


Policy 1-13
CHILD & FAMILY DEVELOPMENT PROGRAMS
Head Start Recruitment, Selection, and Enrollment Policy and Criteria
Using the information obtained from the Community Needs Assessment, children and families will be selected who are most in need of, and who could benefit most from the Head Start services. Applications will be accepted from children ages 3-4 years on or before by September 1st.

Recruitment
1.
Staff will recruit children ages 3-4 years. First priority will be to enroll children from low income families or categorically eligible (TANF, SSI, Foster, Homeless). Second priority will be to enroll children from families with income below 130% Federal Poverty level as outlined in the Head Start Act of 2007.
a.
Income must be verified by staff for twelve months, before enrolling children, following ACF definitions for income.
b.
Families identified as receiving TANF or SSI benefits must be verified through DHS SS or SSA by Center Manager.


c.
Children identified as foster children must be verified through DHS CW.

d.
Children who are eligible for kindergarten will not be selected unless an interagency agreement outlining services and payment responsibilities is signed by Head Start Director and the School District official. This placement will not take the place of a Head Start slot in the classroom.

e.
First age priority for Two-day 3 year old model and the Home Base model enrollees will be 3-3.6 years of age; Second age priority for Two-day 3 year old model and the Home Base model enrollees will be over 3.6 years of age.

i. Parents agree the home environment and everyday routines will be used as the child’s primary learning environment for the Home Base model.
2.
When a current staff member applies for enrollment for their child, the Area Supervisor will complete the recruitment home visit and verify income.  The recruitment information will be submitted to the Associate Director for income verification monitoring.  The Associate Director will forward the application for data entry and the family will be placed on the wait list.  This takes the process of enrolling HS employee/families out of the center and insures integrity.
3.   
The main recruitment drive will be held from April 1 to September 1.  Applications will be accepted from all families within the recruitment area and each family will receive a recruitment home visit.

4.
New applications will be accepted throughout the year. From the first scheduled program class day through March 31st, a recruitment home visit will be completed within 30-days of receiving an age eligible application and they will be added to the waiting list.
Selection
1.
A waiting list will be maintained with children whose primary residence is in the program’s service area and children will be prioritized using Criteria and Rating Form CP 13, enrolling priority one children before priority two children.


a.
Form CP 13 will be completed for each family. 


b.
Center Managers will review waiting list and meet with the area supervisor if there are compelling concerns that are not reflected using form CP13.


c.
Children with the highest needs will receive priority on the waiting list.

d.
Families with children who meet the age eligibility and with incomes at 100% or below Federal Poverty level will be selected prior to families with children who meet the age eligibility and with incomes between 100 to 130% of the Federal Poverty level.
2.
The Center Manager is responsible to ensure residency, age and income are verified. Residency, age and income must be verified before a child is determined eligible and before a child is selected or enrolled in Head Start.

3.
Center Managers may select up to 80% of eligible first priority children by the end of June, or with Director or designee’s approval, up to 100%.

4.
Center Managers should select remaining children prior to August 15 if there are enough applications for full enrollment, unless community trends indicate otherwise and with approval of the Director.
Accepted:  
1.
Prior to first scheduled program class day: Center Managers will document selection on the CP 2025 report, Enrollment Priority Listing and send for data entry.  A selection letter is sent to the family.  Note:  Child Plus uses the term accepted to hold enrollment for a child before classroom placement decisions have been determined.  
Enrollment: 
1.
Prior to the first scheduled program class day: CP 1 is completed and submitted to admin for data entry once classroom placement decisions have been finalized.  
2.
After the first scheduled program class day: When a family accepts, CP 1 is submitted to admin for data entry.  Note:  The enrolled date is when the family is notified and accepts the opening.  The entry date is the first day the child is scheduled and expected to attend.  Child Plus uses the term entry to begin the 45/90 day clock.  
3.
Center Managers must ensure full enrollment on the first program scheduled day of services.  Enrollment is complete when the family has completed the application, health & family history, staff have verified age, residency, and income, staff have completed the selection criteria and contacted the family to confirm selection for program participation.

a.
Children who do not attend the first scheduled program class day will be given 5-days for contact to be made with the family.  If staff are not successful in connecting with the family within 5-days of the first scheduled program class day, the enrolled child will be dropped and the vacancy will be filled with the next eligible child prioritized on the waitlist.  
b.
If the child is unable to attend due to transportation challenges, the family will be given two weeks to work out a solution that will allow the child to attend.  If the child is unable to attend after two weeks, the child will be dropped and the vacancy will be filled with the next eligible child prioritized on the waitlist.
4.
At least 10 percent of the total number of enrollment opportunities will be made available to children with disabilities.

5.
Director’s approval is required prior to enrolling children after April 1 or within 60 days of last school day.  Director approval is not required for transfers from within our program.

6.
An enrolled child may continue to participate in our Head Start program until they are eligible for public school.

CRITERIA GUIDANCE

AREA 1 - Income must be verified to receive points – we are verifying income even if applicant is categorically eligible – except Foster.
· Low income/25% of Poverty Guidelines

· Low income/50% of Poverty Guidelines

· Low income/75% of Poverty Guidelines

· Low income/100% of Poverty Guidelines
· Income 101% to 130% Poverty Guidelines
· Income > 130% Federal Poverty Guidelines
· Supplemental Social Security
· TANF/MAA/MAF
· Foster Child
· Homeless
AREA 2 - Age on or before September 1 or local school guidelines Children who will be eligible to attend public school the following year will be given the highest priority.

· 4 years 0 months and older
· 3 years 6 months to 3 years 11 months

· 3 years 0 months to 3 years 5 months
AREA 3 – Disability
· No Disability

· Potential or Suspected - children with a suspected disability (parent’s statement, history, observations, etc.)
· Diagnosed Condition – List disabling condition if known.  Children whose disability has been documented by a professional will be given highest need
AREA 4 - Parental Status
· One parent

· Two parent

· Grandparent

· Foster parent






· Not the parent
AREA 5 – Social Service or Special Need 
· Abuse/Neglect – Suspected or confirmed abuse(physical, sexual, emotional, domestic or substance) at any age, any family member
· Exposure to Tobacco products (includes cigarettes, smokeless tobacco, chewing tobacco or Snuff, cigars, e-cigarettes, or pipe tobacco). 
- Used in designated area – does not expose others 
- Used in common usage areas where others are exposed (includes in cars while others are 
   present) 
For Tobacco products, if this category applies, you may choose EITHER used in designated area OR in common use area.
· Exposure to Illicit drugs includes marijuana/hashish, cocaine, heroin, hallucinogens,
inhalants, or any prescription drugs used non medically.
  OR, if Medical Marijuana Card: 
- If medical marijuana used in designated area – does not expose others 
- If medical marijuana used in common usage areas where others are exposed. 
  For Illicit drugs, if this category applies, you may choose ONE of three choices:  Illicit     

  drugs, OR medical marijuana used in designated area OR medical marijuana used in 
  common use area.
· A family without a cultural community (no organized cultural traditions or ceremonies which are shared by other families)




· Serious child health problems










· Family without health insurance
· Referral from other agency/professional – children referred by outside agencies who meet other criteria (Direct written or verbal referral to our staff).



· High risk (mental illness/disabled adult)








· Any adult family member who does not have a high school diploma, GED or demonstrates low literacy skills
·  Family crisis (This is for long-term crisis, not situational short term crisis, terminal illness, death, divorce)
· Other such as but not limited to: the child’s developmental domains, the family’s ability to function as a family unit, the adult’s ability to function as a parent/teacher, the adult’s home management skills, the family’s nutritional and medical needs, adults knowledge of and ability to use resources, inability to use English as a second language.    
Comments:                                                                                                                          
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