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ABBREVIATION GLOSSARY


	ABE
	Adult Basic Education
	FA
	Family Advocate

	AD
	Associate Director
	FERPA
	Federal Education Rights for Parents Act

	AS
	Area Supervisor
	Fl A
	Floating Aide

	AT
	Assistant Teacher
	FPA
	Family Partnership Agreement

	BA
	Bilingual Assistant
	FW
	Family Worker

	CAN
	Child Abuse & Neglect
	HC
	Health Consultant

	CAT
	Community Action Team
	HSAC
	Health Services Advisory Committee

	CBR
	Criminal Background Registry 
	HV/IHV/RHV
	Home Visit/Initial Home Visit/Recruitment Home Visit

	CCD
	Child Care Division
	IFSP
	Individual Family Service Plan

	cc.Net/ GOLD
	Creative Curriculum Development Assessment (on-line)
	IMIL
	I Am Moving I Am Learning

	CCIC
	Creative Curriculum Implementation Checklist
	IWP
	Integrated Work Plan

	CIS
	Certificate of Immunization Status
	LEA
	Local Education Agency

	CM
	Center Manager
	LT/LTM
	Leadership Team/Leadership Team Meeting

	CP
	Child Plus
	MH / MHC
	Mental Health / Mental Health Consultant

	CTA
	Center Training Assistant
	ODE
	Oregon Department of Education

	DAP
	Developmentally Appropriate Practices
	OEA
	Oregon Early Childhood Assessment

	DE
	Data Entry
	OHP
	Oregon Health Plan (Chip/FHIAP)

	DECA
	Devereux Early Childhood Assessment
	OSS / OSA
	Office Support Specialist / Office Support Assistant

	DHS
	Department of Human Services (Child Welfare & Self Sufficiency)
	PBIS
	Positive Behavior Instructional Support

	DIAL
	Developmental Indicators for the Assessment of Learning
	PC
	Policy Council

	Dir
	Director
	PRISM
	Program Review Instrument for Systems Monitoring

	DOB
	Date of Birth
	PSU
	Portland State University

	DST
	Direct Service Team
	PTC
	Parent Teacher Conference

	ECERS
	Early Childhood Environment Rating Scale
	SDA
	Staff Development Advisory

	ECSE
	Early Childhood Special Education
	SOAP
	Program Child/Family Documentation (subjective, objective, action, plan)

	ELL
	English Language Learners
	SSI
	Supplemental Security Income

	ESL
	English as a Second Language
	T
	    Teacher

	ESD
	Education Service District
	USDA
	United States Department of Agriculture

	
	
	WIC
	 Women, Infant and Children’s program
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	PERFORMANCE STANDARDS (1304.4 & 1304.5      1305.5 & 1305.6       1308.4 & 1308.5)
I.    RECRUITMENT, SELECTION & ENROLLMENT: To establish and maintain a recruitment process which insures enrollment of eligible children,
      including those with disabilities, equal to the funded slots.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & 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, May and June - ongoing
	Policy Council minutes
LTM Minutes
Policy 1-13
	Dir, LT, PC
	

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

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

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

	6.
	Distribute and post fliers and posters around community targeting DHS, mental health, laundromats, thrift stores, crisis 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.
	March-August (ongoing)
	Recruitment file
	CM, DST, Parents
	


	7.
	Recruitment efforts will ensure that at least 10% of the enrollment opportunities be made available to children with disabilities.
	April - ongoing
	Recruitment criteria, enrollment list, wait list
	Dir, CM
	

	8.
	Lists provided by ODE of eligible DHS children will be utilized for recruitment. All 3 and 4 year olds on list will be sent an application and recruitment flyer.
	May 1
	DHS Lists
	CM
	

	9.
	An ongoing waiting list (enrollment priority listing) will be maintained from applications accepted throughout the year.  Children not selected remain on the waiting list and a wait list letter is sent to parents/guardians.  
	Ongoing
	Child Plus, Recruitment file, Waiting list,  Waiting List letter 5-18, SOAP
	DST, OSA, CM
	




	PERFORMANCE STANDARDS (1304.4       AND       1308.4 & 1308.5)

I.    RECRUITMENT, SELECTION  AND ENROLLMENT: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	10
	Families complete application form with income verification, immunization record, DOB verification, and health history record information during recruitment home visit.
	April - ongoing
	Applications, immunization record, health history on file 
	CM, FA, Parents
	

	11
	All income (not projected) will be verified for a 12 month period to ensure family meets federal income guidelines. Gaps of income during the 12 month period will be documented.
	April - ongoing
	Staff signature on application Form 5-6, Form 5-6a, Self declaration (5-12), Form 5-20, Form 5-20a,  Form 5-21
	Dir, AS, CM, FA
	

	12
	Children are selected according to a selection criterion which has been approved by Policy Council.
	April - August
	Criteria rating sheet, SOAP, Family profile, CP
	CM, FA, AS
	

	13
	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
	Wait list, application, CP13
	CM, AS
	

	14
	Families will be notified of acceptance and given well child physical and dental information.
	April – August, Parent orientation
	File-SOAP, CP1, Form 5-17, Form 5-19
	CM, FA
	

	15
	Children will not be denied placement because of disabilities. Reasonable modifications and accommodations to insure participation will be available to children with disabilities.
	Ongoing
	IFSP, File - SOAP
	CM
	

	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 effort.
	September - ongoing
	Interagency Agreement
	Dir, AD, CM, AS, LT
	




	PERFORMANCE STANDARD (1304.51      1304.41     1308.6      1304.4       1308.19)

I.    RECRUITMENT, SELECTION  AND ENROLLMENT: (continued) 

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	17
	The program will be at full enrollment 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 waiting list. New children will not be enrolled when 60 calendar days or less remains in the enrollment year without the approval of the Director/Area Supervisor.
	September - ongoing
	Waiting list, Child Plus
	CM ,FA, Dir, AS
	





	
PERFORMANCE STANDARDS (1304.51,   1304.41,    1308.6,      1308.19      and     1304.31)

II.    RECORD KEEPING: To maintain accurate, comprehensive family and agency tracking records. All records will be kept strictly confidential.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	1.
	Child & family files shall contain:
	
	LOCATION OF DOCUMENT
	
	

	
	a.   Application (5-6), Eligibility Verification (5- 
      6a), Eligibility Criteria (CP 13), health 
      history (3-44) and immunization record 
      (CIS)
	Recruitment home visit
	File/CP
	CM, FA
	

	 
	b.   Orientation Enrollment Forms
	Orientation, ongoing
	File/CP
	CM, DST
	

	
	c.   Emergency Contact Form (3-11)
	Orientation, ongoing
	File/CP
	CM, DST
	

	
	d.   Family Partnership Agreement (5-4)
· Required – 
Family Plan and Goal Sheet
· Optional – 
Family Partnership Worksheets 
	Within 90 days of enroll.
	File/CP
	CM, FA, FW
	

	
	e.   Medical status documentation and 
      follow-up (3-23)
	Within 90 days of enroll.
	File/CP
	CM, FA, FW
	

	
	f.   Dental status documentation and follow-
     up (3-22)
	Within 90 days of enroll.
	File/CP
	CM, FA, FW
	

	
	g.  Dial 3 or documentation of ESD screening
	45 days of enrollment
	File/CP
	CM, DST
	

	
	h.   Health screening including hearing,
      vision, height & weight 

	45 days of enrollment
	File/CP
	CM, DST
	

	
	i.   Family Interest Survey (4-7)
	Orientation / ongoing 
	File
	CM, FA
	

	
	j.  Child Progress and Planning Reports.
	Fall, Winter, Spring
	File, cc.Net/GOLD
	CM, T
	

	
	k.   Anecdotal records (SOAP & Child 
     Assessment) 
	Ongoing
	File, cc.Net/GOLD
	CM, DST 
	

	
	l.    DECA
	September to April
	File
	CM, DST
	

	
	m.  Copy of IFSP and eligibility statement for 
      children with a diagnosed disability
	Within 30 days of evaluation
	File, Agreement with ESD
	CM, DST, ESD
	

	PERFORMANCE STANDARDS (1304.51,   1304.41,    1308.6,      1308.19      and     1304.31)

II.    RECORD KEEPING: To maintain accurate, comprehensive family and agency tracking records. All records will be kept strictly confidential.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	n.   Report of accident to child (3-21) and           
      OUCH form (3-1)
	Within 24 hours of incident
	File, Log 3-27
	CM, DST
	

	
	o.  Talk About Touching permission (2-18)
	Before beginning Unit 2

	File

	CM, DST

	

	
	p.  Media Permission Slip (5-5)
	As needed, Orientation, ongoing
	File
	CM, DST
	

	
	q.  Home visit forms (2-6)
	September-May
	File/CP
	 T, AT
	

	
	r.   Nutrition Assessment/growth chart or WIC 
      participation
	Within 90 days of enroll.
	File/CP
	CM, DST 
	

	
	s.  Field trip permission forms 2-11
	Ongoing
	File
	CM, DST
	

	
	t.  Permission form 5-1
	Orientation
	File
	CM, DST
	

	
	u.   Staffing form 5-11 or S.O.A.P.
	Ongoing
	File
	CM, DST
	

	
	v. General permission form 2-28
	Orientation
	File
	CM, DST
	

	
	w   About My Family form 2-4
	Orientation, IHV/HV
	File
	CM, DST
	

	
	x.   Home Visit Agreement Letter (2-12)
	Orientation, IHV/HV
	File
	CM, T, AT
	

	
	y. Child Learning Profile (2-2)
	Orientation, IHV/HV
	File
	T, AT
	

	
	z.  Individual Child Planning Form (2-7)
	IHV
	File
	T, AT
	

	
	AA. Final Assessment
	Spring (after final assessment decision)
	File/Individual Child Profile
cc.Net/GOLD
	T, AT
	

	
	AB. Child Health & Development tracking 
       forms (CP2a & CP2b)
	Ongoing
	File
	CM, DST
	

	
	AC. Family Services Transaction Form (CP5)
	Ongoing
	File
	CM, DST
	

	
	AD. Disability Worksheet (CP8)
	As identified
	File
	CM, T, FA
	

	 
	AE.  Parent Communication and supporting 
        documents.
	As identified
	Notes, legal documents
	CM, DST
	

	
	AF.  Client Confidentiality (1-20)
	Orientation
	File
	CM, DST
	

	PERFORMANCE STANDARDS (1304.51,   1304.41,    1308.6,      1308.19      and     1304.31)

II.    RECORD KEEPING: continued

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	AG.  Volunteer Declaration (1-71)
	Orientation, as identified
	File
	CM, DST
	

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

	2.
	Agency tracking forms shall include:
	
	
	
	

	
	a.   In-kind (4-3 a, b, d, e), (4-9c) 
	Ongoing. As needed
	Forms, CP
	CM, DST
	

	
	b.   Daily Attendance & Meals Worksheet 
      (CP2315) and Daily Sign In/Out Worksheet 
      (CP2316)
	Ongoing
	Forms, CP
	CM, T, AT, Cook, Transporter
	

	
	c.   Staff Training
	Ongoing
	Forms, CP
	Dir., AD, , OSA, AS, CM,  
	

	
	d.   Attendance at parent meetings
	Ongoing
	Minutes
	CM, FA
	

	
	e.  Center Parent Training Schedule (4-1)
	Ongoing
	Minutes & posted
	CM, FA
	

	3.
	Attendance:
	
	
	
	

	
	a.     Any drop below 85% of average daily
        attendance will be analyzed and sent
        to director.
	Monthly
	E-mail
	CM
	

	
	b.     Daily attendance sheets will be      
        recorded by the classroom teaching 
        teams. Absences will be noted and 
        reason for absence, if known, will be 
        noted on the attendance or sign-in/out 
       sheet.
	Daily
	CP Attendance sheets
CP Sign-In/Out sheets
	T, AT, CM
	

	
	c.     Teachers will submit to the Center
        Manager the attendance sheets noting
        any child who misses three or more
        consecutive days of school. CM will
        submit attendance documentation to 
        Admin.
	Weekly, monthly
	Attendance and Sign-in/out sheets, SOAP
	T, AT, CM,OSA 
	

	
	d.    The SOAP file will note the reason for
       absence if known, and any follow-up
       needed when child is absent three or 
       more days.
	Monthly
	Child’s file, Form 5-16
	CM, DST
	

	PERFORMANCE STANDARDS (1304.51,   1304.41,    1308.6,      1308.19      and     1304.31)

II.    RECORD KEEPING: continued

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	e.     Children habitually absent will have a
         plan of action written with their family
        to address the situation.
	Monthly
	Attendance policy, SOAP, Form 5-11
	CM, DST 
	

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

	


  
	a.   Access files by DST, contracted specialists
      and Administrative staff only. Each parent 
      will have access to his/her own child’s file, 
      following Oregon School records law.
	Ongoing
	Sign out sheet
	CM, DST, MHC, HC
	

	
	b.   Current year files remain in center
       unless subpoenaed to court.
	Ongoing
	Subpoena
	CM
	

	
	c.   Files will be transferred to main office at
       end of each year. (Proc. 1-44) 
	June - August
	File – See Procedure 1-44
	CM
	

	
	d.   Staff removing a file, or portion of a file, 
      will sign it out on Form 1-81 which is
      attached to child’s file.
	Ongoing
	Sign out sheet Form 1-81
	CM, DST
	

	
	e.   Child’s School Record Policy and FERPA
       will be followed when considering 
      approval for release of the record.
	August - June
	In file
	CM
	

	
	f.   Any information concerning a previously
      enrolled child or family will require a
      signed release of information and the
      Director’s permission. Requested 
      information identified on the release 
      statement will be handled by the admin 
      office.
	Up to 2 years
	Release in file SOAP
	Dir, CM
	

	
	g.   Written consent of parent shall be 
      obtained prior to the exchange of 
      information with other agencies 
     according to the child records policy.  
	As necessary
	Signature on file, Form 3-7, Form 5-1, Records Policy
	DST, CM
	




	
PERFORMANCE STANDARD (1304.51      1304.41     1308.6      1304.4       1308.19)

II.  RECORD KEEPING (continued)                                                                                         

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	i.   DHS (Child Welfare) will have access to 
    children’s records in the case of suspected 
    abuse or neglect.
	As necessary
	Request on file
	CM, DST
	

	
	j.   CAN reports will be written according to
     agency policy and given to the CM. DHS 
    (Child Welfare) will contact CM with 
    pertinent information.
	As necessary
	CAN file in locked file cabinet, Form 1-7
	CM, DST, All staff
	

	5
	The DST (may include other agency staff) will conduct at least three formal family staffing meetings (more if needed) for each child throughout the school year.  Records are updated and action plans developed to monitor and provide seamless services.    
a.  Initial – Debrief the RHV profile for new enrollees.  Update status and plans for returning enrollees.
b. Mid – Update status and plans.  Include new information with screening results and referrals.
c. Final – Update status and plans.  Include new information and transition to kindergarten plans.  Develop a plan for any follow-up services still needed to support the family.
DST will staff informally with each other when planning and documenting home visits.  
	At Enrollment, DEC-JAN/ MAR-APR
















Ongoing
	Form 5-11, SOAP

















Form 2-6, SOAP
	CM, DST

















DST
	

	6.
	Anecdotal records will be kept to document contacts with children and families. These records shall include: classroom observations, conversations, notes, phone calls, clarification & collaborative efforts between Head Start and other social services agencies on the family’s behalf. Information will be factual and written objectively.
	Selection-ongoing
	Child’s file, SOAP, cc.Net/GOLD, 
Form 2-20, Form 5-2
	CM, DST, All staff
	

	PERFORMANCE STANDARD (1304.51      1304.41     1308.6      1304.4       1308.19)

II.  RECORD KEEPING (continued)                                                                                         

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	7.
	Records for children automatically eligible for a second program year will remain in center file.
	May/June (end of school year)
	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.
	A Student Records Procedure will be developed to follow federal and state law.
	Ongoing
	Student Records Procedure
	Dir
	

	10
	File record checks will be conducted every month to insure updated and accurate information.
	Monthly
	File review form, Form 5-11
	Dir, AD, AS, CM
	

	11
	A personnel file will be maintained for each employee in a locked file cabinet at each site and at the Rainier Admin office. The file will include: qualifications for employment, CAT employee application, employee action, Child Guidance policy, CBR documentation, USDA Civil Rights training, performance evaluations, confidentiality policy, guidance policy and personnel information sheet. In addition the Rainier Admin file will contain the employee initial medical exam.
	Upon hire, Ongoing
	Personnel, File
	Dir, CM
	

	12
	Official personnel files are maintained for each CAT employee at the CAT Admin office and meet Federal and State requirements.
	Ongoing
	Personnel
	CAT Personnel
	

	13
	Reference checks, interview committee notes and I-9 will be kept in separate files in front of personnel files.
	Ongoing
	Folders
	Dir, Assistant Fiscal Director
	




	PERFORMANCE STANDARD (1304.51      1304.41     1308.6      1304.4       1308.19)

II.  RECORD KEEPING (continued)                                                                                         

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	14
	Records of appropriate training for each employee will be kept in the education/ career development file within the personnel file in the Admin office. Computerized tracking is maintained and password protected in the Admin office. Original written copy will be returned to the employee.
	Monthly
	Career development, Files
	OSA, Assistant Fiscal Director
	





	
PERFORMANCE STANDARDS (1304.6,      1308.6      and     1308.19)

III.  SCREENING AND EVALUATION: To complete all required screenings within the timelines.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & 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, CP
	CM, DST
	

	2.
	Screening for developmental, sensory (hearing/vision), and behavioral concerns.
	Within 45 days of enrollment
	CP, SOAP, Screening record form
	CM, DST
	

	3.
	Determine source of care (medical/dental/ mental health) for each child and assist families who need providers to find medical/ dental homes (Policy 3-9).
	Within 90 days of enrollment
	Health History, Child App (5-6), SOAP, Medical Home form (3-23), Dental Home form (3-22), CP, FPA
	CM, DST
	

	4.
	Determine if enrolled children are up-to-date on a schedule of age appropriate preventative and primary health care (well child physical and dental exams).
	Within 90 days of enrollment
	Health History, Child App (5-6), SOAP, Medical Home form (3-23), Dental Home form (3-22) CP
	CM, DST
	

	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 track health care services for each child.
	Ongoing
	SOAP, CP Reports
	CM, DST
	

	6.
	Work with families to identify each child’s nutritional needs including relevant nutrition related Information about family eating patterns (height/weight, diet recall, parent report, physician report, etc).
	Within 90 days of enrollment, Ongoing
	Nutrition Assessment, growth charts, nutrition survey, WIC data
	CM, , DST
	

	7.
	Screening and exam results will be reviewed by the appropriate staff person.
	Upon receipt
	File, Staffing form, CP
	CM, DST
	

	8.
	Staffings will be conducted to share results & determine the need for referral and develop a follow up plan.
	Within 30 days of screening or enrollment
	SOAP, home visit form 2-6, Form 5-11
	CM, DST
	

	9.



	The results will be reviewed with the parent. Child may be rescreened or referred.  Informed consent or written permission to refer the child for further assessment and exchange of information will be obtained.
	Within 30 days of screening
	SOAP, home visit form 2-6, 
	CM, DST
	

	PERFORMANCE STANDARDS (1304.6,      1308.6      and     1308.19)

III.    SCREENING AND EVALUATION: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	10
	Children will be referred to appropriate   diagnostician for evaluation. Parents will be assisted to schedule follow-up diagnostic appointments.
	Selection-ongoing
	SOAP, CP2, CP5, Form 3-7
	CM, DST
	


	11
	Educational evaluations are completed by ESD or LEA with parent consent.
	Within 60 days of parent consent (ECSE timeline)
	SOAP, ECSE Eligibility Statement
	CM, ECSE
	

	12
	An IFSP meeting will be held for each      identified child to plan with the parent and LEA, 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 staff or equipment will be obtained to assist with implementation of      the plan.
	Within 30 days of evaluation (ECSE timeline)
	SOAP,IFSP, CP8
	CM, T, ECSE
	

	13
	Special education and related services are supervised & provided as indicated in the IFSP and whenever possible will be incorporated into the child’s classroom and home visit goals.
	Enrollment-ongoing
	SOAP, IFSP and lesson plans, ECSE Consult, Notes/notebook, HV Form 2-6,
	CM, DST, ECSE
	

	14
	DST will assist parents with support services as needed to facilitate their active participation in the IFSP development.
	Enrollment-ongoing
	SOAP
	CM, DST
	

	15
	Mental health consultants will be scheduled throughout the year by CM. The number and duration of consultant services will be individualized to meet the needs of children and staff.
	September through May
	Staffing Form 5-11,  behavior plans, Individual Child Observations
	CM, DST
	

	
	a.    Children will be assessed and screened 
        in the area of  social-emotional in 
        partnership with parents.
	Within 45 days of enrollment and ongoing
	DIAL 3 – parent questionnaire, DECA parent & staff rating
	CM, DST, Parents
	

	
	b.   Children will be referred for individual
      observation in the classroom as needed.
	September through end of school year.
	CP 11, Form 6-9
	CM, DST
	


					


	
PERFORMANCE STANDARDS (1304.4,   &   1304.5)

IV.    HOME SERVICES TO CHILDREN AND FAMILIES: To establish a partnership with parents empowering them to identify their strengths, needs and
       direction for growth.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	1.
	Initial or regular home visits will be made by member(s) of the DST, to establish a working relationship with each family. Efforts will be made to ensure that one member of the team speaks the native language of the family.
	September – As needed
	SOAP, Form 2-12, Form 2-6
	T, AT, DST
	

	
	a.   Complete all enrollment forms.
      (See attachments)
	September, ongoing 
	File
	 CM, DST
	

	
	b.   Begin family cultural profile, child learning
      profile and goal setting.
	September, ongoing
	Form 2-4, Form 2-2, Form 2-7
	DST
	

	2.
	Educational home visits will be scheduled throughout the year based on program option. Center based teachers will provide two home visits and two parent-teacher conferences per year, per family. Combination model teacher or assistant will provide 8-9 home visits per year or one home visit every three weeks  per family. 
	September - May
	form 2-6, SOAP, Grant
	T, AT
	

	
	a.   Update family & emergency information
	September-ongoing
	Form 3-11
	CM, DST
	

	
	b.   Information will be given about parent
      and Policy Council activities.
	September  - ongoing
	Letters, newsletters, orientation, meeting minutes, 
	CM, DST
	

	
	c.   The teacher will discuss and model child 
      development strategies that are 
      developmentally appropriate.
	September-ongoing monthly
	Home visit form 2-6, HV observations
	T, AT, CM
	

	
	d.   Families will be encouraged to share
     and plan as full partners in the program.
	September-ongoing
	Home visit form 2-6, lesson plans, FPA, parent meeting minutes, journals
	CM, DST
	

	
	e.  The family will be included in planning 
     and individualizing the classroom and 
     home visit curriculum (DECA, DIAL, 
    Creative Curriculum).
	September - ongoing
	Form 2-6, Form 2-7, calendars, lesson plans, newsletters, parent meeting minutes, child progress reports 
	CM,  DST
	

	PERFORMANCE STANDARD (1304.4,   &   1304.5)

IV.  HOME SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	3.
	A Family Partnership Agreement (FPA) will be developed with each family
	Enrollment - Ongoing
	File
	CM, FA, FW 
	

	
	a.   The Family Partnership Agreement  will
      identify strengths and needs of the
      family as well as long and short term
      goals. Specific community resources will
      be identified in the plan.
	Enrollment - Ongoing
	File, SOAP & FPA
	CM, FA, FW
	

	
	b.   FPA must be established within 90 days
      of enrollment, unless family needs more
      time to develop trust.
	90 days
	File, SOAP, FPA, CP
	CM, FA, FW
	

	
	c.  Update family & emergency information
	Ongoing
	Form 3-11, CP, form 2-6
	DST, CM
	

	
	d.   Check status of medical/dental home, 
      dental/well child exams, and any follow-
      up plans.
	Ongoing
	SOAP, CP, form 2-6, FPA
	DST, CM
	

	
	e.   Review child health and development 
      screening information
	Ongoing
	SOAP, form 2-6, FPA
	DST, CM
	

	
	f.   Review parent participation
     opportunities 
	Ongoing
	CP, SOAP, form 2-6, FPA, PTC
	DST, CM
	

	
	g.  Discuss and strengthen kindergarten
     transition
	Ongoing
	SOAP, form 2-6, FPA
	DST, CM
	

	4.
	FPA review and update visits made.
	Ongoing
	CP, File, CP5
	DST, CM
	

	
	a.   Discuss progress of goals and/or   
      develop a new plan as needed.
	Ongoing
	CP, FPA (5-4)
	DST, CM
	

	
	b.   Review nutrition recommendations for
      child with family.
	Ongoing
	FPA, Home visit form 2-6, SOAP
	DST, CM
	

	
	c.   Assist families to access medical/dental
       services. (Establish a medical/dental
       home)
	ongoing
	Form 2-6 & SOAP, FPA
	DST, CM
	

	
	d.   Complete application for siblings for next
       year.
	April – September & ongoing
	File, CP, Wait List
	DST, CM
	

	
	e.   Summarize family’s progress toward goals
      and plan for further growth towards 
     unaccomplished goals.
	May
	File, FPA
	CM, FA, FW
	




	PERFORMANCE STANDARD (1304.4,   &   1304.5)

IV.  HOME SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	5.
	Additional family support services:
	September-ongoing
	CP
	CM, DST
	

	
	a.   A minimum of one contact by phone or
      in person shall be made monthly.
	September-May
	CP, SOAP, Contact sheets
	 CM, DST
	

	
	b.   Emergency assistance and/or crisis
      intervention shall be made as needed.
	September-ongoing
	CP, SOAP
	CM, DST
	

	
	c.   Monitor children’s attendance &
      contact families after 3 consecutive 
      unexcused absences. Efforts to contact 
      the family will be documented and when 
      needed an  individualized plan will be 
      developed to assist the family.
	Ongoing
	SOAP, Attendance Sheets
	CM, DST
	

	
	d.   Reports will be made to DHS (Child 
      Welfare) by any staff who has reason to 
      believe that abuse or neglect of a child 
      or disabled adult has occurred.
	Ongoing
	CAN file
	CM, DST
	

	
	e.   Monthly newsletter which may include     
      news of upcoming events, DAP
      parenting, literacy, nutrition and physical 
      health, health and safety information and 
      DECA strategies will be sent to families 
     and appropriate community agencies.
	Ongoing
	Newsletter file, CP
	CM, DST
	

	
	f.    Every effort will be made to 
      communicate verbally and in  writing, in 
      the family’s primary language. This shall 
      include newsletters, forms, progress 
      reports, parenting education, home visit 
      information, screening & exams, policies, 
     email and phone calls.
	Ongoing
	SOAP, files, staffing pattern, policies and procedures
	CM, DST, Dir
	

	
	g.   Assist families, as needed, to access    
      support services to secure assistance     
      from public and private sources.
	Ongoing
	FPA, CP, SOAP
	CM, DST
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PERFORMANCE STANDARDS (1304.21,   1304.22,     1304.23   and    1304.24)

V.    (A) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: To provide children with a learning environment to help them develop socially,
       intellectually, physically and emotionally in a manner appropriate to their age and stage of development.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	1.



	Parent orientation will be held prior to the children’s classroom attendance & will include information on nutrition, child development, child abuse & neglect, enrollment forms and transportation safety.
	September, as needed at  enrollment/orientation
	SOAP, Center Orientation Agenda, Child File, Form 1-81
	CM, DST
	

	2.
	Families not attending parent orientation will have an individual orientation, covering the same information as the original parent orientation prior to child’s attendance.
	As needed
	SOAP, Center Orientation Agenda, Child File, Form 1-81
	CM, DST
	

	3.
	The classroom environment is designed to
 provide a variety of learning experiences & to encourage experimentation and exploration at each child’s developmental level as outlined by performance standards and Creative Curriculum® for Preschool.

Staff will form a partnership with parents to plan for children in the classroom and on home visits guided by performance standards and Creative Curriculum® for Preschool.
	Ongoing






ongoing
	Observations, lesson plans, CCIC, PBIS pre-set





CTA, Form 2-6, FPA, 
Form 2-7, child progress reports
	CM,  DST, MHC





DST
	

	
	a.   Adults listen to children and observe
      non-verbal communication.
	September-June
	Observations, cc.Net/GOLD, , CCIC, PBIS Action Plan and Inventory of Practices, CLASS, lesson plans
	DST
	

	
	b.   Adults encourage children to talk about
      feelings.
	September-June
	Observations, cc.Net/GOLD,  CCIC, PBIS Action Plan and Inventory of Practices, CLASS, lesson plans
	DST
	




	PERFORMANCE STANDARDS (1304.21,   1304.22,     1304.23   and    1304.24)

V.    (A) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	c.  Adults demonstrate respect & caring for
      children in all interactions, giving
      reinforcement for children’s efforts.
	September-June
	Observations, cc.Net/GOLD,  CCIC, PBIS Action Plan and Inventory of Practices, CLASS,  lesson plans
	DST
	

	
	d.   Adults use language and materials free
      from ethnic and gender bias.
	September-June
	Observations, cc.Net/GOLD, CCIC, PBIS Action Plan and Inventory of Practices, CLASS, Lesson Plans
	DST
	

	
	e.   A variety of positive guidance techniques
     are individualized to meet the needs of 
     the child.
	September-June
	Observations, cc.Net/GOLD,  CCIC, PBIS Action Plan and Inventory of Practices, CLASS, Lesson plans
	DST, MHC
	

	
	f.   Classroom materials include those that
      encourage ethnic pride, with each
      family’s culture and home language
      represented in daily activities.
	September-June
	Observations, cc.Net/GOLD, CCIC, PBIS Action Plan and Inventory of Practices, CLASS, Lesson Plans
	DST
	

	
	g.   Children are encouraged to develop
       self-help skills. (Ex., dressing, serving,
       clean-up)
	September-June
	Observations, cc.Net/GOLD, CCIC, PBIS Action Plan and Inventory of Practices, CLASS, SOAP, Lesson Plans
	DST
	

	
	h.  Classroom schedule allows for a
      balance of small and large group
      participation and a balance of teacher
      directed and child directed activities.
	September-June
	Class schedule, observations, cc.Net/GOLD, CCIC, PBIS Action Plan and Inventory of Practices, CLASS, SOAP, Lesson Plans
	CM, T, AT, Aide
	

	
	i.    Parents are encouraged to participate in
      curriculum decisions and serve as
      resource persons.
	September-June
	HV form 2-6, Form 2-7, Lesson plans, parent meeting minutes, committee minutes
	CM, DST
	

	PERFORMANCE STANDARDS (1304.21,   1304.22,     1304.23   and    1304.24)

V.    (A) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	j.   The classroom learning environment is set 
     up to establish interest areas (learning 
     activity centers) as outlined by Creative 
     Curriculum ® for Preschool.
	September-June
	Lesson plans
	T, AT, Aide
	

	
	k.   A mental health professional will observe
      the classroom environment 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.
	September to May, Monthly
	Report, form 5-11
	CM, MHC
	

	4.
	Children’s learning experiences will be structured to enhance language development, literacy, mathematics, science, creative arts, social & emotional development, approaches to learning and physical health & development, social studies and technology.
	September – May
	Class observation, MH Report, Lesson Plans, CCIC
	CM, T, AT, Aide
	

	
	a.  Children will have opportunities to sort,
     classify and manipulate objects, discover
     relationships and gain competence
     through successful experience.
	September – Ongoing
	Lesson Plans, cc.NET/GOLD, CCIC
	T, AT, Aide
	

	
	b.   Adults will stimulate thinking by using
      open-ended questioning and problem
      solving techniques.
	September – Ongoing
	Lesson Plans, cc.NET/GOLD, CCIC
	DST
	

	
	c.   Lesson plans will include health, nutrition,
     dental, mental health, socialization and
      safety experiences.
	September – Ongoing
	Lesson Plans, 
	T, AT, Aide
	

	
	d.  Meals will be provided family style and 
     will encourage socialization in a relaxed
     atmosphere. 
	September-ongoing
	Classroom observations, CCIC, lesson plans
	T, AT & Aide, Cook
	




	PERFORMANCE STANDARDS (1304.21,   1304.22,     1304.23   and    1304.24)

V.    (A) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	e.   Thirty minutes will be allowed for
     meals. Children will be encouraged to try
     new foods, but will not be forced. Food
     will not be used as a reward or a
     punishment.
	September-ongoing
	Daily schedule, lesson plans
	T, AT, Aide, Cook
	

	
	f.   Adjustments will be made to
     accommodate the special dietary needs
     of children. Food substitution form will be
     completed and dietary need posted.
	September-ongoing
	Menu, menu production sheets, medical professional statement, file
	CM, DST
	

	
	g.  Foods served will reflect the cultures of
      the children.
	September-ongoing
	Menu, file
	DST, Parents
	

	
	h.  Monthly field trips are scheduled to
     extend classroom learning. 
	September-ongoing
	Field trip forms, lesson plans
	CM, DST
	

	
	i.   Adequate indoor and outdoor space,
     materials, equipment and time is
     provided for children to use their large
     and small muscles and to increase their
     physical skills (IMIL). 
	September-ongoing
	Lesson plans, cc.NET/GOLD, CCIC, 
	T, AT, CM
	

	
	j.   Modifications or additions of materials
     will ensure full inclusion for all children.
	September-ongoing
	IFSP, Lesson plans, Form 2-7
	DST, ECSE, CM
	

	
	k.  Cognitive concepts are discussed in 
     conversations and incidental learning
     situations.
	September-ongoing
	Lesson Plans, cc.Net/GOLD, CCIC
	DST
	

	
	l.   Adults will build self-esteem through
     celebrations of individual differences in
     daily activities, through songs, stories,   meaningful praise and positive interactions (DECA and PBIS strategies).
	September-ongoing
	Lesson Plans, cc.Net/GOLD, CCIC
	DST
	

	
	m.  Large and small group activities will
     encourage children to negotiate,
     problem solve and gain social
     competence.
	September-ongoing
	Lesson Plans, cc.Net/GOLD, CCIC
	DST
	




	
	n.  Ongoing observational data will be
     kept for each child.
	September-ongoing
	cc.NET/GOLD, SOAP’s, DECA, CCIC
	T , AT
	




	PERFORMANCE STANDARDS (1304.21,   1304.22,     1304.23   and    1304.24)

V.    (A) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	o.  All children’s individual needs will be
      identified. Specific interventions to meet
     these needs will be addressed in the
     weekly lesson plan.
	September-ongoing
	cc.Net/GOLD, Lesson Plans, DECA, Form 2-6, Form 2-7
	T, AT
	

	
	p.   Adults will integrate language and                   
      literature development strategies throughout daily activities.
	September – Ongoing
	Lesson Plans, CCIC, cc.Net/GOLD
	T, AT, Aide
	

	5.
	The facility shall meet the following recommendations.
	
	
	
	

	
	a.  Classroom size, equipment and materials
     shall be appropriate to the        
     developmental level & special needs of
     children. Head Start Performance 
      Standards will be maintained for all 
     children.
	Ongoing
	Class observations/ CCIC
	CM
	

	
	b.  There shall be a safe and effective
     heating system.
	October
	Fire and sanitation inspector’s report, , maintenance record, Monitoring records
	CM
	

	
	c.  An emergency procedure information
     sheet will be posted in each classroom,
     on the bus and in all rooms.
	September
	Posted procedures
	CM
	

	
	d.  Rooms will have adequate lighting and
     emergency lighting will be available.
	Ongoing
	Safety checklist/
	DST
	

	
	e.  Staff will know the location of fire
     extinguishers and alarms and have
     knowledge of use.
	September
	Safety checklist/
	CM, DST
	

	
	f.   Food service staff will have current food
     handler’s card posted in the kitchen.
	September
	Food handler’s card/ File
	CM, Cook, DST
	

	
	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 disabling
     conditions or in older buildings.
	Ongoing
	Classroom observation/ 
	CM
	




	PERFORMANCE STANDARDS (1304.21,   1304.22,     1304.23   and    1304.24)

V.    (A) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	h.  The facility will be inspected annually by 
       the fire, health and sanitation
     departments.
	Annually
	License/report
	CM
	

	
	i.   Exits will be clearly visible and
     evacuation routes posted.
	Ongoing
	Exit signs, evacuation route maps
	DST
	

	
	j.   DST will monitor safe practices in and on
     playgrounds, including condition of play
     equipment at each site.
     Recommendations for improvement will
     be given to the center manager.
	Monthly
	Staff meeting minutes, safety checklist, Health and Safety Log, Monitoring records
	DST
	

	
	k.   Medications will be administered to
     children in accordance with health 
     policies.
	As necessary
	Medication Permit. 
Form 3-8a, Care Plan 3-46, Asthma Plan 3-48
	CM, DST
	

	
	l.   No highly flammable furnishings or
     decorations will be used.
	Ongoing
	Class observation, Fire Marshal Inspection
	DST
	

	
	m.  Flammable, other dangerous materials
     and potential poisons shall be stored in
     locked cabinets or storage facilities
     accessible only to authorized persons.
	Ongoing
	Safety checklist
	DST, CM, Safety Committee
	

	
	n.   DST will follow first aid training guidance 
      and center emergency procedures in the 
      event of an accident or injury to a child.
	September – Ongoing
	Child accident report and log, SOAP, Form 3-1, 
Form 3-21, Form 3-27
	DST
	

	
	o.  First aid kits are located in each class.
      First aid supplies will be carried in fanny 
      packs when supervising away from the 
      facility. Center staff shall check contents
      of both, monthly and obtain supplies as
      necessary.
	September-ongoing
	Safety checklist, class observation
	CM, DST
	

	
	p.   Floors, tables and equipment will be 
      kept clean and sanitary.
	September-ongoing
	Sanitation list, observation
	DST
	

	
	q.  Electrical sockets & heating units will
      have child safety devices to prevent
      burns.
	September-ongoing
	Safety checklist
	DST
	




	PERFORMANCE STANDARDS (1304.21,   1304.22,     1304.23   and    1304.24)

V.    (A) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	r.   Teachers will closely monitor children’s
      safety during classroom and outdoor
     activities, maintaining a ratio of one staff
     to every ten children. A ratio of one adult
     to six children is preferred. A ratio of one 
     adult to four children is required on field 
     trips.
	September-ongoing
	Class observation
	T, AT, Aide
	

	
	s.   Teachers will greet each child upon
     arrival and dismissal to insure a safe and 
     healthy transition.
	September-ongoing
	Class observation
	T, AT, Aide
	

	
	t.   At least one member of the DST will
     accompany and supervise children in
     the bathroom outside the classroom
     area.
	September-ongoing
	Class observation, lesson plans
	DST
	

	
	U.   Children’s diapers, wet or soiled clothing 
       will be changed by two staff members in
      accordance with universal precautions.
	September-ongoing
	Class observation
	DST
	

	
	v.   Staff will not be left alone, out of sight 
     and hearing distance, with a child.  
	Ongoing
	Class observation
	CM, DST
	





	PERFORMANCE STANDARDS (1304.53   and   1304.22)

V.    (B) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: To facilitate the development of parents as the primary educators of their children.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	1.
	Parent training shall be provided in the areas of normal child development as well as areas of special concern/interest to them.
	September – Ongoing
	Family Interest Survey 4-7, FPA 5-4
	CM, FA, FW
	

	
	a.  Parenting classes will be provided to
     validate a parent’s strengths and teach
     new skills.
	September-ongoing
	Parent Training plan Form 4-1 and Attendance records, SOAP
	CM, DST, FA
	

	
	b.  Staff will provide information to parents
     on how to foster the development of
     their child.
	September-ongoing
	HV form 2-6, Form 2-7, FPA, CP, Parent Training Attendance records
	CM, DST
	

	
	c. Training and ongoing support for
     parents concerning emotional growth
     and behavior management will be
     provided.
	September-ongoing
	Parent training plan and  attendance records, FPA, Form 2-6, CTA file, Form 2-7, DECA, PBIS
	DST
	

	
	d.  Training will be offered in meeting the
     nutritional and health needs of young
     children.
	September-ongoing
	Parent training plan (IMIL) and  attendance records, CTA file, newsletters/flyers
	DST
	

	
	e.   Parents will be referred to support
     groups, counseling or other community
     resources to facilitate healthy self
     concept and positive mental health.
	September-ongoing
	FPA, HV form 2-6, CP, newsletters, flyers, notes
	DST, CM, FA
	

	
	f.   Parents will be given the opportunity to
     identify specific training needs.
	September-ongoing
	Family interest survey Form 4-7
	DST
	

	
	g. First Aid/CPR training will be made
     available to parents each year.
	September-ongoing
	Attendance, parent training plan, CP, parent meeting minutes, flyers
	DST
	

	
	h.   Parents will be provided with information
     needed to assist them in being effective
     advocates for their family’s needs.
	September – Ongoing
	HV Form 2-6, FPA, training plans
	DST
	

	2.
	Mid-year parent/teacher conferences will be held at the center for center-based program options (Procedure 2-17).
	November/December/January 
	File,SOAP,  cc.Net/GOLD and CC Child Progress and Planning Report
	T
	

	
	a.    Progress report up date
	November/December/January 
	File, cc.Net/GOLD, , DECA, Form 2-7,CC Child Progress & Planning Report
	T
	

	PERFORMANCE STANDARDS (1304.53   and   1304.22)

V.    (B) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	
	b.    Child Assessment Review
	November/December/January
	File, cc.Net/GOLD , DECA, Form 2-7, CC Child Progress & Planning Report, Individual Child Profile
	T
	

	
	c.    Update individual goals
	November/December/January
	File, cc.Net/GOLD, DECA, Form 2-7, CC Child Progress & Planning Report
	T
	

	
	d.  Discuss and plan kindergarten transition
	October and ongoing
	Transition Plans
	CM, DST
	

	3.
	Child Assessment and progress reports will be shared with parents three times per year to report progress and update goals.  This includes all program options.  
	Fall, Winter, Spring (1-week after the checkpoint periods ends)
	cc.Net/GOLD, CC Individual Child Profile, CC Child Progress & Planning Report, Form 2-6, Form 2-7, SOAP
	T, AT
	

	4.
	End of year parent/teacher conferences will be held at the center for all program options.
	May
	File, cc.Net/GOLD, SOAP
	DST, CM
	

	
	a.   Creative Curriculum Individual Child 
       Profile and Child Progress and Planning 
       Report.
	May
	File, CC Child Progress & Planning Report, Individual Child Profile
	DST, CM
	

	
	b.   Plan and implement transition activities 
      for the child
	May
	File, transition agreement
	DST, CM, ECSE, LEA
	

	
	c.   Encourage parent to complete a
       program evaluation if not completed
       prior to the PTC.
	May
	SOAP, 2-6, parent survey
	DST, CM
	

	
	d.   Summer packet
	May
	Summer activity calendar
	DST, CM
	

	
	e.   Share and update the child’s health 
      summary.
	May
	CP, SOAP
	DST, CM
	






	
PERFORMANCE STANDARDS (1304.53   and   1304.22)

V.    (C) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: To assist children and families in transitioning to other programs or school district
       services.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	1.
	Transition activities will include:
	
	
	
	

	
	a.   A home, center or public school visit 
      conducted with each family to
       discuss educational options for the  
      child’s next placement.
	April-May, or as child leaves program
	HV form 2-6, SOAP, CC Child Progress & Planning Report, Individual Child Profile, Transition Plan w/LEA
	DST, CM
	

	
	b.   DST will provide information about public
      school registration and enrollment.
	April-May
	HV form 2-6, newsletter, school flyers
	DST
	

	
	c.   Community members, including school
       district staff, will be invited to parent
       meetings to discuss children’s
       participation in the kindergarten
       program.
	March-May
	Meeting minutes, public notice, file
	CM, FA
	

	
	d.   Health and education records will be
      forwarded to schools at parent request
      according to the Student Records Law.
	March-ongoing
	Form 3-7, SOAP, Health Summary CP Report, PTC
	CM, DST
	

	
	e.   Transition meetings will be held for
     children with special needs to develop
     an individual Transition Plan for the child.
	March-ongoing
	Special needs file, IFSP, SOAP, Transition Agreement
	ESD, DST, CM
	

	
	f.   Assist parent in communicating their
     desires to the school district programs as
     needed and gain information about the
     school district.
	March-ongoing
	CC Child Progress & Planning Report, Individual Child Profile, SOAP
	DST, FA
	

	
	g.   An end-of-year celebration will be held
     to celebrate the family’s participation in
     the Head Start program.
	May-June
	Lesson plans, parent meeting minutes, newsletter, photographs
	CM, DST, Parents
	




	PERFORMANCE STANDARDS    (1304.3)
V.    (D) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: To empower parents as decision makers and life long learners, building on their
       strengths and working toward their full potential.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	1.
	Parents will be involved in the process of making decisions about the operation of the Head Start program.
	September – August
	Policy Council minutes
	Dir
	

	
	a.   Parent meetings will be held at least 
      once a month. All parents with a child 
      enrolled will be members.
	September-May
	Parent meeting minutes
	CM, FA
	

	
	b.   Parents will elect a chair, vice-chair, 
       secretary and treasurer at the first parent
      meeting.
	September-October
	Parent meeting minutes
	CM
	

	
	c.  Parents will elect two parent
     representatives, one parent alternate, 
     and one community representative per   
    center to Policy Council at the first parent 
     meeting.
	September-October
	Parent meeting minutes
	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
	Dir
	

	
	e.  Parents will be recruited to participate
     in a variety of committees including, but
     not limited to, HSAC, Personnel, Staff
     Development, Education, Mental Health, 
     Transportation, Male Involvement and
     Nutrition.
	September-ongoing
	meeting notes, minutes
	Dir
	

	
	f.   Parents will participate in the yearly
     review for self evaluation.
	February-March
	Evaluation tool, reports & Policy Council minutes
	Dir, CM
	

	
	g.   Parents, CAT Board and staff will have 
      opportunities to review; and Policy 
      Council and CAT Board will approve the 
      Integrated Plan annually.
	October-ongoing
	Policy Council minutes, parent meeting minutes
	Dir, CM
	

	
	h.  Representatives from Policy Council
      may attend state meetings.
	November, February, May
	Policy Council minutes
	Dir
	




	PERFORMANCE STANDARDS (1304.3)

V.    (D) CENTER BASED SERVICES TO CHILDREN AND FAMILIES: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	2.
	Opportunities and necessary training will be made available to parents to assist them as both volunteers and paid staff members.
	Orientation - Ongoing
	CTA, training record, FPA
	DST
	

	
	a.   Appropriate positions will be made
     available whenever possible to current
     Head Start parents.
	September-ongoing
	File
	CM, DST
	

	
	b.  Parent volunteers will be actively
    recruited and trained for participation in
    the center and various program activities.
	September-ongoing
	File, HV Form 2-6, parent meeting minutes, newsletters
	CM, DST, FA
	

	
	c.   Inform all families of employment and
      volunteer opportunities.
	Orientation/Initial home visit - ongoing
	Orientation packet, training plan (4-1), Form 2-6
	CM, DST
	

	
	d.   In-kind goods and services will be
     documented and submitted to the fiscal
     office.
	September-July
	In-kind forms, CP
	DST, OSA
	

	3.
	Parents will be provided with ongoing opportunities through trainings and parent meetings to upgrade their skills and further their self-esteem.  Parent meetings are guided with opportunities to lead (empowerment). 
	Recruitment & ongoing
	Newsletter, training record, meeting minutes, training plan (4-1), FPA
	DST, CM
	

	
	a.   Parents will be given the opportunity to
      identify needed training, areas of
      interest and plan activities to meet those
      needs.
	September
	FPA, parent meeting minutes, Family Interest Survey Form 4-7
	CM, DST
	

	
	b.   Literacy opportunities for GED, ABE and
      ELL classes will be provided in
      conjunction with other community
      agencies. 
	September-June
	Training plan (4-1), FPA, flyers & newsletters
	CM, DST
	

	
	c.   Parents will be encouraged to attend
      training opportunities in First Aid/CPR,
      health, safety, nutrition, child abuse and
      neglect, personal growth and mental
      health.
	September-June
	Training plan (4-1), newsletters, community flyers
	CM, DST
	



	
PERFORMANCE STANDARDS (1308.4 and 1308.5,           1306.20 - 1306.23,           1304.5        And      1301.31)

VI.    VOLUNTEERS AND STAFF DEVELOPMENT: To enhance program quality through parent and community volunteerism and staff
       development activities.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	1.
	Parent and community volunteers/ community partners will be actively encouraged to participate in all phases of the Head Start program.
	
	
	
	

	
	a.   Volunteers can participate as Policy
     Council members.
	September-August
	Policy Council minutes
	Dir
	

	
	b.   Volunteers will be solicited for
      committee work, work in classrooms,
      assist in screening children, assist in
      program evaluation, and for special
      projects.
	September-August
	In-kind report, newsletters
	DST, Dir

	

	
	c.   Volunteers will serve as members of the
      Board of Directors (Community Action
      Team).
	As needed
	Policy Council minutes
	Dir
	

	
	d.  Training will be provided for center
     volunteers and individualized for each
     area.
	September-ongoing
	Training Plan, CTA training, Volunteer Policy 4-11
	DST
	

	
	e.  Classroom volunteers will sign a
     Declaration form.
	September-ongoing
	Signed declaration 
Form 1-71
	CM, DST
	

	
	f.   Volunteers will sign a confidentiality 
     statement and child guidance policy.
	September-August
	File, signed form 1-20a, Form 2-27a
	CM, DST
	

	
	g.   Volunteers will be recognized for their
       services annually.
	May
	Volunteer certificate
	DST
	

	
	h.  Regular volunteers and CTA’s are required 
     to enroll in the Child Care Division’s 
     Central Background Registry as outlined in 
     Policy 4-11.  
	As needed
	Letter from CCD with registration number, enrollment date and expiration date.  
	CM, Volunteer
	

	


	i.   In-kind goods and services will be
     documented and submitted to the fiscal
     office.
	September-August
	CP, In-kind forms
	DST, OSA
	

	
	j. Volunteers will be supervised by staff at all 
   times and not left alone with a child or 
   children.  
	Ongoing
	Classroom Observation
	CM, DST
	




	PERFORMANCE STANDARDS (1308.4 and 1308.5,           1306.20 - 1306.23,           1304.5        And      1301.31)

VI.    VOLUNTEERS AND STAFF DEVELOPMENT: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	2.
	Staff will have opportunities for personal and professional growth.
	September and ongoing
	CP, PDP
	All staff
	

	
	a.   Staff will have an opportunity to identify
      specific training needs as part of their
      Professional Development Plan and 
      Annual Performance Appraisal.
	September and ongoing
	PDP
	All staff
	

	
	b.   An agency-wide training plan will be
      included to ensure that all mandated
     trainings are included.
	September/Preservice, 
October/County-wide,
Ongoing
	Agency/Individual Development Plans
	Dir, AD
	

	
	c.  Staff training will be provided in
     recognizing and planning for children
     with special needs, including services to
     parents. Additional training will be
     provided in interagency collaboration to
     work toward full inclusion of
     children with disabilities.
	September-ongoing
	CP, attendance in training, Interagency Agreement
	Dir, CM, ECSE
	





	
PERFORMANCE STANDARDS (1304.52)

VII.    PERSONNEL MANAGEMENT: To establish written personnel policies and procedures available to all staff.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	1.
	Classification of positions, descriptions & qualifications for each staff position will be written. They shall include Director, Associate Director, Managers, Specialist and Direct Support.
	September 1
	Classifications and Job Descriptions
	Dir, PC, Board of Directors
	

	2.
	There shall be a staff recruitment and selection process.
	September 1, ongoing, vacancies  
	Personnel policies
	Executive Director, Program Director
	

	3.
	A current salary scale based on wage comparability study will be completed every 3 years and updated annually.
	February 1
	Wage comparability study, salary schedule
	SDA
	

	4.
	The Personnel policies shall contain clear and consistent policies on employee benefits.
	September 1
	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 1
	Personnel policies
	Dir
	

	6.
	Travel policies will be established.
	September 1
	Personnel policies
	Dir, SDA
	

	7.
	Annual Performance Evaluations will be clearly outlined and identify training priorities.
	October 1
	Staff training plan
	Dir, SDA
	

	8
	Performance Evaluations will be done at intervals of four and eight months after initial employment or start of new position and annually thereafter.
	4 and 8 months after employment, then annually
	Performance appraisal, Form 1-70, Growth and Improvement Plan, Self-Evaluation
	Supervisors
	

	9.
	The agency shall maintain a professional development plan that outlines education and experience required, tasks to be completed to qualify for positions.
	November 1
	Job descriptions, Professional Development Plan
	Dir, AD, SDA
	





	PERFORMANCE STANDARDS (1304.51)

VIII.       COMMUNITY ASSESSMENT: A comprehensive community assessment will be completed every three years and updated annually.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

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

	2.
	The Community Assessment will be reviewed the second year following the three year grant application process.
	March 1
	Community Assessment, Grant application
	Grantee, Dir, AD
	

	3.
	Data will be gathered from a variety of sources including local resources, waiting list, center, PSU Census Bureau, North Western Oregon Trends, Health Division, and local comprehensive community plans.
	March 1
	Community Assessment references
	LT, Dir, AD
	

	4.
	Community Assessment information will be completed and submitted to Policy Council and CAT Board.
	May 31
	Report
	Dir, AD
	





	
PERFORMANCE STANDARDS (1304.51)

IX.       PROGRAM PLANNING: There will be a systematic procedure for program planning which is approved by the CAT Board and the Policy
                                                  Council.

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	1.
	The three year grant application process
includes the development of a strategic 
plan with long term goals and short term 
objectives. New goals and objectives are 
established at the May or June Leadership Team meeting the year before implementation and planned on a three year schedule
	May-June
	Strategic Plan
	LT
	

	2.
	Budget Procedures:
	
	
	
	

	
	a.   The program budget is reviewed with 
       fiscal staff, Policy Council and the CAT 
       Board.
	Monthly
	Budgets, CAT Board Minutes, PC Minutes
	Dir
	

	
	b.   Program budget projections are 
      analyzed with fiscal staff.
	Quarterly
	Budget projections sheets
	Dir., Fiscal Dir., Executive Dir.
	

	
	c.   Center Managers develop budgets for 
      each center.  Center staff and parents 
      provide input to the budget for individual 
      centers. Final program budget is 
      presented to Policy Council annually. 
      Revisions are made and approved as 
      needed.
	March, June, as needed
	Budgets
	CM, AD, Dir.
	

	3.
	The updated Community Needs      Assessment, outcome reports and the       program self assessment will be used as the rationale for program design.
	Annually
	Assessment Data/Reports, LT Minutes, PC Minutes
	Dir., AD, AS, CM
	




	
PERFORMANCE STANDARDS (1304.51)

IX.       PROGRAM PLANNING: (continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	4.
	The grant application, which includes       program options, staffing patterns and      budget, will be presented at the June Policy Council meeting for final approval. After approval, the application will be submitted to the Community Action Team Board for approval and to the Regional office.  Two copies will be retained by the agency.
	June, July
	Grant application, CAT Board & Policy Council Minutes, Letter of Funding
	Dir., Executive Dir.
	

	5.
	The program’s monitoring process, which assures specific objectives are completed in a timely manner will include:
	
	
	
	

	
	a.   Annual Self Assessment
	February - March 30
	Self Eval summary
	CM, LT, PC
	

	
	b.   Monthly record reviews
	Monthly
	Conference form
	CM, AS
	

	
	c.   Center information for entry into the 
      program’s Child Plus tracking system. 
	Weekly
	CP Forms, Files
	CM
	

	
	d.   Monthly Child Plus reports from Director 
      to Leadership Team and Policy Council.
	Monthly
	Monthly report
	Dir
	

	
	e.   Monthly report from Director to Policy
      Council.
	Monthly
	PC reports
	Dir
	

	
	f.   Monthly report from Director to
      Executive Director and CAT Board.
	Monthly
	Board report
	Dir
	

	6.
	Reports of activities in progress will be given to Policy Council and CAT Board. 
	Monthly
	Board reports, Month-end reports
	Dir
	

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




	PERFORMANCE STANDARDS (1304.51)

IX.       PROGRAM PLANNING: (Continued)

	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & DATE

	8.
	There will be a process which provides needed information to and from staff, parents, Policy Council, committees and      boards.
	
	
	
	

	
	a.   Leadership Team will meet once a
      month for planning, training and
      information sharing.
	Monthly
	Leadership Team, agenda, minutes
	Dir
	

	
	b.   Newsletters will contain training articles,
      program updates and calendar.
	Monthly
	Newsletter
	CM, DST
	

	
	c.  Director will submit monthly reports to
      Policy Council, Executive Director and
      CAT Board.
	Monthly
	Board report
	Dir
	

	
	d.   Federal, Regional and State notices will
      be shared with Policy Council, Board and 
      center staff.
	Monthly
	Minutes
	Dir
	





	
PERFORMANCE STANDARDS (1304.51)

X.       SELF ASSESSMENT: An annual self-assessment will be performed.


	
	                STRATEGIES
	TIMELINE
	DOCUMENTATION
	STAFF RESPONSIBLE
	STAFF INITIAL & 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 and implementing federal regulations.
	January – April
	PC & LT Minutes, Self evaluation tools: Parent Surveys, CP Reports, Monitoring Results, Outcome Data, PRISM Checklists, PRISM interviews, CCIC Summaries, Health & Safety Checklists, prior improvement plan
	Dir., AD, AS, CM
	

	2.
	The self-assessment team will be composed of staff and parents and training will be provided about the self-assessment process.
	February
	PC & LT Minutes
	LTM
	

	3.
	The results of the assessment will be written and reviewed at Leadership Team meeting.
	March 
	Self Assessment Report
	Dir, AD, AS, CM
	

	4.
	The results of the self-evaluation will be shared and approved by both the Policy Council and CAT Board of Directors.
	April
	Minutes
	Dir.
	

	5.
	A written Grantee Improvement plan based on the assessment will be written and sent to the Region X and OR Department of Education Program representative.
	April 1
	Grantee Improvement Plan
	Dir.
	



