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ABE
Adult Basic Education

AD
Associate Director

AS
Area Supervisor

AT
Assistant Teacher

BA
Bilingual Assistant

BIR       Behavior Incident Report

CAN
Child Abuse & Neglect

CAT
Community Action Team

CBR
Criminal Background Registry

CCD
Child Care Division

CCIC
Creative Curriculum Implementation Checklist

CFR
Code of Federal Regulations

CIS
Certificate of Immunization Status

CLASS
Classroom Assessment Scoring System

CM
Center Manager

CP
Child Plus

CTA
Center Training Assistant

CW
Child Welfare of DHS

DAP
Developmentally Appropriate Practices

DE
Data Entry

DECA
Devereux Early Childhood Assessment

DHS
Department of Human Services

DIAL
Developmental Indicators for the Assessment of 


Learning

DIR
Director


	DOB
Date of Birth

DST
Direct Service Team

ECSE
Early Childhood Special Education

ELL
English Language Learners

ESD
Education Service District

EdSp    Education Specialist

FA
Family Advocate

FlA
Floating Aide

FPA
Family Partnership Agreement

FW
Family Worker

HC
Health Consultant

HB
HomeBase Model

HSAC
Health Services Advisory Committee

HSCDELF
Head Start Child Development and Early Learning 

                           Framework

HV
Home Visit

IFSP
Individual Family Service Plan

IMIL
I Am Moving, I Am Learning

IWP
Integrated Work Plan (this document!)

LEA
Local Education Agency

LT/LTM
Leadership Team/Leadership Team Meeting

MH/MHC
Mental Health/Mental Health Consultant

MOU
Memorandum of Understanding

MSDS
Material Safety Data Sheet

ODE
Oregon Department of Education

OHP
Oregon Health Plan (CHIP, Healthy Kids)
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OSS/OSA
Office Support Specialist/Office Support 

                           Assistant

PBIS
Positive Behavior Intervention and Support

PC
Policy Council

PE
Parent Educator

PRISM
Program Review Instrument for Systems Monitoring

PSU
Portland State University

PTC
Parent Teacher Conference

SDA
Staff Development Advisory

SOAP
Subjective, Objective, Action Plan (file system to 

              document services for children)

SR/SRG
School Readiness/ School Readiness Goals

SSI
Supplemental Security Income

T
Teacher

TSG/ TSGold
Teaching Strategies Gold

USDA
United States Department of Agriculture

WIC
Women, Infants and Children’s Program


	


The Integrated Work Plan (IWP) is a working document that outlines Head Start services, delivery strategies and targeted timelines within Child and Family Development Program (CFDP) systems. The IWP is used to guide and train staff. The IWP reflects strategy and system changes as the needs of the families change in response to the challenges of our changing world.
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	PERFORMANCE STANDARDS   45 CFR sections 1305.5, 1305.6, 1305.7, 1308.4 & 1308.5

I.     RECRUITMENT, SELECTION & ENROLLMENT:  

        A.     To establish and maintain a recruitment process which insures enrollment of eligible children, including children with 

                   disabilities in order to select children with the greatest need.

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	Maintain a current written recruitment policy insuring that children have equal placement access regardless of disability, race, religion, family status or sex.
	April-June and ongoing
	Policy Council minutes,

LTM minutes,

Policy 1-13
	Dir, LTM, PC
	

	2
	Place articles in local newspapers
	April - ongoing
	On file in centers.
	CM, FA
	

	3
	Run public service announcements on local radio/TV stations and use online resources.
	April - ongoing
	On file in centers.
	CM, FA
	

	4
	Send fliers home with elementary school students and/or place notices in school or district newsletters including centers of higher learning.
	April - ongoing
	On file in centers.
	CM, FA
	

	5
	Collaborate with LEA and ESD in Child Find.
	Ongoing
	MOU’s and written Transition Agreements 
	CM, DST
	

	6.
	Distribute and post fliers and posters around community targeting DHS, mental health, Laundromats, thrift stores, crises centers, hospitals, post offices, Health Department, low income housing areas, places of worship, chain stores, libraries, recreation centers, pediatricians, family practitioners, urgent care, dentists, food banks, etc
	March – August and ongoing
	Recruitment file kept in centers.
	CM, DST,  Parents
	

	7
	Lists provided by ODE of eligible DHS children will be utilized for recruitment.  Families with children ages 3 and 4 who are on the list will be sent an application and a recruitment flyer.
	May 1-ongoing
	DHS list 
	CM
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I. RECRUITMENT, SELECTION & ENROLLMENT:  continued

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	8
	An ongoing waiting list (enrollment priority listing) will be maintained from applications accepted throughout the year.  Families from the prior school year who have age eligible children that remained on the wait list, will be sent an application to reapply for the new school year. Children not selected remain on the waiting list until kindergarten eligible.  A wait list letter is sent to parents/guardians.
	Ongoing
	Child Plus waiting lists, recruitment file in center, SOAP, waiting letters 5-18
	CM, OSA, AS
	

	9
	Families complete the application.  Home visits will be completed to begin partnerships with families, verify income, residency, proof of birth, record health insurance information, WIC enrollment number, immunization record and complete health history.
	April-ongoing
	5-6, 5-6a, immunization record, health history
	CM, FA, parent applicants
	

	10
	Categorical eligibility or actual income (not projected income) will be verified for the most current 12 months or the past tax year to ensure family meets federal income guidelines.  Gaps of income during the 12 month period will be documented by the home visitor. Verification of income by AS using Form 5-6a will be completed prior to selection.
	April-ongoing
	Staff signature on Form 5-6, Form 5-6a, self-declaration Form 5-12, Form 5-20, Form 5-20a, Form 5-21
	Dir, AS, CM, FA
	

	11
	Children are selected according to selection criteria approved by Policy Council.
	April-August
	Criteria rating, SOAP, Family Profile, CP
	CM, FA, AS
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I. RECRUITMENT, SELECTION & ENROLLMENT:  continued

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	12
	Ninety percent of families selected will meet federal poverty income guidelines or be categorically eligible.  Up to 35% of selection may include families with income between 101-130% of poverty.  All poverty and categorically eligible families will be selected prior to families at 101-130%.
	April-ongoing
	Child Plus wait list, applications, CP13, Policy 1-13
	CM, AS
	

	13
	Families will be notified of acceptance and given well child, dental, nutrition and orientation information.
	April-August, Parent Orientation
	File-SOAP, CP1, Form 5-17, Form 5-19
	CM, FA
	

	14
	Recruitment efforts will ensure that at least 10% of the enrollment opportunities are made available to children with disabilities.  
	April- ongoing
	Recruitment criteria, enrollment list, wait list
	Dir, CM
	

	15
	The local ESD will refer children with disabilities and a June selection can be made with the purpose of enrolling children with documented disabilities. Children will not be denied entry because of a disability.  Reasonable modifications and accommodations will be available to insure participation of children with disabilities.
	Ongoing
	IFSP, File-SOAP

Procedure 6-2

June selection CP data
	CM, AS
	

	16
	Efforts will be made to work with LEA and other local agencies to best serve the needs of the child in an inclusive program.  Interagency Agreements will be written as part of the collaborative process.
	September-ongoing
	MOU/interagency agreement
	Dir, AD, CM, AS, LTM
	


	PERFORMANCE STANDARDS   45 CFR sections 1305.7
I. RECRUITMENT, SELECTION & ENROLLMENT:  
B. Head Start is expected to be at full enrollment on the first day of the enrollment year.  No more than 30 days may elapse before a vacancy is filled unless 60 calendar days or less remain in the enrollment year.

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	17
	The program is at full enrollment when all available slots are filled and the program will be at full enrolment on the first day of services. Children who drop from the program will be replaced as soon as possible and within 30 calendar days using the wait list.  New children will not be enrolled when 60 calendar days or less remain in the enrollment year without the approval of the Director/Area Supervisor.
	September-ongoing


	CP 1, Child Plus wait list, Policy 1-13


	CM, FA, Dir, AS


	

	
	a
	When children are found eligible and are participating in a Head Start program, he or she remains eligible through that enrollment year and the succeeding enrollment year unless the child is age eligible for kindergarten.
	End of year-September
	CP wait list/returning list and enrollment
	CM
	

	
	b
	Children enrolled in our program may transfer to another site within our service area if or when the family moves or a child’s parental placement changes.  Children who transfer remained enrolled.
	September-ongoing
	CP 3, attendance records
	CM
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II.    RECORD KEEPING:

        A.     To maintain efficient and effective record-keeping systems which provide accurate and timely information regarding 

                  children, families and staff and these systems are in place to ensure confidentiality of records.


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	Procedure 5-14 will be followed to ensure child and family files will contain the following:
	
	File/Procedure 5-14
	CM, AS
	

	
	a
	Application (5-6), eligibility verification (5-6a), eligibility criteria (CP13), health history (3-44), immunization record (CIS)
	Recruitment home visit
	Recruitment file/CP
	CM
	

	
	b
	Prior to attendance, documentation of orientation and enrollment processes that include pedestrian safety training for parents.  Safety training will emphasize the importance of escorting children to the vehicle stop and the importance of reinforcing instruction provided to children regarding vehicle safety.
	Within 30 calendar days of entry
	SOAP, 1-81, orientation agenda, file/CP, home visit Form 2-6


	CM, DST
	

	
	c
	Up-to-date emergency contact (3-11).
	Prior to attendance
	Form 3-11 in file
	CM, DST
	

	
	d
	Family Partnership Agreement (5-4), family plan and goal sheet and family partnership worksheets
	90 days of entry

	SOAP, Form 5-4
	CM, DST
	

	
	e
	Medical status documentation and follow-up.
	90 days of entry
	SOAP, Form 3-23
	CM, DST
	

	
	f
	Dental status documentation and follow-up.
	90 days of entry
	SOAP, Form 3-22
	CM, DST
	

	
	g
	Developmental screening or documentation of ESD screening/evaluation.
	45 days of entry
	DIAL-3 or ESD evaluation info
	CM
	

	
	h
	Sensory and health screenings including hearing, vision, height & weight for BMI.
	45 days of  entry
	Hearing, vision screening documents, Form 1-81, SOAP, CP
	CM
	

	
	i
	Family interest survey
	Orientation or first home visit
	Form 4-7 in file
	CM
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	j
	Family Conference Forms (TS Gold)for each designated checkpoint period (fall, winter, spring).
	3 times a year
	File, TS Gold, SOAP
	CM, T
	

	
	k
	Anecdotal records (SOAP & Child Assessment).
	
	TS Gold
	CM, T
	

	
	l
	Mental health status of child.
	90 days of entry
	DECA, observations
	CM, T
	

	
	m
	Copy of IFSP and eligibility statement for children with a diagnosed disability.
	30 days of evaluation
	File, MOU/Agreement with ESD, CP8
	CM, T, ESD
	

	
	n
	Report of accident to participants and OUCH forms when incurred
	Complete within 24 hrs of accident OUCH at the time of occurrence
	Form 3-21, OUCH Form 3-1 and Log 3-27
	CM, Dir
	

	
	o
	Talk About Touching permission (before beginning Unit 2)
	Sept/Oct
	Form 2-18, file
	CM, DST
	

	
	p
	Ed home visit forms and social service forms will be used (HB model will use the Ed home visit form for both education and social service home visits).
	Sept – ongoing
	Form 2-6 and Form 

5-23
	CM, DST
	

	
	q
	Nutrition assessment or documented WIC participation.
	90 days of entry
	File, 1-81, Form 3-6, Form 3-34
	CM, DST
	

	
	r
	Field trip permissions.
	Start-up and ongoing
	Form 2-5, 2-11 and Form 2-28, Policy 2-10
	CM, DST
	

	
	s
	Permission for Children (Form 5-1)
	Orientation
	Form 5-1
	CM, DST
	

	
	t
	About My Family
	At start up
	Form 2-4
	CM, T
	

	
	u
	Home Visit Agreement Letter
	Orientation or first home visit
	Form 2-12
	CM, DST
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	w
	Child Learning Profile.
	Orientation or first home visit
	Form 2-2
	CM, DST
	

	
	x
	Individual Child Planning Form.
	First home visit
	Form 2-7
	CM, DST
	

	
	y
	Individual Child Profile (TS Gold).
	After finalizing 3rd checkpoint
	Individual Child Profile
	CM, DST
	

	
	z
	Child health & development tracking forms.
	Completion of every service
	CP2a and CP2b
	CM, DST
	

	
	aa
	Family services transaction forms.
	Completion of every service
	CP5
	CM, DST
	

	
	ab
	Disability worksheet (when applicable).
	When identified
	CP8
	CM, DST
	

	
	ac
	Parent communication & supporting documents.
	As needed
	Notes, SOAP, communication tracker
	CM, DST
	

	
	ad
	Client confidentiality.
	Orientation
	Policy 1-20a
	CM, DST
	

	
	ae
	Volunteer declaration.
	Orientation or first home visit
	Form 1-71
	CM
	

	
	af
	Child Guidance Policy.
	Orientation
	Policy 2-27a
	CM, DST
	

	
	ag
	Center training assistant w/criminal background history check verification
	As needed
	Forms 4-9 a-d and CBR
	CM, DST
	

	2
	Agency tracking forms include:
	
	
	
	

	
	a
	In-kind sent to Admin.
	Ongoing as needed
	Forms 4-3c and 4-9c, Child Plus
	CM, AD
	

	
	b
	Daily attendance and meal worksheet (see #3 below for specifics).
	Daily and ongoing
	CP2305, 2315, 2316, 2317, 2318, 2319, Procedure 1-98
	CM, AS
	

	
	c
	Staff training records.
	Completion of training
	CP6
	CM, T, AS
	

	
	d
	Parent meeting and Policy Council attendance.
	Monthly, during meetings
	Attendance sheets, minutes of meetings.


	CM, DST
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	e
	Parent Committee Center Training Plan.
	At start up
	Form 4-1 posted
	CM
	

	
	f
	School readiness data and analysis documentation(TSG reports, Excel spread sheets, summaries, plans.
	After each checkpoint (3 times during the year)
	Documents kept at the center, Excel spread sheets, School Readiness Curriculum Guide
	CM
	

	
	g
	Action plans promoting school readiness (from CCIC, CLASS, Pre-Set and data to support individual children).
	After each observation 
	CCIC summaries and plans, CLASS summaries and plans, PBIS summary and plan, Procedure 1-92, BIR data and Procedure 2-36
	CM, DST
	

	
	h
	Home visit completion rates on Excel sheets are reviewed.
	
	Home Visit Excel sheets w/5-11 summary review of plans, Form 2-6
	CM
	

	3
	Attendance:
	
	
	
	

	
	a
	Any drop below 85% of average daily attendance will be analyzed and a communication will be sent to the Area Supervisor and Director.
	Monthly
	E-mail communication
	DST, CM
	

	
	b
	Daily attendance sheets will be recorded by the classroom teaching team, transportation staff and all will be monitored by the CM.  Absences will be noted and reasons for absences, if known, will be noted on the attendance or sign-in/out sheet.
	Daily
	CP 2305, 2315, 2316, 2317, 2318, Procedure 1-98


	DST, CM
	


	PERFORMANCE STANDARDS   45 CFR sections 1304, 1305, 1306, 1308 and 1310

II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	c
	The CM will analyze the attendance sheets noting any child according to Policy 1-14 .  DST will document absences in the SOAP and when necessary, a plan will be developed with the parent.  The plan may include alternative services for the family.

Strong partnerships will be formed with parents, especially when children are habitually absent.  These efforts will strive to engage families and will result in written plans in attempts to resolve situations.  This plan of action will include school readiness as a focus.
	Ongoing
	SOAP file,  communication, Form 5-16, Plans of Action w/ parent participation

Attendance Policy 1-14
	CM, DST
	

	4
	Family files for the current year will be stored alphabetically (by class) in a locked cabinet at each center.  Confidentiality will be maintained. 
	
	
	
	

	
	a
	Files will be accessible for DST, contracted specialists and administrative staff only.  Each parent will also have access to his/her own child’s file, following Oregon School Record law.   
	At enrollment and ongoing


	1-81 sign out sheet.

Policy 1-19, Policy 5-14


	CM, DST, MHC, HC, AS


	

	
	b
	Current year files will remain in each center unless subpoenaed to court.  Files for children entering kindergarten and those who have dropped will be transferred to the Admin office at the end of each year.
	June-August


	Procedure 1-44
	CM
	

	
	c
	When removing documents from a child file, authorized staff will use the SOAP cover to the document out and in.
	Ongoing
	Form 1-81
	CM, DST
	

	
	d
	Child Education Record Policy and FERPA will be followed when considering approval for releasing any part of a child’s file.
	August-June
	Policy 1-19
	CM, Dir
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	e
	Before information concerning a previously enrolled child or family is released, a signed release of information and the Director’s permission is required.  Requested information identified on the release statement will be handled by the Admin office.
	Up to 2 years
	Form 3-7 or other release in file, SOAP


	Dir
	

	
	f
	Parental written consent shall be obtained prior to the exchange of information with other agencies according to the Child Education Records Policy.
	As necessary
	Signature on file, Form 3-7, Form 5-1, Records Policy 1-19, Dear Kindergarten Teacher Letter, Interagency MOU
	CM, DST
	

	
	g
	DHS CW will have access to children’s records in the case of suspected abuse or neglect.
	As necessary
	CAN file , Form 1-7, Policy 1-12, SOAP
	CM, DST
	

	
	h
	CAN reports will be recorded by following agency policy and given to the CM in each center.  CM will follow up with DHS CW when needed.
	As necessary
	Form 1-7, Policy 1-12, Interagency MOU
	CM, DST
	

	5
	Family staffings will be conducted at least three times (more if needed) per year for each child throughout the school year.  When possible, staff will invite parents and other community partners to participate when providing services to the family.  Services are updated and action plans will be developed during this time.  The focus of the staffing is to brainstorm ways to engage families, help children reach school readiness goals and monitor the quality of services provided to each family.
	At enrollment, Dec/Jan, and

Mar/Apr
	Form 5-11 or other staffing form, SOAP, Procedure 1-92
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	a
	Initial – Debrief the RHV profile for new enrollees.  Update status and plans for returning enrollees.  Brainstorm strategies to engage families and connect community services to needs already identified.  Develop plans to complete or obtain screenings and services needed for kindergarten readiness.  Begin teaming to support the family and plan strategies to promote school readiness success for the child.
	At enrollment
	Form 5-11 or other staffing form, SOAP


	CM, DST
	

	
	b
	Mid – Update status and plans.   Review progress on school readiness strategies and review progress on social services goals.  Include new information with screening results and referrals.  Explore options for goals by focusing on strengths and review strategies to engage the family.  Develop child transition plans with timelines.  Continue teaming to support the family.
	Dec/Jan
	Form 5-11 or other staffing form, SOAP, transition plans if applicable


	CM, DST
	

	
	c
	Final – Update status and review progress made on school readiness.  Brainstorm ways the family can continue to support each other through the summer.  Include new information and update transition kindergarten plans.  Develop a plan for any follow-up services still needed to support or engage the family.  Share community links with the family to enrich supportive relationships.  
	Mar/April
	Form 5-11 or other staffing form, SOAP, transition plans if applicable


	CM, DST
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	d
	DST members will staff informally with each other when planning and documenting home visits.
	Ongoing
	
	
	

	6
	Anecdotal information will be recorded to document contacts with children and families.  These records shall include:  Classroom observations, conversations, notes, phone calls, clarifications and collaborative efforts between HS and other social service agencies for or with the family.  Information will be factual and written objectively.
	Selection - ongoing
	Child’s file, SOAP, TSGold, Form 2-20, Form 5-2, other types of classroom tracking logs, correspondence and notes to and from parents.
	CM, DST
	

	7
	Records for children automatically eligible for a second program year will remain in the centers file.
	May/June-start-up
	Center files
	CM
	

	8
	Previous enrollment year files will be kept in a locked area at the Admin office for five program years at which time they will be destroyed.
	September-September
	5 year old files shredded
	Dir
	

	9
	The Child Education Record Policy will be followed according to federal and state law.
	Ongoing
	Policy 1-19
	Dir, AS, CM
	

	10
	File record checks will be conducted every month to ensure updated and accurate information is being tracked and services are being provided to families so that children achieve school readiness.
	monthly
	File review with summaries documented on 5-11, Form 1-68, site visit summaries, Form 1-3
	Dir, AD, AS, CM
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	11
	A personnel file will be maintained for each employee and kept in a locked file at each center and at the Admin office.  The file will include:  Qualifications for employment, CAT employee application, employee action, signed Child Guidance Policy, CHB documentation, , 4/8 month review, annual performance evaluations, signed Confidentiality Policy, signed Child Safety Procedure, training documentations in the areas of Child Abuse and Neglect training, USDA Civil Rights, and the Personnel  Information sheet.  In addition, the Admin file will contain documentation of the employees initial health statement, negative TB screening, and negative pre-employment drug screen.  The required safety module quiz will also be included.
	Upon hire and ongoing
	Personnel file
	Dir, CM
	

	12
	To meet Federal and State requirements each employee will have an official personnel file at the CAT Admin office.  Reference checks, interview committee notes and I-9 will be kept in separate files in front of the personnel file.
	Upon hire and ongoing
	Files
	Dir, CAT staff
	

	13
	Records of appropriate training for each employee will be kept in the education/career development file in the Admin office.  Computerized tracking is maintained and password protected.  Original written copy will be returned to the employee.
	Monthly
	Career development files, CP

Procedures and Forms 1-101 to 1-106
	OSA, AD
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	14
	Records to ensure children are safety transported will be kept.
	
	
	
	

	
	a
	Documentation of children receiving instruction within the first 30 days of entry that includes:

1. Safe riding practices;

2. Safety procedures for boarding and leaving the vehicle;

3. Safety procedures in crossing the street to and from the vehicle at stops;

4. Recognition of the danger zones around the vehicles and;

5. Emergency evacuation procedures including participating in an emergency evacuation drill conducted on the vehicle the children will be riding.


	Within 30 days of entry

	Lesson plans, form 2-24b, Procedure 2-35


	CM, transportation staff, DST


	

	
	b
	Documentation to ensure children participate in at least three bus evacuations (the first one will be help during the first 30 days of entry) during the school year.
	Within the first 30 days of entry and ongoing


	Lesson plans, form 2-24b


	CM, transportation staff, DST


	

	
	c
	An up-to-date roster will be maintained for children who are transported by bus, so that no child is left behind at the end of any route.
	Start up and ongoing


	CP2316, 2317, 2318, 2319, Procedure 1-98


	CM, transportation staff, DST
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	d
	To ensure children are only released to a parent legal guardian, or other individual identified in writing by the parent or legal guardian, a list of the persons, including alternatives, will be maintained at each site.  Parents will have opportunities to update their information at every home visit.
	Start up and ongoing


	Form 3-11, Procedure 2-35


	CM, DST
	

	
	e
	Vehicle maintenance records will be kept along with required ODE annual inspection reports for each vehicle operated by the Program that transports children.  This will include records of all accidents.  Annual inspection and accident records will be kept at the Admin office for all transportation vehicles operated by the program.  All bus drivers will complete daily pre and post vehicle checks.  Daily pre and post trip records and ongoing maintenance records will be kept at each center for all vehicles that transport children and which are operated by the program.  Contractors will keep records for the same and will make records available to the program upon request.
	Prior to vehicle operation and ongoing


	Form 1-59, annual inspection report, maintenance records, contracts, Policy 1-47


	Transportation staff, CM, Dir
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II.    RECORD KEEPING: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	f
	Safety of children is the primary focus of all fixed bus routes.  Routes will not exceed one hour in most situations and buses will avoid making “U” turns or backing up.  Bus stops will be planned to avoid traffic disruptions and whenever possible, routes will eliminate the need for children to cross the street to board or leave the vehicle.  Children will be escorted across the street if necessary.  Alternative routes will be planned for in advance of emergencies.  CM will provide bus drivers with “on-board” observations during the year.
	At start-up and ongoing
	Bus routes and on-board observations,

 Policy 1-47
	CM
	

	15
	School Readiness data will be aggregated, analyzed, summarized and documentation will be kept at the center level, and at the Program level.
	After every checkpoint period.
	TSG Reports, Excel worksheets and graphs, summaries and plans
	T, CM, AS, EdSp, Dir
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.20, 1308.6, 1308

III.    SCREENING, ASSESSMENT AND EVALUATION

           A.     Within 45 calendar days of the child’s entry into the program, screenings will be completed or obtained in partnership with

                   parents to ensure children with special needs are identified early. Screenings are not a one-time event. In the first 90 

                   calendar days, parents will be active partners to determine medical home, dental home, mental health status and 

                   nutritional needs of their children. Children will have the services they need to be ready to learn.  


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	Parents will be informed of the purpose of all screenings and receive assistance, when appropriate, to obtain follow-up services.
	Orientation – ongoing
	Form 5-1
	CM, DST
	

	2
	Children will be screened in the areas of vision, hearing, development, social-emotional, and height and weight.  Results of developmental screenings from Spring community and/or well child exams will be obtained and reviewed within 45 days of entry.
	Within 45 days of entry
	CP, SOAP, DIAL Screening, evaluation results. Procedure 1-92
	CM, DST
	

	3
	Determine source of care (medical, dental, and mental health) for each child and assist families who need providers to find medical and/or dental homes.
	Within 90 days of entry
	Health history Form 3-44, Child application Form 5-6, SOAP, Medical home Form 3-23, Dental home Form 3-22, CP, FPA, Forms 5-23, 2-6, Policy 3-9
	CM, DST
	

	4
	Determine if enrolled children are up-to-date on a schedule of age appropriate preventative and primary health care (well child and dental exams).
	Within 90 days of entry
	Health history Form 3-44, Child application Form 5-6, SOAP, Medical home Form 3-23, Dental home Form 3-22, CP
	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.20, 1308.6, 1308.7

III.    SCREENING, ASSESSMENT AND EVALUATION: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	5
	Assist parents in making necessary appointments to bring their child up-to-date with preventative and primary care.  Ensure that children who are up-to-date continue to follow the recommended schedule of well child care and dental care.  Track health care needs and treatment needs for each child so that children enter kindergarten ready to learn.
	Ongoing
	SOAP, CP, Form 2-6 and Form 5-23, Health Services Policy 3-9
	CM, DST
	

	6
	Work with families to identify each child’s nutritional needs including relevant nutrition related information about family eating patterns (BMI, diet recall, parent report, medical provider information, etc).  WIC information will be obtained and reviewed following WIC MOU.   Information will be shared with parents and resources will be offered.  Information will be documented in the SOAP and workshops about nutrition will be included on the Parent Training Plan.
	Within 90 days of entry
	Nutrition Assessment, nutrition survey Form 3-6, food record Form 3-34, WIC data/MOU, BMI-CP, Training Plan Form 4-1
	CM, DST, Admin
	

	7
	Screening results, health statement information and dental statement information will be reviewed by the appropriate staff person.  All treatment will be followed up and tracked so that health is not a barrier for children to reach school readiness goals.
	Screening results within 45 days of entry.

Upon receipt for health and dental.
	SOAP, Family staffing, CP
	CM, DST
	

	8
	Children will be screened in the area of social-emotional health.
	Within the first 45 days of entry
	DIAL-3 Parent Questionnaire, DECA Questionnaire, MH debriefings,  PBIS Tier 1 strategies, SOAP, Pre-Set
	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.20, 1308.6, 1308.7

III.    SCREENING, ASSESSMENT AND EVALUATION: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	9
	Protective factors of children will be observed and assessed by parents and staff to promote healthy mental health development.  Social-emotional assessments will be ongoing.  Specific goals and strategies will be developed in partnership with parents when appropriate.  Children will be reassessed again in the Spring when needed.  All information will be shared with parents.  PBIS strategies will be put in place for all children the first day of services.
	Within the first 90 days of entry and ongoing
	DECA parent and staff ratings, TS Gold assessments, Form 2-7, Form 2-6, Form 5-23, Procedure 2-36, SOAP, PBIS Pre-Set, Procedure 2-8
	CM, DST
	

	10
	Family staffing will be conducted to share results and determine the need for treatment, referrals or develop follow up plans. This will be completed in partnership with parents.
	Within 30 days of the screening, entry or receipt of health and dental Forms
	SOAP, Form 2-6, Form 5-23, Family staffing form, Form 5-11
	CM, DST
	

	11
	All screening results will be reviewed with the parent.  Child may be rescreened or referred anytime during the year if needed.  Informed consent or written permission to refer the child for further assessment or evaluation will be obtained when needed.
	Within 30 days of screening results
	SOAP, Form 2-6, Form 5-23, Form 3-7, MOU with NWRESD
	CM, DST
	

	12
	Teaching staff will use TS Gold as the tool to assess children in the areas of:  social-emotional, physical, language, cognitive and include the content areas of:  literacy, mathematics, science & technology, social studies, the arts and when appropriate, English Language Acquisition.  TS Gold aligns with the HSCDEL Framework. 
	Ongoing, 3 checkpoints per year
	TS Gold, Lesson Plans
	
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.20, 1308.6, 1308.7

III.    SCREENING, ASSESSMENT AND EVALUATION: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	a
	The first data collection period will begin at entry and last for approximately 4- 6 weeks to obtain baseline information about the child’s development.  At the end of the first “checkpoint period” the information will be shared with parents. School readiness individual goals for home and in the classroom will be revised or developed with parents.
	End of 1st Checkpoint period


	TS Gold Reports, Forms 2-6, 2-7, SOAP, School Readiness Curriculum Guide


	CM, DST
	

	
	b
	The second data collection period will be completed mid year and last approximately 10 weeks.  At the end of the second “checkpoint period” the information and progress will be shared with parents. School readiness goals for at home and in the classroom will be reviewed, revised or developed with parents.
	End of 2nd Checkpoint period


	TS Gold Reports Forms 2-6, 2-7, SOAP, School Readiness Curriculum Guide


	CM, DST
	

	
	c
	The third data collection period will last approximately 10 weeks and end prior to the end date for the school year.  At the end of the final “checkpoint period” progress and the information will be shared with parents and transitioned to kindergarten when appropriate.  Home summer school readiness goals will be considered and developed with parents.
	End of 3rd Checkpoint period
	TS Gold Reports Forms 2-6, 2-7, SOAP, School Readiness Curriculum Guide, Transition Agreements

	CM, DST
	

	
	d
	For returning children, the School readiness individual goals from the previous year will be reviewed and updated with parents.
	At 1st Home visit


	TS Gold Reports Forms 2-6, 2-7, SOAP, School Readiness Curriculum Guide


	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.20, 1308.6, 1308.19

III.    SCREENING, ASSESSMENT AND EVALUATION

           B.     Children who need further specialized assessment will be referred for evaluation and services in partnership with their 

                   parents.

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	Parents will be informed of the purpose of all evaluations and receive assistance, when appropriate, to obtain follow-up services.
	Orientation – ongoing
	SOAP, ECSE Consent Form
	CM, DST
	

	2
	Educational evaluations are completed by ESD or LEA with parent consent.  
	Within 60 days of parent consent (ECSE timeline).
	SOAP, CP8, ECSE eligibility statement, MOU w/ NWRESD.


	CM, T, ECSE
	

	
	a
	Families may also be referred to Community Connections for children who have special health needs.
	Upon identification and consent from parent.
	SOAP, Family staffing, consent forms, CCN referral packet
	CM, T, FA
	

	3
	Parents are invited to attend an IFSP meeting with their Head Start teacher and LEA when  a child is identified as having a disability.  The IFSP will plan for appropriate interventions.  Current levels of performance as well as long and short term objectives will be identified.  The least restrictive environment will be a team decision.  Additional human resources or specialized equipment will be obtained to assist with implementation of the plan.  
	Within 30 days of the completion of evaluation, (ECSE timeline)
	SOAP, IFSP, CP8
	CM, T, ECSE
	

	4
	Special education and related services are supervised & provided as indicated in the IFSP and whenever possible, will be incorporated into the child’s school readiness individual goals for in the classroom and at home.
	Enrollment-ongoing
	SOAP, IFSP, lesson plans, ECSE consultant notes, Form 2-6, Form 2-7, Family Conference Forms.
	CM, DST, ECSE
	

	5
	DST will assist parents with support services as needed to facilitate their active participation in the IFSP development.
	Enrollment-ongoing
	SOAP, FPA
	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.20, 1308.6, 1308.19

III.    SCREENING, ASSESSMENT AND EVALUATION

           B.     Children who need further specialized assessment will be referred for evaluation and services in partnership with their 

                   parents.

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	6
	Mental health consultants will be scheduled throughout the year by CM to support staff, parents, and children.  The number and duration of consultant services will be individualized to meet the needs of the children and staff.
	September-June


	Family staffing form, Form 5-11, behavior plans, individual child observations, MH debriefing notes Form 5-11, MH contract.
	CM, DST
	

	
	a
	Children will be referred for individual observations in the classroom as needed.
	Sept-June
	SOAP, Form 2-6, Form 5-23, Family staffing plans.
	CM, DST
	

	
	b
	Children will be referred for mental health services (counseling, play therapy, etc) as needed.
	Sept-June
	SOAP, Form 2-6, Form 5-23, Family staffing plans, Procedure 6-2.
	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304 and 1306

IV.    HOME SERVICES TO CHILDREN AND FAMILIES

          A.     Engage parents and families by offering activities that build on strengths and identify needs to strengthen family
                    relationships.  Create  opportunities for parents to support family well-being to help children achieve school readiness.


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	Home visits will establish working relationships with family members.  Efforts will be made to ensure that home visitors are supported by staff who speak the native language of the family.  Education home visits will include:
	Sept /start up or at entry

	SOAP, Form 2-12, Form 2-6
	T, AT, CM
	

	
	a
	Complete any enrollment forms not completed at orientation.
	Sept/start up
	Parent Orientation Forms
	T, AT, CM
	

	
	b
	Share TS Gold Objective for Development and Learning. Share the HSCDELF and program school readiness goals.
	1st home visit

or at entry
	Form 2-6, Parent Orientation Forms
	
	

	
	c
	Parents complete About My Family, Child Learning Form/Interest & Strengths and the Individual Child Planning Form.  
	
	Form 2-4, Form 2-2, Form 2-7


	T, AT, PE
	

	
	d
	Connect families with the TS Gold communication technology whenever possible.
	At first home visit
	Form 2-6 or 5-23
	T, AT, PE, FA, FW, CM
	

	2
	Education home visits will be scheduled throughout the year based on the model option. Center based teachers will provide two home visits and two parent –teacher conferences per year per family.

Combination model teacher and assistant teacher will provide nine home visits per year (one home visit every three weeks) for each family.

Combination 3’s model teacher and assistant teacher will provide sixteen home visits per year for each family. Home Base model parent educator will provide thirty-two home visits per year per family.

Home visitors will support the family by:
	Sept-end of program year


	Form 2-6, SOAP, Grant, Policy 2-14


	T, AT, PE
	


	PERFORMANCE STANDARDS   45 CFR sections 1304 and 1306

IV.    HOME SERVICES TO CHILDREN AND FAMILIES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	a
	Establishing a partnership with the parent to meet the child’s learning objectives;
	Sept-ongoing
	Form 2-6, SOAP
	T, AT, PE
	

	
	b
	Promoting the parent as the child’s first and most important teacher;
	Sept-ongoing
	Forms 2-6 and 3-11, CP
	T, AT, PE
	

	
	c
	Using the home environment to support learning goals and objectives;
	Sept-ongoing
	Form 2-6 and flyers


	CM, T, AT, PE
	

	
	d
	Updating family and emergency information;
	Sept-ongoing
	Form 2-6, 2-7 and From 3-11
	T, AT, PE
	

	
	e
	Sharing  information about parent activities and Policy Council activities;
	Sept-ongoing
	Form 2-6 & lesson plan input
	T, AT, PE
	

	
	f
	Sharing and modeling child development strategies that are developmentally appropriate;
	Sept-ongoing
	Form 2-6
	T, AT, PE
	

	
	g
	Exchanging ideas about learning activities and program activities;
	Sept-ongoing
	Form  2-6 SOAP
	T, AT, PE
	

	
	h
	Encouraging parents to plan activities for the home visit;
	
	
	
	

	
	i
	Working together to identify specific educational goals for the child to achieve for school readiness.
	
	
	
	

	
	j
	Reviewing child screening and assessment information about child.
	
	
	
	

	3
	A Family Partnership will be established with each family within the first 90 days of enrollment and goals will be established unless the family needs more time for goal setting.
	Entry – 90 days of entry 
	SOAP, CP5, Procedure 5-28


	CM, FA, FW, DST, PE


	

	
	a
	The Family Partnership Agreement will identify strengths and interests of the family as well as long and short term interests and goals.  Specific community resources will be identified in the written goal.
	Ongoing
	FPA and worksheets Forms 5-4, CP5, SOAP, Form 5-23 and

Form 2-6 (HB)


	CM, FA, FW, DST, PE


	


	PERFORMANCE STANDARDS   45 CFR sections 1304 and 1306

IV.    HOME SERVICES TO CHILDREN AND FAMILIES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	b
	Family and emergency information will be updated
	Ongoing
	Form 5-23, CP, Form 3-11 , Form 2-6 (HB)
	CM, FA, FW, DST, PE


	

	
	c
	The health needs of the child will be followed-up (immunization status, medical/dental homes, exams and treatment, and nutritional assessments) with identified plans so that children are up-to-date on exams.
	Ongoing
	Form 5-23,

Form 2-6 (HB) SOAP


	CM, FA, FW, DST, PE


	

	
	d
	Review child health and developmental screening information with the parent and develop follow-up plans to promote well-being and school readiness.
	Ongoing
	Form 5-23,

Form 2-6 (HB) SOAP


	CM, FA, FW, DST, PE


	

	
	e
	Share parent participation opportunities and invite parents to become engaged.
	Ongoing
	Form 5-23,

Form 2-6 (HB) SOAP
	CM, FA, FW, DST, PE


	

	
	f
	Reinforce the individual educational goals,  DECA strategies for the child and support parents with TSG on-line communication if requested.
	Ongoing
	Form 5-23,

Form 2-6 (HB) SOAP


	CM, PE


	

	
	g
	HB home visits will have a greater emphasis on helping the parent understand their role during socialization activities and during home visits.
	Ongoing
	Form 5-23,

Form 2-6 (HB) SOAP


	CM, FA, FW, DST, PE


	

	
	h
	Discuss and plan the kindergarten transition process or the process to transition from HB to combination model or from 3’s combination model to center model.
	Ongoing
	Form 5-23,

Form 2-6 (HB) SOAP


	CM, FA, FW, DST, PE


	

	4
	Staff will review Partnership Family Goals with parents who return for a 2nd consecutive year.  Accomplishments will be noted and celebrated or goals will be revised or recreated.  
	First 90 days of entry
	FPA Goal worksheet
	CM, FA, PE, FW
	

	5
	At least two additional (a total of three including the Family Goal setting visit) social service home visits will be made to:
	Ongoing
	CP5, SOAP, Form 5-23, Form 2-6 (HB), FPA Form 5-4
	CM, FA, FW, DST, PE


	


	PERFORMANCE STANDARDS   45 CFR sections 1304 and 1306

IV.    HOME SERVICES TO CHILDREN AND FAMILIES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	a
	Discuss progress and celebrate successes of reaching goals;
	Ongoing
	CP5, SOAP, Form 5-23, Form 2-6 (HB), FPA Form 5-4
	CM, FA, FW, DST, PE


	

	
	b
	Offer engagement and involvement opportunities at Head Start and in the community;
	Ongoing
	CP5, SOAP, Form 5-23, Form 2-6 (HB), FPA Form 5-4
	CM, FA, FW, DST, PE


	

	
	c
	Review and revise goals by building on the strengths and interests of each parent;  Develop new goals if needed;
	Ongoing
	CP5, SOAP, Form 5-23, Form 2-6 (HB), FPA Form 5-4
	CM, FA, FW, DST, PE


	

	
	d
	Set up next steps in partnership with each parent for further growth towards unaccomplished goals;
	Ongoing
	CP5, SOAP, Form 5-23, Form 2-6 (HB), FPA Form 5-4
	CM, FA, FW, DST, PE


	

	
	e
	Reinforce nutrition recommendations for the enrolled child;


	Ongoing
	CP5, SOAP, Form 5-23, Form 2-6 (HB), FPA Form 5-4
	CM, FA, FW, DST, PE


	

	
	f
	Assist families to access medical and dental services and establish a medical and a dental home;
	Ongoing
	CP5, SOAP, Form 5-23, Form 2-6 (HB), FPA Form 5-4
	CM, FA, FW, DST, PE


	

	
	g
	Assist families to ensure their child is up-to-date on a schedule of well child exams, dental exams, nutritional assessment and all recommended treatment is completed;
	Ongoing
	CP5, SOAP, Form 5-23, Form 2-6 (HB), FPA Form 5-4
	CM, FA, FW, DST, PE


	

	
	h
	Complete application for siblings who are eligible for HS the following year.
	April-end of school year
	CP wait list, Form 5-6
	CM, FA, FW, DST, PE
	

	6
	Additional family support services:
	
	
	
	

	
	a
	A minimum of one family contact by phone or in person shall be made by staff monthly;
	September and ongoing
	SOAP, center tracking system forms, Forms 2-20 & 5-2
	CM, DST


	

	
	b
	Emergency assistance and/or crisis intervention shall be made as needed;
	Ongoing
	CP5, SOAP


	CM, FA, FW, PE, DST


	


	PERFORMANCE STANDARDS   45 CFR sections 1304 and 1306

IV.    HOME SERVICES TO CHILDREN AND FAMILIES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	c
	Children’s attendance will be monitored.  Families in will be contacted when children miss service according to Policy 1-14.  

Staff efforts to contact the family and family contacts will be documented.  Individualized plans will be developed to help the family increase program attendance.
	Monthly and ongoing


	SOAP, CP 2315, 2316, 2305, family staffing plans, individual family plan.  Attendance Policy 1-14


	CM, T, PE


	

	
	d
	Center monthly newsletters will be sent to every family and reviewed at all home visits.  Newsletters may include upcoming event dates, DAP information, parenting tips, literacy ideas, nutrition recipes, activities to promote health, physical development and safety in the home and DECA strategies.  
	Monthly and ongoing


	Center newsletter file, Form 2-6 & 5-23


	CM, DST


	

	
	e
	Every effort will be made to communicate in the family’s primary language (verbally and in writing).  This shall include newsletters, forms, family conference forms, parenting education, home visit information, screening and exam results, policies, procedures, forms, e-mails and phone calls.
	Recruitment – ongoing

	Staffing pattern, Program system for translation, center newsletter file, training presentations, policies, procedures, and forms posted on CFDP webpage
	CM, Dir
	

	
	f
	Families will be supported, as needed, to access support services when needing community resources.
	September-ongoing
	FPA, CP5, SOAP, Forms 5-23 and 2-6


	CM, DST
	

	
	g
	Staff will follow Child Abuse and Neglect reporting laws and report suspected abuse and neglect of children or disabled adults.
	Upon hire and ongoing
	CAN file, personnel files, training record file
	CM, Dir, AD
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.24, 1306.33 AND 1310.10

V.    EDUCATION AND CHILD DEVELOPMENT SERVICES

         A.     Provide high quality early childhood environments and education so children gain skills across all developmental domains 

                   to be ready to learn and ready for school and parents become involved in their child’s learning experiences.  Cross 

                   Reference the School Readiness & Curriculum Guide and the HSCDEL Framework.



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	Parents will complete orientation prior to the child attending socialization or the classroom.  Orientation will include information about nutrition, child development, child abuse & neglect, volunteering participation opportunities (including Policy Council), transportation and required enrollment forms. Parents will be introduced to the TSG Objectives for Development and Learning and provided information about the importance of HSCDELF. An overview of the curriculum(s) will also be provided.
	Start-up
	SOAP, Orientation agenda, Child file, Form 1-81
	CM, DST
	

	2.
	Families who cannot attend group orientation will have an individual orientation covering the same information as the group orientation prior to the child’s attendance.  Every attempt will be made to provide supports so that the family can attend orientation at the center.
	As needed
	SOAP, Orientation agenda, Child file, Form 1-81
	CM, DST
	

	3.
	Limited transportation services or a gas stipend may be available to parents who need help getting their child to and from classroom activities.
	Orientation and ongoing
	SOAP, bus routes, contracted services, Form 5-27, Form 5-65
	CM, Dir
	

	4.
	The classroom environment is designed to provide a variety of learning experiences and encourage experimentation and exploration at each child’s developmental level as outlined by performance standards and Creative Curriculum for Preschool.
	Start-up to kindergarten


	Observations, TS Gold, Lesson plans, CCIC, PBIS Pre-Set, CLASS

	CM, DST, MHC
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.24, 1306.33 AND 1310.10

V.    EDUCATION AND CHILD DEVELOPMENT SERVICES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	Socialization activities in the HB model will have both a child and a parent focus.  One purpose is to emphasize peer group interactions through age appropriate activities for children.  Another purpose is to engage parents to participate in the classroom with their child or participate in activities specially designed for them outside of the classroom
	Start-up to kindergarten


	Lesson plans, Form 2-6, Observations, TS Gold,  Center Training Plan Form 4-1, HB Socialization Checklist

	CM, PE
	

	
	Partnerships will be developed with parents in all program models so parents become involved in planning activities and lessons both on home visits and in the classroom.  HSCDELF and TSGold objectives  guide this process so that children achieve school readiness outcomes.  The process will include:
	Start-up to kindergarten


	Form 2-6 & 5-23, FPA, CTA, Family Conference Forms, CLASS, CCIC


	CM, DST
	

	
	a
	Adults listen to children and observe body language;
	Start-up to kindergarten
	CCIC, CLASS, TS Gold, Lesson plans
	CM, DST
	

	
	b
	Adults encourage children to talk about feelings;
	Start-up to kindergarten
	CCIC, CLASS, TS Gold, Lesson plans
	
	

	
	c
	All adults demonstrate, respect & care for children in all interactions, giving them positive reinforcement for their efforts;
	Start-up to kindergarten
	CCIC, CLASS, TS Gold, Lesson plans, PreSet
	
	

	
	d
	Adults use language and materials free from ethnic and gender bias;
	Start-up to kindergarten
	CCIC, CLASS, TS Gold, Lesson plans
	
	

	
	e
	A variety of positive guidance techniques will be implemented to meet the needs of every child.  PBIS will be program-wide;
	Start-up to kindergarten
	CCIC, CLASS, TS Gold, Lesson plans, PBIS Pre-Set, MHC debriefing
	CM, DST
	

	
	f
	Classroom materials include those that encourage ethnic pride, with each family’s culture and home language represented in meaningful daily activities;
	Start-up to kindergarten


	CCIC, CLASS, TS Gold, Lesson plans


	CM, DST
	

	
	g.
	Children are encouraged to develop self-help skills (ex. dressing, serving, clean-up);
	Start-up to kindergarten
	CCIC, CLASS, TS Gold, Lesson plans
	CM, DST
	

	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.24, 1306.33 AND 1310.10

V.    EDUCATION AND CHILD DEVELOPMENT SERVICES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	h
	Classroom schedule will allow for a balance of small and large group participation and a balance of teacher directed and child directed activities;
	Start-up to kindergarten
	CCIC, CLASS, TS Gold, Lesson plans
	CM, DST
	

	
	i
	Parents will be encouraged to participate in curriculum decisions and serve as resource persons;
	Start-up to kindergarten
	CCIC, CLASS, TS Gold, Lesson plans
	CM, DST, parents
	

	
	j
	Classroom environments will be set up to establish interest/learning areas as outlined by Creative Curriculum for Preschool;
	Start-up to kindergarten
	CCIC, School Readiness Curriculum Guide


	CM, DST
	

	
	k
	A mental health professional will support each classroom by observing to ensure physical, social, emotional and intellectual needs are being met.  The number and duration of observations will be individualized to meet the needs of children and staff.
	Start-up to kindergarten


	MHC Contract, MHC debriefing Form 5-11


	MHC, CM, Dir
	

	5
	Children’s learning experiences will be structured to enhance language development, literacy, mathematics, science, creative arts, social & emotional development, approaches to learning, physical health & development, social studies & technology and English language development which will include:
	Start-up to kindergarten
	CCIC, CLASS, TS Gold, Lesson plans


	CM, DST
	

	
	a
	Opportunities for children to sort, classify and manipulate objects, discover relationships and gain competence through successful concrete experiences;
	Start-up to kindergarten


	CCIC, CLASS, TS Gold, Lesson plans


	CM, DST
	

	
	b
	Opportunities for children to use problem solving techniques by adults asking open-ended questions;
	Start-up to kindergarten


	CCIC, CLASS, TS Gold, Lesson plans


	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.24, 1306.33 AND 1310.10

V.    EDUCATION AND CHILD DEVELOPMENT SERVICES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	c
	Lesson plans will include individualizing for every child at least twice a month and will include activities focusing on health, nutrition, dental, mental health, safety and socialization;
	Start-up to kindergarten
Twice a month


	Forms 2-1(c), 2-1(d) Lesson plans, CM monitoring of plans Form 5-11
	CM, DST
	

	
	d
	Family style meals will be provided in a relaxed atmosphere that encourages socialization and language development;
	Start-up to kindergarten


	Classroom schedule, CCIC, CLASS, Lesson plans, USDA site visit, Nutrition Policy 3-28 and 3-28a
	CM, Cook, RD
	

	
	e
	Thirty minutes will be planned for every meal.  Children will be encouraged to try new foods but will not be forced.  Food will not be used as a reward or a punishment;
	Start-up to kindergarten


	Classroom schedule, Lesson plans, Nutrition Policy 3-28


	CM, DST, Cook
	

	
	f
	Adjustments will be made to accommodate the special dietary needs of every child.  Food substitutions and non-dairy substitutions will be made accordingly.  Dietary needs will be posted in a confidential manner;
	Start-up to kindergarten


	Menus, menu production sheets, Form 3-12 or parent written request Form 3-12a, Nutrition Policy 3-28
	CM, Cook
	

	
	g
	Foods served will reflect the cultures of the children;
	Start-up to kindergarten


	Menu, Nutrition Committee minutes, Form 2-4, Nutrition Policy 3-28, Form 2-11 and Form 2-28
	CM, RD, Cook
	

	
	h
	Monthly field trips will be scheduled to extend classroom learning for combination and center models;
	Start-up to kindergarten


	Field Trip Form 2-5, Policy 2-10, Lesson Plans


	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.24, 1306.33 AND 1310.10

V.    EDUCATION AND CHILD DEVELOPMENT SERVICES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	i
	IMIL or other gross motor activities will be planned every day for children to explore large and small muscle skills.  Children will have access to adequate indoor and outdoor space and materials;
	Start-up to kindergarten
	Lesson Plans, TS Gold, CCIC, Classroom Schedules


	CM, DST
	

	
	j
	Modifications and accommodations will be made for full inclusion of all children.  This may include additions of materials;
	Start-up to kindergarten
	IFSP, Lesson Plans, Form 2-7


	CM, DST, ECSE partner


	

	
	k
	Cognitive concepts will be discussed during conversations and incidental learning situations throughout the day;
	Start-up to kindergarten
	Lesson Plans, CCIC, CLASS


	CM, DST


	

	
	l
	Celebrations of individual differences will include songs, stories, meaningful praise and positive interactions (DECA & PBIS strategies) to help build self-esteem in children;
	Start-up to kindergarten
	Lesson Plans, TS Gold, CCIC, DECA, PBIS


	CM, DST
	

	
	m
	Large and small group activities will be planned for children to negotiate, problem solve and gain social competence;
	Start-up to kindergarten
	Lesson Plans, TS Gold, CCIC, PreSet

	CM, DST
	

	
	n
	Ongoing observational data will be kept for each child in order to assess each child’s progress toward school readiness outcomes.  The assessment will be shared with parents and the process will include an analysis at multiple checkpoints through the year;
	Twice a month, 3 times a year


	TS Gold, SRG analysis at all levels, Self Assessment


	CM, DST
	

	
	o
	Every child’s individual needs will be identified.  Specific goals will be developed with parents and interventions to meet these needs will be addressed in weekly lesson plans.  Lesson plans will have individualization for each child at least twice a month.  CM’s will review and provide regular feedback to teachers.
	Start-up to kindergarten-Weekly


	Lesson Plan, TS Gold, DECA strategies, Form 2-6 and Form 2-7, Form 5-11


	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.24, 1306.33 AND 1310.10

V.    EDUCATION AND CHILD DEVELOPMENT SERVICES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	p
	Language and literacy development experiences will be planned for children throughout the classroom/socialization session day.
	Start-up to kindergarten
	Lesson Plans, CCIC, CLASS


	CM, DST
	

	6
	Each center shall meet the following recommendations:
	
	
	
	

	
	a
	Classroom size equipment and materials shall be appropriate level and will accommodate special needs of children.  Head Start Performance Standards will be maintained for all children.  
	Start-up and ongoing


	CCIC
	CM, Dir
	

	
	b
	Centers will have a safe and effective heating system.
	Start-up and ongoing
	Fire Inspection, Safety Checklist 2-13, Safety Log 3-43


	CM
	

	
	c
	Emergency procedures will be posted in each classroom, on the bus and in every room.


	Start-up and ongoing
	Postings
	CM
	

	
	d
	Rooms will have adequate lighting and emergency lighting will be available.
	Start-up and ongoing
	Safety Checklist 2-13


	CM, DST
	

	
	e
	Staff will know the locations of fire extinguishers and alarms and have the knowledge to use them. Extinguishers will be fully charged.
	Start-up and ongoing
	Safety Checklist 2-13
	
	

	
	f
	Food service staff and at least one member of each teaching team will have a current food handler card.  This will be posted in the kitchen.
	Start-up and ongoing
	Food Handler card postings


	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.24, 1306.33 AND 1310.10

V.    EDUCATION AND CHILD DEVELOPMENT SERVICES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	g
	There will be an adequate number of toilets and sinks of such height that children can reach them.  Modifications will be made for children with special needs and in center located in older buildings.
	Start-up and ongoing
	Safety Checklist 2-13


	CM, Dir
	

	
	h
	Each center will be inspected annually by the fire department and the health/sanitation department.
	Annually
	Fire Marshal inspection and Health Dept Inspection


	CM, Dir
	

	
	i
	Exits will be clearly visible and evacuation routes will be posted.
	Start-up and ongoing
	Exit signs, evacuation route map postings
	CM
	

	
	j
	DST members will monitor safe practices in and on playgrounds, including condition of play equipment and playground surfacing.  Recommendations for improvement will be posted on Form 3-43 and the center manager will be informed.  CM will develop a plan to correct and inform the Director and AS.
	Start-up and ongoing


	Staff mtg minutes, Safety Checklists 2-13, Health and Safety Log Form 3-43, monitoring records


	CM, DST, Dir, AS


	

	
	k
	Medications will be administered to children in accordance with health policies.  When necessary, CM will consult Health Consultant.
	Start-up and ongoing


	Medication Permits Form 3-8a, Care Plan 3-46, Asthma Plan 3-48
	CM, Dir, DST
	

	
	l
	No highly flammable furnishings or decorations will be used.
	Start-up and ongoing
	Fire Marshal Inspection

Safety Checklist 2-13
	CM
	

	
	m
	Flammable and other dangerous materials/potential poisons shall be stored in locked cabinets or storage facilities accessible only to authorized persons.  
	Start-up and ongoing


	Monitoring records


	CM, AS
	

	
	n
	Each center will keep a list of Material Safety Data Sheet (MSDS) for current products used at the center.
	Start-up and ongoing


	MSDS sheets at each center.  Safety Committee minutes
	Safety Committee, CM


	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.24, 1306.33 AND 1310.10

V.    EDUCATION AND CHILD DEVELOPMENT SERVICES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	o
	Each DST will be current in first aid and adult and child CPR and follow training guidance in the event of an accident or injury to a child.
	Start-up and ongoing


	Staff training records, CP system, Report of Participant Accident Form 3-21, Log of injuries and accidents Form 3-27, OUCH slip Form 3-1, SOAP, Policy 3-32
	CM, DST
	

	
	p
	First aid kits will be located in each classroom and on buses.  First aid supplies will be carried in fanny packs when children are outside and during all field trips.  Center staff shall check kits every month to ensure kits are stocked.
	Start-up and ongoing


	Safety Checklist 2-13
	CM, DST
	

	
	q
	Floors, tables and equipment will be kept clean and sanitary.
	Start-up and ongoing
	Cleaning schedules, Safety Checklist 2-12, Health Inspection, USDA Site Visit Monitoring
	Janitor, DST, CM, AS
	

	
	r
	Electrical sockets and heating units will have child safety devices to prevent burns.
	Start-up and ongoing
	Safety Checklist 2-13


	CM, DST
	

	
	s
	DST will closely monitor children’s safety during classroom and outdoor activities.  A ratio of one staff to every ten children will be maintained; however a ratio of one staff to six children is preferred.  During field trips a ratio of one staff member to four children is required.
	Start-up and ongoing
	CCIC, Lesson Plans, Field Trip Authorization Form 2-5, Procedure 1-98


	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.24, 1306.33 AND 1310.10

V.    EDUCATION AND CHILD DEVELOPMENT SERVICES: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	t
	DST will greet each child upon their arrival to the center and children will also be recognized upon their departure to insure healthy and safe transitions.
	Start-up and ongoing
	CCIC, CLASS, CP2316, 2317, 2318, Procedure 1-98


	CM, DST
	

	
	u
	At least one staff member will accompany and supervise children when bathrooms are located outside the classroom.
	Start-up and ongoing


	Procedure 3-31


	CM, DST
	

	
	v
	Universal precautions will be used when children require help with wet or soiled clothing.  Two staff members will be present when children need a change of clothing (diapers).
	Start-up and ongoing


	Procedure 3-31


	CM, DST
	

	
	w
	A staff member will not be left alone and out of sight or hearing distance of another staff member when with a child at any time.
	Start-up and ongoing


	Staffing ratio
	CM, DST
	

	7
	Each vehicle that provides transportation to children will be equipped with:
	Start-up and ongoing
	Form 1-74, Bus observation, annual inspection report, Transportation Policy 1-47
	CM, Bus Driver, Bus Contractor
	

	
	a
	A communication system for emergencies;
	
	
	
	

	
	b
	A charged fire extinguisher with a locator sign and other safety equipment;
	
	
	
	

	
	c
	A first aid kit w/ a locator sign;
	
	
	
	

	
	d
	A seatbelt cutter w/ a locator sign;
	
	
	
	

	
	e
	Child safety restraint equipment for children to use that is height-weight appropriate.
	
	
	
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.40, 1304.41 and 1308.21

VI.    EDUCATION AND CHILD DEVELOPMENT PARTNERSHIPS

         A.     Provide a variety of opportunities for parents to interact with their children while they engage in educational activities that 

                   are responsive to their own expressed needs to strengthen the fact that parents are the primary educators of their own 

                   children.  These activities will also be coordinated for a successful transition as children enter kindergarten ready to learn. 


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	Parent training shall be provided to promote positive outcomes in the areas of normal child development as well as areas of special concern or interest to them.  Training will:
	Start-up to kindergarten


	Family Interest Survey Form 4-7, FPA Form 5-4, Parent Training Plan Form 4-1, training attendance records, SOAP, Form 2-6
	CM, FA, FW, DST
	

	
	a
	Validate a parent’s strengths and provide research to learn new concepts;
	Start-up to kindergarten


	Family Interest Survey Form 4-7, FPA Form 5-4, Parent Training Plan Form 4-1, training attendance records, SOAP, Form 2-6
	CM, FA, FW, DST
	

	
	b
	Provide information to parents about fostering positive development of their child;
	Start-up to kindergarten
	Family Interest Survey Form 4-7, FPA Form 5-4, Parent Training Plan Form 4-1, training attendance records, SOAP, Form 2-6
	CM, FA, FW, DST
	

	
	c
	Support parents on topics relating to their child’s emotional growth and ways to manage challenging behavior;
	Start-up to kindergarten
	DECA, PBIS, Form 4-7, 5-4, 4-1, 2-6, SOAP, flyers, newsletters
	CM, FA, FW, DST


	

	
	d
	Include nutritional and the health needs of young children.  Whenever possible IMIL will be integrated in this process;
	Start-up to kindergarten
	Form 4-7, FPA Form 5-4, Parent Training Plan Form 4-1, training attendance records, SOAP, Form 2-6, newsletter
	CM, FA, FW, DST


	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.40, 1304.41 and 1308.21

VI.    EDUCATION AND CHILD DEVELOPMENT PARTNERSHIPS: continued

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	e
	Be supportive by connecting parents up with community groups (counseling, support groups etc) to facilitate a healthy self concept and positive well-being;
	Start-up to kindergarten
	CP-5, DECA, PBIS, Forms 4-7, 5-4, 4-1, 2-6, SOAP


	CM, FA, FW, DST


	

	
	f
	Respond to ongoing training needs identified by parents over the course of the year;
	Start-up to kindergarten
	CP-5, DECA, PBIS, Forms 4-7, 5-4, 4-1, 2-6, SOAP
	CM, FA, FW, DST


	

	
	g
	Include First Aid/CPR training opportunities annually;
	Start-up to kindergarten
	
	CM, FA, FW, DST


	

	
	h
	Include information to assist parents in becoming more effective advocates for themselves and for their family members.
	Start-up to kindergarten
	CP-5, DECA, PBIS, Forms 4-7, 5-4, 4-1, 2-6, SOAP
	CM, FA, FW, DST


	

	2
	School readiness information will be shared with parents using TS Gold child reports or conference forms  three times per year.  Information will include reporting progress, updating child goals and further engage parents to promote success for their child.  When appropriate, individual transition plans for children will be discussed, developed and reviewed and updated during the year.  This pertains to all program options.
	Nov, Feb and May


	TSGold TS Gold child reports or Family Conference Forms, SOAP, Individual Transition Plans


	CM, DST
	

	
	a
	All parents will be invited to join the TS Gold system using  Internet technology to access their own child’s assessment information and to provide input
	Start-up, parent orientation, home visits
	TS Gold system use, newsletters, orientation agenda, Form 2-6 and/or 5-23.


	CM, DST
	

	3
	End of year parent-teacher conferences will be held at the center for all program models except the HB model.
	May
	Form 2-6, TS Gold child reports or Family Conference Form, 
	PE
	

	
	a
	All family conferences for the HB model will be held in the parent’s home.
	May
	SOAP
	T, AT, CM
	

	
	b
	Two parent-teacher conferences will be held at the center for the center model.
	Jan and May
	SOAP
	T, CM
	

	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.40, 1304.41 and 1308.21

VI.    EDUCATION AND CHILD DEVELOPMENT PARTNERSHIPS: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	4
	During the final conference, parents will be encouraged to review information and engage in the following activities when appropriate:
	May
	SOAP
	CM, DST
	

	
	a
	Complete the kindergarten registration information;
	May
	SOAP
	CM, DST
	

	
	b
	Review TS Gold School Readiness Individual Goals and Outcomes for the child and develop summer goals;
	May
	SOAP
	CM, DST
	

	
	c
	Complete sibling applications for Head Start;
	May
	
	
	

	
	d
	Complete a program evaluation if not already completed;
	May
	Completion rate of evaluation
	CM
	

	
	e
	Take home summer packet information;
	May
	Summer packet file
	
	

	
	f
	Review and update the child’s health and dental summary information;
	May
	Health summary in file
Form 2-6 
	CM, DST
	

	
	g
	Complete the “Dear Kindergarten Teacher” letter (release of info is on the letter) if not already completed.  
	May
	Family Conference form, SOAP, 
	CM, DST
	

	
	h
	Review work samples that may be sent to the kindergarten;
	May
	Kindergarten letter
	CM, DST
	

	
	i
	Review and update individual child transition plan.
	May
	Individual transition plan
	CM, DST
	

	
	j
	Share and exchange information following the center transition agreement with the receiving school district.
	Mid-year
	Transition Agreements
	CM
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.40, 1304.41 and 1308.21

VI.    EDUCATION AND CHILD DEVELOPMENT PARTNERSHIPS: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	5
	Additional transition activities may also include:
	
	
	
	

	
	a
	A home, center or kindergarten visit conducted with each family to discuss educational options for the child’s next level of school readiness;
	April-May or as the child leaves the program
	Form 2-6, SOAP, Family Conference Form, “To Do List”
	CM, DST
	

	
	b
	Flyer and packets for families to complete kindergarten registration;
	April-May or as the child leaves the program
	Flyer, newsletters, registration packets


	CM, DST
	

	
	c
	Special invitations may be extended to kindergarten school staff to attend parent meetings to discuss the kindergarten program;
	March-end of program


	Parent meeting notices


	CM, DST
	

	
	d
	Health summary and final TS Gold Family Conference Form will be forwarded to kindergarten at the parent request following Child Education Record Policy.
	P-T Conference


	Release in file, health summary in file, Policy 1-19


	CM, DST
	

	
	e
	Participation in ECSE to school age transitional meeting arranged by the LEA.
	Feb-April
	LEA mtg notice in file


	CM, DST
	

	
	f
	Supporting parents in communicating their desires to the kindergarten.
	March-end of program year
	SOAP, Form 2-6, 5-23, Dear Kindergarten Teacher Letter
	CM, DST
	

	
	g
	Special parent workshops may also be offered to help parents learn about similarities and differences between Head Start and the kindergarten.
	March-end of program year


	Form 4-1 Parent Training Plan, flyers
	CM, DST
	

	
	h
	Participation in an end-of-year celebration at Head Start.
	May-end of program year
	Flyers, Notes to Parents, Newsletters
	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.40, 1304.41, 1304.50 and 1308.21

VII.    FAMILY & COMMUNITY ENGAGEMENT WITH SHARED GOVERNANCE:

           A.     Establish and maintain a formal structure of shared governance to enhance program quality. Parents will become 
                       stronger decision makers. Learning opportunities will be offered in the areas of early childhood and leadership to 

                        encourage volunteerism. Community members will also have a key role in the development activities.


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	Parents will be involved in the process of making decisions about the operation of the Head Start program
	Start-up thru August


	Policy Council minutes

Policy 1-38


	Dir
	

	
	a
	Parent meetings will be held at least once a month.  All parents with children enrolled are members.
	Start-up to program yr end


	Parent mtg minutes


	CM
	

	
	b
	Parents will elect officers (chair, vice-chair, secretary, treasurer) at the first parent meeting.  CM will provide training and guidance so parents can facilitate effective meetings on their own.
	Start-up to October


	Parent mtg minutes, Parent Training Plan Form 4-1, Form 4-4


	CM
	

	
	c
	Parents at every center will elect two parent representatives and one community representative at the first parent meeting for Policy Council membership.
	Start-up to October


	Parent mtg minutes

Policy Council attendance
	CM
	

	
	d
	Policy Council members will attend an orientation and training session to become familiar with federal guidelines and agency policies pertaining to their responsibilities.
	October
	Policy Council training attendance, Form 4-12 and 4-13


	Dir
	

	
	e
	Parents will be recruited to participate in a variety of committees including, but not limited to HSAC, Personnel, SDA, Education, Transportation, Family Engagement and Nutrition.
	Start-up and ongoing


	Committee mtg notes, parent mtg minutes, HSAC mtg minutes, PC mtg minutes


	CM, Dir
	

	
	f
	Parents will participate in the annual program self evaluation
	Feb-April
	Evaluation tool, reports and PC minutes
	CM, Dir
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.40, 1304.41, 1304.50 and 1308.21

VII.    FAMILY & COMMUNITY ENGAGEMENT WITH SHARED GOVERNANCE: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	g
	Parents, CAT Board and staff will have opportunities to review the IWP.  Policy Council and CAT Board will approve the IWP annually.
	October to ongoing
	CAT Board minutes, PC mtg minutes, IWP updates


	
	

	
	h
	Representatives from Policy Council may attend state meetings.
	Nov, Feb and May
	Policy Council minutes
	CM
	

	2
	Opportunities and  training will be made available to parents to assist them as program participants, volunteers and paid staff members by:
	Orientation – ongoing


	CTA Form 4-9, Parent Training Form 4-1, FPA, Form 2-6 and Form 5-23
	CM
	

	
	a
	Making appropriate positions available to current Head Start parents whenever possible;
	Start-up – ongoing
	File, in-house position announcements
	CM
	

	
	b
	Inform all families of employment and participant/volunteer opportunities;
	Orientation, home visits & ongoing
	CTA, HV Form 2-6, 5-23, Parent Mtg minutes, newsletter
	CM, DST
	

	
	c
	Actively recruit and train parent participants and volunteers to engage in various program activities at the center;
	Orientation, home visits & ongoing
	Orientation, Parent Training Form 4-1, Form 2-6 and 5-23
	CM, DST
	

	
	d
	When applicable document in-kind and submit to the fiscal office.
	Sept-July
	In-kind forms 4-3c, 4-3e, 4-9cand CP
	CM, DST
	

	3
	Parent meetings will be facilitated by the parents and other training opportunities will be made available to parents to enable them to upgrade their skills and further their well-being by:
	Recruitment – ongoing


	Parent mtg observations, Parent Training Plan Form 4-1


	CM
	

	
	a
	Given opportunities to identify areas of interest, request training and given the means to plan activities to meet their own needs;
	September or first parent mtg


	Form 4-7

	CM
	

	
	b
	Connecting parents up with literacy resources in the community such as refresher skills, GED, ABE, ELL and higher education;
	Start-up and ongoing
	CP5 form, Start-up to program yr end


	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.40, 1304.41, 1304.50 and 1308.21

VII.    FAMILY & COMMUNITY ENGAGEMENT WITH SHARED GOVERNANCE: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	c
	Encouragement to attend trainings offered at the center or in the community on topics such as First Aid/CPR. Health, safety, child abuse & neglect, personal grown the positive well being.
	Start-up and ongoing
	Flyers, newsletters, Parent Training Form 4-1


	CM, DST
	

	4
	Parents and community participants and volunteers including community partners, will be actively encouraged to participate and volunteer in all phases of the Head Start program thru:
	
	
	
	

	
	a
	Opportunities for Policy Council membership;
	Recruitment and ongoing
	Policy Council membership/quorum
	CM, Dir
	

	
	b
	Opportunities for center activities including committee participation, classroom helpers, program evaluation, assisting with screening children and other special projects;
	Recruitment and ongoing


	In-kind forms 4-3c, 4-3e, 4-9c. CP


	CM, DST
	

	
	c
	Opportunities to serve as a member of the CAT Board;
	Recruitment and ongoing
	CAT Board membership, PC minutes
	CM, Dir
	

	
	d
	Opportunities for the CTA program.
	Recruitment and ongoing
	CTA participation
	CM, DST
	

	5
	Training for all center participants and volunteers will be provided and will be individualized by each center for each interest area.  Training will have the following components:
	Start-up and ongoing


	Center Training Plan Form 4-1, Volunteer Policy 4-11 and 4-11c, CTA training
	CM, DST
	

	
	a
	Volunteer Declaration will be signed and approved.  All CTA’s and regular volunteers will have a program approved criminal background check and documentation on file indicating they can work in a program with children.
	Start-up and ongoing


	Form 1-71 and CBR if applicable


	CM, DST
	

	
	b
	Confidentiality Statement will be signed and reviewed for understanding;
	Start-up and ongoing
	Policy 1-20a
	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.21, 1304.40, 1304.41, 1304.50 and 1308.21

VII.    FAMILY & COMMUNITY ENGAGEMENT WITH SHARED GOVERNANCE: continued


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	c
	Child Guidance Policy will be signed and reviewed for understanding.  This will also include an introduction to PBIS and an overview of developmentally appropriate practice;
	Start-up and ongoing
	Form 2-27a
	CM, DST
	

	
	d
	Child Abuse and Neglect Policy will be reviewed for understanding;
	Start-up and ongoing
	Policy 1-12
	CM, DST
	

	
	e
	Health & Safety Policy will be reviewed for understanding.  This will include universal precautions.
	Start-up and ongoing
	Policy 1-9
	CM, DST
	

	
	f
	Center rules and norms will be reviewed;
	Start-up and ongoing
	Center Document 
	CM
	

	
	g
	Personnel Sheet will be completed;
	Start-up and ongoing
	Form 1-25
	CM, DST
	

	
	h
	The CAT Code of Conduct will be reviewed for understanding.
	Start-up and ongoing
	Personnel Code of Conduct
	CM, DST
	

	6
	To support participants and volunteers staff will:
	
	
	
	

	
	a
	Supervise all participants and volunteers at all times.  Children will not be left alone with a participant or a volunteer at any time;
	Start-up and ongoing
	Observations, Staffing Pattern
	CM, AS
	

	
	b
	Provide feedback and a formal evaluation to participants and volunteers;
	Start-up and ongoing
	Performance Appraisal, Form 1-70, Form 4-9
	CM, DST
	

	
	c
	Assist participants and volunteers in completing in-kind forms;
	Start-up and ongoing
	Form 4-9 and 5-11


	CM, DST
	

	
	d
	Recognize participants and volunteers at a minimum annually
	Start-up and ongoing
	Forms 4-3c, 4-3e, 4-9c

Volunteer certificate and other forms of recognition.
	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.52 and 1310.16
VIII.    STAFF DEVELOPMENT:

            A.     Staff will have the knowledge, skills, qualifications and experience needed to implement and provide quality early 

                       childhood education and family focused services to children and families.



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	The program will provide staff with many opportunities for personal and professional growth which will include:
	Start-up and ongoing


	Child Plus training records, Agency-wide Training Plan

	Dir, CM, AD, AS
	

	
	a
	Training in mandatory child abuse and neglect reporting responsibilities; training covering USDA family style dining and civil rights non-discrimination, training in medical administering, bus monitor training, training focused on recognizing and planning for children who have special needs (including services for parents) and training so that staff will be current on Infant Child First Aid/CPR.
	Preservice, County-wide training and ongoing


	Child Plus training records, Interagency Agreements/MOU’s
	CM, DST
	

	
	b
	Additional training will be planned for every year in response to the annual self assessment outcomes.  Additional training with an interagency collaboration with the local ESD to work towards full inclusion of children who have disabilities.
	Start-up and ongoing
	Agency-wide training calendar, Child Plus training records, Interagency Agreements/MOU’s


	Dir, AD, AS, CM
	

	2.
	All staff members will have opportunities to identify specific training needs as part of their new employee 4 and 8 month Review of Training & Support, their Professional Development Plan and/or their Annual Performance Appraisal.
	During PDP, anniversary date of hire, and 4 & 8 month reviews
	PDP, Performance Appraisal, 4 & 8 month Review, Forms 1-101, 1-102, 1-103, 1-104, 1-105, 1-106, Policy 1-27
	Dir, AD, AS, CM, T, FA
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.52 and 1310.16
VIII.    STAFF DEVELOPMENT: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	a
	In accordance with the Head Start Act amended in 2007, each Teacher will attend no less than 15 clock hours of annual professional development. Such professional development shall be high-quality, sustained, intensive and classroom-focused in order to have a positive and lasting impact on classroom instruction and the teacher’s performance in the classroom, and regularly evaluated by the program for effectiveness.
	Annually and ongoing
	Form 1-101
	CM, AD, T
	

	
	b
	Staff who hold positions that require training and certification will be responsible for maintaining the certification required for the position. The program will make every effort to hire staff who meet position qualifications and will advertise any recruitment efforts as well as any conditional hire plans.
	Ongoing and at hire
	Policy 1-28, Procedure 1-105, Advertisements, Form 5-11 conference with plans
	Dir, CM, OSS/OSA
	

	3
	Observations will be completed for every home visitor.  Teachers will observe assistant teachers, center managers will observe teachers, family advocates and when applicable, parent educators.  Family advocates will observe family workers and area supervisors will observe center managers.  Debriefings will occur that will identify both strengths and areas targeted for professional growth.
	Start-up to end of program yr.
	Observation Form 4-10 and Observation Checklist 2-25, 5-11 forms, Procedure 1-92
	AS, CM, T, FA
	

	4
	Classroom observations will be completed two times per year using the CCIC and the CLASS.  Action plans will be completed to promote growth in staff and to help children reach school readiness.
	Nov/March

Jan/April
	CCIC summary, CLASS summary and action plans.
	CM, AS
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.52 and 1310.16
VIII.    STAFF DEVELOPMENT: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	5
	Center mangers will observe bus drivers annually +using an on-board tool.  School Bus Drivers will hold the following requirements prior to transporting children:
	Start-up and ongoing


	On-board observation, 5-11’s


	CM
	

	
	a
	A valid Commercial Driver’s License (CDL) specific to the vehicle that will be in operation;
	Prefer prior to hire
	Advertisements, personnel records, ODE training and documentation
	CM
	

	
	b
	A Valid ODE Pupil Endorsement.
	Prior to transporting children
	ODE Endorsement
	CM
	

	
	c
	On-going training required to maintain the ODE Permit and Pupil Endorsement.
	Ongoing-summer
	Copy of valid ODE permit
	Bus Driver
	

	6
	All Bus Monitors and Bus Drivers will  have training in the following areas:
	Prior to transporting children
	CP training record, Form 1-36


	CM, DST
	

	
	a
	Safely loading and unloading children, safely running a fixed route and safely stopping at railroad crossings;
	Prior to transporting children
	CP training record, Form 1-36
	CM, DST
	

	
	b
	Administering first aid;
	Prior to transporting children
	CP training record, Form 1-36
	CM, DST
	

	
	c
	Handling emergency situations including bus evacuations;


	Prior to transporting children
	CP training record, Form 1-36
	CM, DST
	

	
	d
	Operating occupant restraints, wheelchair lifts (when applicable);


	Prior to transporting children
	CP training record, Form 1-36
	CM, DST
	

	
	e
	Conducting routine maintenance (or insuring it happens) and safety checks of the vehicle;


	Start-up and ongoing


	CP training record, Form 1-36
	CM, DST
	


	PERFORMANCE STANDARDS   45 CFR sections 1310.16 and 1304.52

VIII.    STAFF DEVELOPMENT: continued



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	
	f
	Basic record keeping skills.
	Start-up and ongoing
	CP training record, Form 1-36
	CM, DST
	

	7
	An agency-wide training plan will be developed annually to ensure that all mandated trainings are included, to ensure that areas identified by program systems are being targeted and to promote growth and excellence of staff members.
	June-August
	Agency-wide training calendar
	Dir, AD, AS, CM
	


	PERFORMANCE STANDARDS   45 CFR sections 1301.31, 1304.51 and 1304.52

IX.       HUMAN RESOURCES & MANAGEMENT SYSTEMS & PROCEDURES:

            A.     Establish written personnel policies, procedures and integrate them into a system to ensure that accurate and timely 

                      information is provided to families, policy council groups, staff, Board members and the general community.



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	Classification of positions, descriptions & qualifications for each staff position will be written and updated regularly through the SDA.
	September and ongoing
	Classifications, Job Descriptions, SDA minutes
	Dir, PC, Board
	

	2
	There shall be a staff recruitment and selection process.
	September and ongoing, as vacancies occur
	Personnel Policies

Form 1-51, Procedure 1-77
	Executive Director

HS Director
	

	3
	A current salary scale based on wage comparability study will be completed every 3 years and updated annually.
	February
	Wage comparability study, salary schedule changes
	SDA
	

	4.
	The Personnel Policies shall contain clear and consistent policies on employee benefits.
	September and ongoing
	CAT Personnel Policies
	Dir, Assistant Fiscal Officer
	

	5
	There shall be policies dealing with conflicts of interest which include nepotism, acceptance of gifts & political activities.
	September and ongoing
	CAT Personnel Policies
	Dir
	

	6
	Travel policies will be established and updated as needed.
	September and ongoing
	CAT Personnel Policies Forms 1-87 (travel) and 1-86 (Per Diem)
	Dir, SDA
	

	7
	There will be a system for program to aggregate, analyze and share school readiness data several times a year.  Patterns of progress for groups of children will be noted along with specific training plans for educational staff.  Action plans will be shared with parents, staff, Policy Council members and the CAT Board.  Training plans for staff will be included in the program planning process.
	September and ongoing
	Procedure 1-92, PC minutes, parent group minutes, CAT Board minutes, Training calendar
	Dir, AD AS, CM
	


	PERFORMANCE STANDARDS   45 CFR sections 1301.31, 1304.51 and 1304.52

IX.       HUMAN RESOURCES & MANAGEMENT SYSTEMS & PROCEDURES:

            

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	8
	Annual Performance Appraisals will clearly outline and identify training priorities.
	September and ongoing
	Training calendar
	Dir, SDA
	

	9
	A 4-month and an 8-month review of the training and support provided to new staff will be completed after initial employment.  Annual Performance Appraisals will begin after.
	4 and 8 months after employment, then annually
	Form 1-70, Form 1-70a
	Dir, AS, CM, T, FA
	

	10
	The agency shall maintain a professional development plan that outlines education and experience required, tasks to be completed to qualify for positions.  
	November
	Job descriptions

PDP’s
	Dir, AD, SDA
	

	11
	A “Report to the Public” will be distributed annually to community partners, staff, parents and the Board.
	June-August
	Procedure 1-100
	Dir, AD
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.51 

X.       PROGRAM SELF ASSESSMENT

           A.     An annual self-assessment will be performed to increase program quality and foster positive change and continuous 

                      improvement.


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	The program will utilize a process to monitor current practices (systems & services) to determine program effectiveness and progress in meeting goals and objectives while implementing federal regulations.
	Jan-April


	PC & LT minutes, self-assessment surveys and interview tools, monitoring summaries from CM and AS, SRG analysis, CCIC summaries, CLASS summaries, PBIS-PreSet summaries, Health & Safety checklists and logs, bus observations, file reviews by parents and prior improvement plans.
	Dir, AD, AS, CM
	

	
	a
	The process will include school readiness goals and outcomes to track and report child progress at the individual child level and at the program-wide level.
	After every checkpoint period and after pre-post observations are completed
	Excel/TS  Gold spread sheets
	CM, AS, EdSp
	

	
	b
	An analysis of aggregated data will be made to examine the patterns of progress and achieved goals for groups of children (age, program setting, program option, etc).
	Checkpoint periods
	Analysis Summary
	LTM, EdSp
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.51 

X.       PROGRAM SELF ASSESSMENT: continued

           

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	2
	The self-assessment team will occur at least once each program year with the consultation and participation of the Policy Council, parent groups and, as appropriate, other community members.  Training will be provided about the self-assessment process.
	Prior to participating
	PC & LT minutes, Parent Training Form 4-1
	LTM, AD
	

	3
	The results of the assessment will be written and reviewed by the Leadership Team at a monthly meeting.
	March-June
	Self Assessment report
	Dir, AD, AS, CM
	

	4
	The results of the self-assessment will be shared at the strategic planning meeting and approved by both the Policy Council and the CAT Board of Directors.
	May-June
	Minutes
	Dir
	

	5
	A written Grantee Improvement plan based on the assessment, will be sent to Region X and the Oregon Department of Education program representative.
	May-June
	Grantee Improvement Plan
	Dir
	


	PERFORMANCE STANDARDS   45 CFR sections 1305.3 

XI.      COMMUNITY ASSESSMENT:

           A.    A comprehensive community assessment will be completed every three years and will be updated annually so the 
                     greatest number of eligible children and families can be recruited, to be selected and subsequently be enrolled.


	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	The Community Assessment will be completed the first year of the three year grant process.
	March
	Community Assessment
	Grantee, Dir, AD
	

	2.
	The Community Assessment will be reviewed and updated the second and third years following the three year grant application process.
	March
	Community Assessment and Grant application
	Grantee, Dir, AD
	

	3
	Data will be gathered from a variety of sources including local communities and resources, waiting list information, center trends from Program Self Assessment, PSU Census Bureau, North Western Oregon Trends, Health Division and local comprehensive community plans.
	March
	Community Assessment references
	LT, Dir, AD
	

	4
	Community Assessment information will be completed, shared during the annual strategic planning meeting and submitted to Policy Council and CAT Board.
	May-June
	Report
	Dir, AD
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.51 and 1305.3 

XII.      PROGRAM PLANNING:

            A.     To facilitate quality outcomes for children and families there will be a systematic procedure for program planning.  The 

                       strategic plan and budget will be approved by the Policy Council and the CAT Board.



	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	1
	The three year grant application process includes the development of a strategic plan with long term and short term goals and objectives.  Information from the Community Needs Assessment (or updates) and the analysis information gathered from the self assessment process will be included when the strategic plan is reviewed and updated annually.   

Furthermore, during the strategic planning meeting, accomplishments will be noted and new goals and objectives will be developed in response to the needs and gaps identified during the strategic planning process.   

LTM will work in partnership with Policy Council and/or the CAT Board to implement agreed upon strategies to reach goals outlined in the strategic plan.
	May-August
	Grant and Strategic Plan, Accomplishments document
	Dir, LT
	

	2
	Budget Procedures will include the following steps:
	
	
	
	

	
	a
	A review with fiscal staff, PC and CAT Board;
	Monthly
	Budget, CAT Board, PC minutes
	Dir
	

	
	b
	Fiscal staff will analyze budget projections;
	Quarterly
	Budget projection sheets
	Dir, Fiscal Dir, Exec Director
	

	
	c
	When appropriate CM’s will develop center budgets and input will be requested from center staff and parents;
	As requested by Director
	Budgets
	CM, AD, Dir
	

	
	d
	Final program budget will be present to PC and CAT Board annually.  Revisions will be made as needed.
	July-August
	CAT Board minutes, PC mtg. minutes
	Dir
	

	PERFORMANCE STANDARDS   45 CFR sections 1304.51 and 1305.3 

XII.      PROGRAM PLANNING: continue
            

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	3
	The updated Community Needs Assessment, School Readiness Goal Outcome Reports, The Report to the Public and the Program Self-Assessment will be used as the rationale for program design.
	Annually
	Community Needs Assessment, Report To The Public, LTM minutes, PC minutes
	Dir, AD, AS, CM
	

	4
	The grant application, which will include program options, staffing patterns and budget, will be presented at the June PC meeting for final approval.  After approval, the application will be submitted to the CAT Board for approval and to the Regional office.  Two copies will be retained by the agency.
	June-July
	Grant application, CAT Board & PC mtg minutes, Letter of funding
	Dir, Executive Dir
	

	5
	The program’s monitoring system assures specific objectives are completed in a timely manner.  The system processes will include:
	
	
	
	

	
	a
	Annual self assessment which will include specific SRG aligning to the HSCDELF to close the achievement gap for children.  Part of this system will include results from the growth and development analysis
	February-June


	SRG outcomes, Program analysis, Guidance 2-15, Self Assessment
	CM, LT, PC
	

	
	b
	Monthly record reviews;
	Monthly
	
	CM, AS
	

	
	c
	Center information for entry into the program’s Child Plus tracking system;
	Weekly
	
	CM, DST
	

	
	d
	Monthly Child Plus reports from Director to LT and PC;
	Monthly
	
	Dir
	

	
	e
	Monthly reports from Director to Executive Director and CAT Board.
	Monthly
	
	Dir
	

	6
	Reports of activities in progress will be given to PC and to the CAT Board.
	Monthly
	
	Dir
	

	7
	Reports will provide accurate information on enrollment/waiting list, USDA meal program data, attendance, trainings, special needs, health data, in-kind and fiscal reports.
	Monthly
	
	Dir
	


	PERFORMANCE STANDARDS   45 CFR sections 1304.51 and 1305.3 

XII.       PROGRAM PLANNING: continue
            

	STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITITAL & DATE

	8
	There will be a process which provides needed information to and from staff, parents, PC, committees and the Board.  The process will include:
	
	
	Dir
	

	
	a
	Monthly meetings held for LT for planning, training and information sharing;
	Monthly
	Meeting minutes
	Dir
	

	
	b
	Monthly newsletters will be provided to parents.  Newsletters will contain information about community trainings, program updates and center events;
	Monthly
	Newsletter
	CM
	

	
	c
	Monthly reports will be submitted by the Director to the PC, the Executive Director and to the CAT Board.  Reports will include information about progress children are making on targeted SRG’s.
	Monthly and

Nov/Dec

Feb/Mar

May/June


	Minutes
	Dir
	

	
	d
	Federal, Regional and State notices will be shared with PC, CAT Board and center staff.
	Monthly
	Meeting Minutes
	Dir
	


1

