COMPONENT ONGOING MONITORING PLAN
Monitoring for the Health and Nutrition Component begins at the enrollment application when a copy of each child’s shot record and Medicaid status is taken and reviewed. A screening information orientation letter is provided with all completed applications.
Monitoring continues at enrollment with another shot record review by enrolling staff that refer families to the county health units for immunization updates. During enrollment a health partnership agreement is discussed and signed with parents. Health is also assessed with the completion of both Lead and Tuberculosis screening questionnaires. 
Immunizations are entered into the computer data base by teachers for inclusion in weekly immunization reviews by the health coordinator who then notifies each center when a child is not current, and birthdays or due dates for upcoming immunizations so appointments can be made. 
At enrollment staff begins working with families about needed screenings and any onsite screening that is planned. Parent education includes EPSDT components, assistance in making appointments, assistance completing and filing Medicaid applications. 
Onsite vision and dental screening and exams are scheduled, results are entered into computer data base and reports are run and reviewed regularly to assess status. Follow up lists are mailed to centers so parents can be notified when children are not current on their EPSDT.
New employee’s health is monitored by the creation and updating of records containing TB skin test, CPR/ 1st Aide Certifications, Food Service/ Handling Agreement and Physical.
Volunteer health is monitored by requiring TB skin tests and background checks for regular volunteers.
Staff regularly reviews each child’s individual notebooks to assure all needed screening and follow up treatment documentation is present. 
Nutrition is monitored with ongoing feedback from staff, parents and children pertaining to any positive or negative meal experiences.
Weekly review of all children’s sign in and out forms are correlated to the meal point of service count form to verify correct USDA reimbursement billing.
Continued review of policies and procedures is done by the health coordinator to ensure performance standard compliance.

Health coordinator facilitates a Health Advisory Committee twice each program year.
Health coordinator conducts an annual self assessment with a team conducting interviews including parents and staff to monitor for program compliance.
Height and Weights are measured on all children three times each year in September, January, and April. This data is entered into the computer and Body Mass Index is calculated and discussed with parents during home visits. Referrals are made to WIC services and primary physicians when data indicates.
Reports are ran regularly and discussed at staff meetings.


















FAMILY PARTNERSHIP COMPONENT ONGOING MONITORING PLAN
1. Each FP Coordinator will review children’s notebooks monthly from their designated centers. During the notebook review the FP Coordinator will review the following forms:
· Staff Family Partnership Agreement
· Family Referrals (i.e. referral to WIC upon enrollment)
· Home Visits
· Parent Agreement
· Parent Training Log
· Parent Volunteer Application
· Volunteer Reference when needed
· Conference Form- as needed
· Orientation Verification Form
2. Each FP Coordinator will visit classrooms of their designated centers to evaluate arrivals and departures of parents and children. Monitoring communication with parents regarding events, child progress and concerns that staff may have. The FP Coordinators will review the contents of the Parent Involvement Bulletin Board. 
3. Each FP Coordinator will monitor daily contact logs, family referrals from designated centers, in regards to ensuring effective communication as well as accessibility of services that families are referred to by staff. 
4. Each FP Coordinator will monitor training logs from designated centers in regards to ensuring adequate and sufficient training based on requests from parents at the time of enrollment. Training can take place at parent meetings, parent conferences or home visits. 
5. Each FP Coordinator will monitor volunteer qualifications, training, and evaluations at each designated site. 
6. Each FP Coordinator will continuously monitor staff and parent communication using daily contact logs, phone calls and emails. 
7. FP Coordinators will conduct a yearly self assessment on the Family Partnership Component. Self Assessment teams will include parents, staff, policy council members, board members, and community representatives. Deficiencies will be shared with governing bodies and action plans will be written to correct deficiencies. 
8. One FP Coordinator will oversee and assist the Policy Council. Ensuring adequate representation, full attendance, and adequate record keeping and planning. 
9. One FP Coordinator will monitor the Literacy Center/ Adult Education Services in regards to implementation of services as well as the Lending Library and the Read @ Home program.







EDUCATION COMPONENT ONGOING MONITORING PLAN
Head Start Child and Family Services, Inc. will strive to hire only classroom teachers who have a degree in Early Childhood or related field. Teachers already in place will be given a deadline in order for them to finish their education. The Education Coordinator is responsible for monitoring the progress of all classroom staff who are currently seeking a higher education. A Professional Development Plan will be in place yearly, in conjunction with program evaluations.
The platform in which our teacher development is built will be the regularly scheduled mentoring of classroom staff. Each classroom will be visited often by the Education Coordinator. These visits will be a time of review of the classroom, teaching methods and children’s notebooks. Twice a year the Teacher Mentor will do a formal review.
The Teacher Mentor will observe all daily activities and the classroom materials, the Creative Curriculum Implementation Checklist will be completed at this time. The Teacher Mentor will review the lesson plan, anecdotal notes and portfolios. On completion of the Implementation Checklist a Progress Planning Form will be filled out on each classroom and discussed in detail with the teacher. The form will give suggestions for improvement and any corrective action that needs to be met. The Progress and Planning Form is in triplicate, one copy will be given to the teacher, one to the Education Coordinator and one will be filed in the Teacher Mentor’s office.
Follow ups will be done on an individual basis.











PROGRAM DESIGN COMPONENT
On an ongoing basis, as new members are elected, and positions are filled the executive director will monitor the composition of the governing board to reflect the following: at least one member has a background and expertise in fiscal management or accounting, at least one member has a background and expertise in early childhood education and development, at least one member is a licensed attorney familiar with issues that come before the governing body, and also include any additional members who reflect the community and include parents or formerly or currently enrolled Head Start or Early Head Start children.
On a yearly basis the community partnership coordinator will facilitate a training of program governance for the board of directors and the policy council. The executive director will monitor the training and ensure that the governing body members receive the appropriate information that they need to oversee the program effectively.
The community partnership coordinator sees that the governing board receives the following information and seeks approval for each of the following documents: monthly financial statements, component reports, enrollment reports, USDA reports, financial audit report, annual self assessment, community assessment, and communication and guidance from the Secretary. The executive director will monitor the dissemination of information to the board and policy council. The executive director will make sure that the correct information is presented and approved accordingly.
On a yearly basis, the bylaw committee reviews the bylaws of the policy council and the governing board. The bylaw committee is made up of both the members of the policy council and the board of directors. The committee presents the bylaws to the appropriate council or board for approval. 








COMMUNITY PARTNERSHIP COMPONENT
On a routine basis the community partnership coordinator meets with each component coordinator to review community collaborations in each component. The CP Coordinator reviews the members of the community that each coordinator is collaborating with to ensure the services are being provided to the families enrolled in Head Start and potential families that are going to be enrolling in our programs.
The Community Partnership Coordinator will monitor ongoing collaborative relationships with health and mental health services providers, such as local health departments, community health centers, managed care organizations, medical or dental schools, and professional associations.
The Community Partnership Coordinator will monitor the community collaborations that the component coordinators have established in their components support the families’ needs and augment services to the enrolled children and families and the Crawford and Sebastian County service area.
The Community Partnership Coordinator will monitor the Health Advisory Committee is maintained which includes parents, professionals, and other community volunteers. 
The Community Partnership Coordinator will monitor the transitions of enrolled children to area kindergarten schools. The transitions will be coordinated to encourage communication between Early Head Start, school principals, and others involved in supporting children and families through transitions.










FISCAL COMPONENT MONITORING PLAN
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)






















Enrollment, Recruitment, Selection, Eligibility , Attendance (ERSEA) COMPONENT
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 prioritization list. 
Only complete applications are to be turned into the ERSEA Coordinator. All incomplete applications will be sent back to the appropriate center for completion. Upon completion the application is to be turned in to the ERSEA Coordinator.
The ERSEA Coordinator will review the application to verify all necessary information is included. 
The ERSEA Coordinator will monitor vacancies at the centers and 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, Early Head Start or ABC. The list of children accepted into the program will be maintained by the ERSEA Coordinator.
Attendance will also be monitored by the ERSEA Coordinator and the Family Partnership Coordinator weekly through Child Plus.
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.  
The first day a child is absent and the parent has not contacted the center, the center staff shall attempt to contact the parent the 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.

The center staff is to send an email on the third consecutive day a child misses to the ERSEA Coordinator and to the Family Partnership Coordinator of that center. The center staff is to also notify the ERSEA Coordinator and the Family Partnership Coordinator to let them know if a pattern of absenteeism is starting to develop on a child.
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.
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