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CHILD & FAMILY DEVELOPMENT PROGRAMS
Head Start Eligibility, Recruitment, Selection, and Enrollment Process Policy
In accordance with Federal Performance Standards and 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 for children ages 3-4 years on or before September 1st, of each year.

Staff will recruit children ages 3-4 years. First priority will be to enroll children from low income families or who are 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.
Staff must:

a. Conduct an in-person interview with each family, 
b. Verify age, income, categorical eligibility; and

c. Create an eligibility determination record for each enrolled participant. 

A child must:
a. Be at least three years old; or,

b. Turn three years old by the date used to determine eligibility for public school; and,

c. Not be eligible for public school.

A child’s family must meet one of the following:

a. Income eligibility requirements.  

1. The family’s income is equal to or below the poverty line, or

2. The family is eligible for public assistance.

If the family’s income is above the poverty line, a child may be enrolled who would benefit from the services.  These over income participants can only make up to 10 percent of a program’s enrollment.

The program may enroll an additional 35 percent of participants whose families are neither income nor categorically eligible and whose family incomes are below 130 percent of the poverty line, if the program enrolled all income and categorical children and children with disabilities before serving children with 101 – 130% Federal Poverty line.
b. Categorical eligibility requirements:
A family is categorically eligible for Head Start, if:

1. The child is homeless, as defined in 1305.2; or

2. The child is in foster care, as defined in 1305.2.

If the program determines a child is categorically eligible as homeless, the child must be allowed to attend without immunization and other medical records, proof of residency, birth certificates, or other documents.  The program must give the family reasonable time to present these documents.

Verifying age. Program staff must verify a child’s age.  Staff will not collect documentation that confirms a child’s age if doing so creates a barrier for the family to enroll the child.

Income will be verified by one of the following:
a. If the family can provide all W-2 forms, pay stubs, or pay envelopes for the relevant time period, program staff must:

1. Use all family income for the relevant time period to determine eligibility according to income guidelines:

2. State the family income for the relevant time period to determine eligibility according to income guidelines;

3. State whether the child qualifies as low-income.

b. If the family cannot provide all W-2 forms, pay stubs, or pay envelopes for the relevant time period, staff may accept written statements from employers for the relevant time period and use information provided to calculate total annual income with appropriate multipliers.

c. If the family reports no income for the relevant time period, staff may accept the family’s signed declaration to that effect. 
d. If the family can demonstrate a significant change in income for the relevant time period, staff may consider current income circumstances.

When a current staff member applies for enrollment for their child, the Area Supervisor will complete the enrollment paperwork and verifications and submit the enrollment packet to the Associate Director for income verification monitoring.  This takes the process of enrolling HS employee/families out of the center and insures integrity.
Eligibility duration.  If a child is determined eligible and is participating in the program, he or she will remain eligible through the end of the succeeding program year. 

Records.  The program must keep eligibility determination records for each participant and on-going training records for program staffs.  These records will be kept electronically.  Eligibility determination records will be kept for currently enrolled children as long as they are enrolled and for one year after they have stopped receiving services.
Staff are prohibited from intentionally violating Federal and program eligibility determination regulations and are also prohibited from enrolling children that are not eligible to receive Head Start services.

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.
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 an in-person interview.

New applications will be accepted throughout the year. From the first scheduled program class day through March 31st, an in-person interview will be completed within 30-days of receiving an age eligible application and they will be added to the waiting list.
Wait List:
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 income and categorical eligible children before children from families with incomes between 101 – 130% of the Federal Poverty level.  


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


b.
Center Managers will review the 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. 
Ten percent of enrollment opportunities will be made available for children who have disabilities.

Selection:
1. Children will be selected from the waiting list for enrollment.
For home-based model: First age priority will be 3-3.6 years of age; Second age priority will be over 3.6 years of age.  Before enrollment in the home-based option, parents will agree the home environment and everyday routines will be used as the child’s primary learning environment.
2. A selection letter will be sent to the family.

3. An orientation letter will be sent to the family explaining the need to attend orientation for enrollment in the program.

4. Orientation will be provided to parent/guardian of all selected children.
5. Once the parent/guardian attends orientation, the child is enrolled.

Enrollment: 
Center Managers must ensure full enrollment on the first program scheduled day of class/services.  Enrollment is complete when: staff have verified age, residency and income eligibility, and submitted intake packet; and parent has completed orientation.
CP 1 is completed and submitted to admin for data entry once parents/guardians attend orientation.   
At least 10 percent of the total number of enrollment opportunities will be made available to children with disabilities.
When a child is determined eligible and is participating in Head Start, he or she will reamin eligible through the end of the succeeding program year or until they are eligible for public school.
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.

The U.S. Department of Agriculture (USDA) and the State of Oregon prohibit discrimination in all USDA programs and activities on the basis of race, color, national origin, sex, religion, age or disability. To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 14th and Independence Avenue, SW, Washington, DC 20250-9410 or call (202) 720-5964 or (888) 271-5983, Extension 516 (toll-free). USDA and the State of Oregon are equal opportunity providers and employers.

CRITERIA GUIDANCE

AREA 1 - Income eligibility:
· Low income/100% of Poverty Guidelines or less
· 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
Comments:                                                                                                                          
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