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 Community Action Team, Inc. 
CHILD & FAMILY DEVELOPMENT PROGRAMS 

Head Start Ongoing Monitoring Procedures – Center Manager 
 

Center Mangers (CM) have primary responsibility in monitoring at the center level.  CMs will follow the 
Task and Timelines (Form 1-9) to ensure that monitoring occurs in a timely fashion.   
 
➢ Eligibility, Recruitment, Selection, Enrollment and Attendance (ERSEA): 
CMs complete monitoring at the center level, following Policy/Procedure 1-13 and Policy/Procedure 1-
14 utilizing documentation and Child Plus (CP)Reports.  
 

• Eligibility: Admin assists and supports CMs in monitoring to ensure child age and family income 
eligibility meet Head Start requirements and program criteria is used (Ongoing).  

o Applications (Online) – CMs monitor using CP for families who complete an online 
applications receive contact from staff within 10 business days and that follow-up on 
the application is happening.   

o Applications (paper) – CMs monitor that the application is completed with families and 
entered into CP. 

o Using CP, CMs monitor that the child and family information is correct and up-to-date.  
o CP13 is the program eligibility and criteria form. CMs monitor and verify for accuracy. 

  

•    Recruitment: Admin assists and supports CM’s in monitoring to ensure:  
o Recruitment area is defined. 
o Every applying family’s application is processed.  
o Recruitment efforts and materials include efforts to reach families with         children 

with disabilities.  
o Ongoing recruitment efforts are maintained and documented throughout the year on a 

Google Sheet. 
 

• Selection: Center Mangers with support from the ERSEA specialist will monitor at least monthly 
the CP waitlist and make selection following program criteria. 

 

•  Enrollment: CMs monitor to ensure the center is fully enrolled using CP enrollment reports on 

the first day of class and that all vacancies are filled within 30 days thereafter maintaining a 

waiting list in CP throughout the year.  

•   Attendance:  CMs monitor weekly to ensure that attendance is completed daily, at time of 
arrival and departure.  Using attendance and meal time reports in CP. The attendance of 
children is monitored for several purposes: 

 
o CACFP – CMs weekly monitor and ensure that attendance of children, sign in/out times 

and point of service meal counts are recorded accurately and entered into CP at time of 
service.   

o Head Start – CMs monthly monitor child attendance trends on CP. CMs monitor: 
▪ Chronic absenteeism (more than two weeks) and follow procedures to 

determine if there is a vacancy and proceed to fill the slot if needed.   
 

Child absenteeism and follow-up is documented in CP.  Monitor monthly using reports 2310 and 2305 if 
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attendance is below 85% look at individual child attendance.   
 

➢ Screenings: 
Screenings are conducted within 45 calendar days of child’s enrollment into the program for 
developmental, social-emotional, hearing, vision, and height and weight. Refer to Procedure 3-17a 
Developmental and Behavioral Screening and Growth Assessment and 3-17b Sensory Screening. 
 
Monitoring will be done biweekly for missing and expired events by using CP reports 3035 and/or 3065. 
 
Monthly 

• Using Report 2132 making sure attachments are uploaded: ASQ/SE summary page, vision 
and hearing results. 

• Using CP report 3015 monitor referrals 
 
➢ Health Status: Mental Health, Medical/Dental Home, Exams, Treatment and Ongoing Care: 
Monitor biweekly using CP Report 3035 or 3015.  Insurance, medical and dental home within 30 days of 
a child’s enrollment date.  Medical and Dental care status determination for each child is determined 
within 90 days of child’s enrollment date.  

• CMs monitor all required actions in the areas of medical, dental, nutrition and mental health 
while ensuring that exams, treatment and ongoing care takes place in a timely manner and is 
documented in CP.   

• CMs monitor the Child & Family Health History is completed upon child’s entry to the program 
and updated at the beginning of the second year for returning children.  CMs will monitor 
information on chronic conditions is documented in CP. 

 
➢ Nutrition: 

• Staff work with families to ensure all enrolled children are supported with nutritional health by 
connecting families with WIC, a dietitian or medical professional.  Form 3-6 Child Nutrition 
Survey is completed at family introduction and uploaded in CP. CMs use CP reports to monitor 
and follow-up with nutritional concerns.   

• CACFP USDA: The CM will monitor at the beginning of the school year and as new children are 
enrolled that all parents are given the CACFP Child Enrollment Form – Child Care in their native 
language (if available) to complete at time of entry, completed correctly, and uploaded into CP. 

• CM’s monitor monthly to ensure: 

• Cooks are using the approved program menus and recipes 

• Meals are prepared and served according to Federal Performance Standard guidelines 
and USDA guidelines 

• Substitutions (medical and non-medical) are documented and used according to 
program and USDA CACFP guidelines 

• Menu planning, and food buying records, purchases and receipts align and support the 
food service requirements for USDA reimbursement 

• Required documentation for combinations foods such as Child Nutrition Labels, 
Manufacturer’s Product Analysis Sheets and recipes are kept and filed according to 
program and USDA CACFP guidelines 

• Food storage, prep and cooking areas meet health safety and sanitation guidelines 

• Reference CACFP Site Monitoring Report. 
 
 

https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Pages/form,-document,-handbooks-and-manuals.aspx
https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Pages/form,-document,-handbooks-and-manuals.aspx
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➢ Staffings 
CMs monitor monthly using CP Report 4130 to verify staffing sessions with the direct service team are 
completed and address the individual needs of families.  

• To ensure each family receive ongoing staffings each year 

• To ensure monthly staffing for shared families with P3 are happening. 

• To ensure relevant information is shared regarding program requirements and family needs. 
 
➢ Classroom Observations: 
Classroom observations will be conducted formally and informally by staff, consultants and/or 
specialists in an effort to support teacher professional development and school readiness for children. 
The Creative Curriculum Fidelity Tool Checklist, CLASS and PBIS TPOT/TPITOS are the tools currently 
used by CFDP to gather data from a formal observation.  Data from formal observations will be used to 
create an action plan to support the teacher and classroom as part of ongoing professional 
development.  Data from formal observations are used as part of the program self-assessment and for 
program planning.  See Procedure 2-16.   

   

• CM’s will monitor yearly to ensure all classrooms have both formal and informal observations.  
CMs may request support from specialist or Admin to complete observations, or provide 
training and technical assistance. 

• CMs will monitor yearly the Fidelity Tool is completed for each classroom both Teacher and 
Administrator, as part of program self-assessment, planning, and continuous improvement. 

• CMs will monitor monthly to ensure action plans from The Creative Curriculum Fidelity Tool 
Teacher Checklist, Creative Curriculum Fidelity Tool Administrator Checklist, CLASS and/or PBIS 
TPOT/TPITOS to monitor and document progress and develop new plans if needed.      

• CMs will monitor monthly to ensure the contracted mental health consultant is scheduled for 
classroom observations, and that action steps established with Mental Health Consultant have 
follow up.   
 

➢ Lesson Plans, Individualizing: 
Lesson plans, individualizing, assessment and analysis reports can all be accessed and monitored using 
MyTS. Refer to Form 2-8 School Readiness and Curriculum Guide for information on lesson plan and 
individualizing requirements and Form 2-1c Lesson Plan Monitoring Checklist for CMs. CM may ask 
Education Specialist for support, training and technical assistance as needed for individual or center 
needs. 

 

• CMs are responsible for monitoring and approving the classroom lesson plans weekly and 
provide feedback to teachers.  Form 2-1c should be completed at least twice a year for each 
teaching team, and is used as guidance for weekly monitoring. 

o Lesson plans are submitted on time and posted for parents. 
o Lesson plans are monitored for clarity, readability, detail and content.  
o Plans are monitored to ensure strategies and activities are developmentally appropriate, 

incorporate required curriculum requirements, and cover the development and learning 
outcome domains. 

o Lesson plans monitored to review the system of individualizing for all children and 
ensure ongoing assessment and planning to meet individual child and program school 
readiness goals.   

• CMs monitor lesson plans for inclusion of IFSP goals when appropriate and individualizing for all 
children. 
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• CMs monitor lesson plans for appropriate changes to the environment to support continued 
growth and progress, following a study approach. 

• CMs run reports to provide data on teacher progress for using the system to support lesson 
planning, individualizing, ongoing assessment and communication with parents.   

 
➢ School Readiness and Child Outcomes:  
Data is gathered and compiled throughout the year to document child outcomes and to align to 
program goals and school readiness goals.  The program uses TS Gold as the assessment system, which 
aligns with the Head Start Early Learning Outcomes Framework (HSELOF).  Refer to Form 2-8 School 
Readiness and Curriculum Guide, Procedure 2-9 Log-in and Data Entry for TS Gold and Procedure 2-15 
Teaching Strategies Gold (TSG) Checkpoint Analysis. Center Mangers may request support, training and 
technical assistance from the Education Specialist as needed to meet center or individual needs. 
 

• CMs will monitor MyTS training modules are completed and IRR for all staff required to enter 
documentation is maintained in CP. 

• CMs run reports to analyze child outcomes toward school readiness goals at the center level and 
assure that teachers are doing the same at the classroom and individual child level.  Refer to 
Procedure 2-15 TSG Checkpoint Report Analysis.  
 

➢ Disabilities Monitoring: 
NWRESD and Head Start collaborate on monitoring services for children receiving special education who 
are enrolled in Head Start.  Each Agency has complimentary responsibilities as providers of services 
which are outlined in the Interagency Agreement.  CMs will monitor monthly the following items: 
 

• Ensure follow up on referrals occurs and is documented in CP. 

• All required paperwork for children receiving special services is received and uploaded in CP. 

• Individual child IFSP goals are included in lesson plans as appropriate. 

• Environmental strategies are in place to support IFSP goals. 

• Ensure a system of communication is maintained between Head Start and ECSE staff. 
 

➢  Home Visits:  
Home visits are monitored using CP, Form 2-25 Home Visit Observation Checklist, documentation and 
other tracking systems. CM’s will complete Form 2-25 when observing teachers and family advocates, at 
least once per year for each person. Center Mangers will monitor an adequate sample to complete Form 
2-21 Home Visit Forms Monitoring at least once for each teacher and family advocate per year.  CMs will 
monitor monthly the following items: 
 

• Ensure integration of classroom activities with the child and family’s interests and strengths.   

• Ensure education home visits include connection to TSG objectives.  Parents will be supported in 
the goal setting process using TSG to guide goal development. 

• Ensure family services home visits include a family goal, supports for family needs and strenths.  

• Ensure important center activities, events, and information is shared consistently with families.  

• Home visit completion rates, including documentation of cancelations and plans for completion. 
 

➢ Child and Family Files 
Center Mangers are responsible for monitoring all children files in CP enrolled in their center.  Files are 
monitored for completeness, accuracy, and content to ensure all information is up-to-date, regular child 
and family staffing occur throughout the year, services are documented and plans are identified.  Files 
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are monitored to ensure referrals, treatment plans, and follow-up actions in all areas are identified and 
occur within established timelines.  Files are monitored to ensure that child and family strengths as well 
as needs are identified.  Refer the Child Plus Manual.  CMs will monitor monthly the following items: 
 

• File reviews for an adequate sample in each class to reveal patterns, trends, strengths, and 
opportunities for growth. 

• Ensure paperwork is completed, documented and uploaded in a timely fashion to ensure 
appropriate services for children and families. 
 

➢ Parent, Family and Community Engagement (PFCE): 
Center staff are integral to the development of parent, family, and community engagement. CMs 
monitor monthly to ensure that: 
 

• Family partnerships are developed within 90 days of entry. 

• Family plans and goals are developed with and relevant to the family. 

• Follow-up and support on family plans are goals are ongoing. 

• Family transactions are documented and tracked in CP. 

• Data entered into CP accurately reflects the services provided. 

• Families are connected to their community. 

• Community strengths are identified. 

• Community partnerships are developed. 

• Family events are planned in coordination of the center parent committee. 
 

➢ In-Kind: 
In-Kind is submitted to Admin monthly. CMs monthly verify and monitors all in-kind for parent, CTA, 
community services and donations.  Refer to Procedure 4-3 In-Kind Procedure. 
 

• CMs will monthly monitor In-Kind Forms 4-3c/e and 4-9c for volunteer signatures, readability, 
and accuracy. 

• Center Mangers will monitor any deposits and billings sent to directly to CAT that qualify for in-
kind is accurately recorded and submitted to Admin. 
 

➢ Health & Safety: 
Health and safety is the responsibility of all program staff.  Various forms and internal monitoring (IM) in 
Child Plus are used to track health and safety activities: 

• First Aid Checklist - IM 

• Form 2-24 Emergency Drill Record 

• Form 3-21 Report of Accident to Participant: uploaded and documented in CP 

• Form 3-27 Log of Injuries and Accidents 

• Form 3-43 Health and Safety Log 

• Health and Safety Checklist - IM 

• CAT Safety & Workers Comp Incident Reports and 801 forms 

• CCD Fire Marshall Inspection Forms 

• CCD Sanitation Inspection Forms. 
 
CMs monitor monthly to ensure that: 

• Safety corrective action is completed in a timely fashion, in coordination with Admin and CAT.   
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• Form 3-27 Log of Injuries and Accidents is reviewed and discussed at staff meetings to identify 
and address possible trends and concerns. 

• Form 3-21 is uploaded into CP and Admin and licensing are notified immediately in the event of 
additional medical treatment needed.   
 

➢ Maintenance: Facilities, and Outdoor Environments: 
Center Mangers will monitor facilities and outdoor environments, including parking areas for ongoing 
maintenance needs.  All facilities and outdoor environments must be maintained for the health, safety, 
and well-being of children, families, staff and community members. Refer to the Consumer Product 
Safety Commission Handbook for Public Playground Safety to monitor outdoor environments.  CMs 
monitor yearly to ensure that: 
 

• Annual inspection reports are received from the fire marshal and health and sanitation 
inspector. 

• Fire alarm systems, and fire suppression equipment (when applicable) is inspected annually and 
in good working order. 

• Annual inspections and maintenance of heating and cooling systems, including regular filter 
replacement. 

• Center equipment, including but not limited to, kitchen, laundry and office equipment are 
maintained in good working order. 

 
➢ Staff: 
CMs monitor all staff assigned to their site, and use reflective supervision to support intentional and 
reflective practice of all staff.  CMs will monitor performance and provide feedback.  Refer to CAT 
Personnel Policies, job descriptions, Child Care Licensing Regulations, and Head Start Performance 
Standards.  CMs monitor monthly to ensure that: 
 

• Child Care Licensing Regulations, Performance Standards, State Regulations and CAT Personnel 
Policies are implemented. 

• Performance appraisals are completed for Teachers, Family Advocates, Bilingual and/or Floating 
Aides, and Cooks. 

• All time sheets are completed accurately before submitting to fiscal.  
 

➢ Center Staff Meetings: 
CMs will conduct monthly staff meetings to ensure communication and information is shared between 
center staff, Admin, and CAT.  CMs monitor monthly to ensure that: 
 

• Staff meetings have an agenda, including a process for staff to add to the agenda. 

• All information from other program and community meetings, trainings, conferences, or events 
is shared by the person attending the meeting. 

• Meeting notes are taken and include staff in attendance, follow-up and action items are 
addressed and completed and complete and accurate information, making corrections and 
sharing with staff as needed. 

•  Staff absent from staff meetings will review and initial they have reviewed upon return to work. 
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Monitoring Timelines: 

Daily Weekly Bi-Weekly Monthly Yearly 

• Attendance 
 
 

• Eligibility 

• New 
Applications 

• Selection 

• Immunizations 

• CP monitoring 

• MyTS 
 

• Screenings 

• Medical and 
Dentals 
Homes 

• Medical and 
Dental up to 
date 

 

• Recruitment 

• Waitlist 

• Medical/Dental 
    Follow-up  

• Home Visits 
Completion  

• Home Visit Follow 
up 

• Family Partnerships 

• Family Goal 
Progress 

• Parent Committee  

• Immunizations 

• Center Training 
Plan 

• PIR 
 

• Performance 
Appraisals 

• Annual 
Inspections 

• Fire Alarm 
Systems 

• HVAC 

• Center Equipment 

• Classroom 
Observations 

• Fidelity Tools 

 

With monitoring, there are daily, weekly, bi-weekly, monthly, and yearly checks as noted above.  

Also, ongoing monitoring happens throughout the year. The following items have a heavier focus 

during certain times of the year and require additional monitoring, and/or a deeper dive.  

August/September: 

• ERSEA 

• First Ed Home Visits 

• 30 Days 

o Dental Home 

o Medical Home 

o Insurance 

• Introductions 

• Screenings 

• Immunizations 

October: 

• Home Visits 

• 45 Days 

o Vision Screenings 

o Hearing Screenings 

o Height and Weights 

o ASQ Dev/SE 

 

 

 

 

November: 

• Home Visits 

December: 

• 90 Days  

o Medical and Dental 

Status Determination 

January: 

• Immunizations 

February: 

• Immunizations 

• Home Visits 

March: 

• Home Visits 

April: 

• Recruitment 

 

 

 

 

 

 

May: 

• Home Visits 

• Recruitment 

• Height/Weight 

• PIR 

June: 

• Recruitment 

• PIR 

• Final review for complete 

and accurate 

documentation in Child 

Plus 
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