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POLICY

Pocatello/Chubbuck District #25 Head Start has established a system of planning and evaluation that promote integrity, efficiency, and internal control. The management team, policy council, and District #25 school board liaison will actively participate in this evaluation and planning process.

Program options that have been selected by this grantee will be carefully reviewed on an annual basis.  All options chosen will be based on the findings of the community and self-assessment. 

PROCEDURE

I. MANAGEMENT MEETINGS
Management meetings will begin in August and continue on a regular basis through June.  Meetings will include program and goal evaluation; child outcome data analysis; family outcome data analysis; discussions of Head Start regulations and initiatives; policy development; budget analysis; and program planning.
II.
     COMMUNITY ASSESSMENT

a. The strengths, needs and resources of the community will be evaluated, reviewed, and documented every three years and updated on an annual basis (to be completed no later than January 31). This documentation will be kept on file for a minimum of three years.

b. Data for the community assessment will be gathered November through January under the supervision of the management team.  Pertinent information will be gathered from local resources which will include, but not be limited to, Census Data, Department of Human Resources, District Health Department, State of Idaho Employment Division, Idaho labor trends, Services to Children and Families, Public Schools, community focus groups, community surveys, agency statistics, parent surveys and demographic information and needs for Head Start children and families.  The data will be compiled by the management team and analyzed by the management team, the Policy Council, and the ERSEA Committee.  A copy of this report shall accompany the grant application every three years (the first year of the three year cycle).  An update of the assessment will accompany the grant application the other two years of the three year cycle to indicate significant changes to the Community Assessment.  If necessary, revisions to program planning will occur in February.

c. Analysis of the community assessment will give recommendations for program development within the agency service area, program options, and areas of need.  Program goals and objectives are developed in February and March.
d. The community assessment committee will include representatives from staff,  Policy Council and community members.  
II. POLICY COUNCIL ORIENTATION

a. Information about Policy Council and other parent involvement opportunities is shared at a parent orientation in September.  One representative and one alternate will be elected from each class at the October Parent Committee Meeting.

b. Policy Council orientation will occur prior to the November Policy Council meeting and will continue at the November meeting at which time officers will be elected.  Training will occur at each monthly Policy Council meeting to build on prior meetings.
c. During the Policy Council orientation, each member will be given a Policy Council notebook and the following topics will be covered:

· Organizational Chart

· Roles and responsibilities of the Grantee and the Policy Council

· Policies and procedures

· Performance Standards

· Written Plan

· Community assessment

· Self Assessment Process

· Grant Application

· Program’s existing goals

· Parent Funds

· Idaho Head Start Association

· Group Process

· Parliamentary Procedure

· Grievance Policy

· Child Abuse/Neglect Policy

· Advocacy

· By-laws

· Confidentiality

Additional training will include:

· Program budget

· Short & long term program strategic plan

· Sub committees of Policy Council

· Codes of conduct (staff, volunteer, Policy Council)

· Personnel policies

· Parent activity funds

· Recruiting volunteer services

· Head Start philosophy

· Program planning

· On-going monitoring

· Program flow charts

IV.
The program annual report will be prepared by the management team in November and be distributed by the end of December. 

V. SELF-ASSESSMENT OF: PROGRAM OPERATIONS/WRITTEN PLANS

The annual self-assessment will begin in January and be completed in February.

a. All persons participating in the annual self-assessment will receive training in the process and become knowledgeable of performance standards and the guidance specifically relating to the component being assessed.

i. Training for Policy Council will occur at the December or January Policy Council meeting, depending on the dates of regularly scheduled meetings.

ii. Training for teams will occur in January by area specialists.

b. Self-assessment teams will be formed for the following areas. Area managers will act as team leaders.  The Office of Head Start Monitoring Protocol and the Head Start Self Assessment tool will be utilized.

i. Health Services

ii. Nutritional Services

iii. Safe Environments

iv. Disabilities Services

v. Mental Health Services

vi. Family and Community Services

vii. Transportation Services

viii. Education and Early Childhood Development Services

ix. Fiscal Management

x. Program Design and Management

xi. Eligibility, Recruitment, Selection, Enrollment, and Attendance

c. Teams will verify compliance by:

1. review of the written plans, policies and procedures, reports and documentation relating to each OHS Monitoring Protocol compliance question.

2. observation of the activities;

3. review of sample records relating to the activities;

4. interviewing various staff, parents, community members, and governance members utilizing OHS Monitoring Protocol and Head Start Self Assessment interview formats.

5. Parent survey

d. Each team will prepare and give a summary to the Director. This report will include areas of non-compliance, including how they will be corrected.  The summaries will be shared with the Policy Council and Board Liaison, after which the report will be included in the annual grant application.

e. Every three years a Federal program audit/review will occur. 
VI. GRANT APPLICATION

a. The three-year grant application process includes the development of goals and objectives.  These goals and objectives are planned on a three-year schedule.  Goals and objectives are developed and planned by the community, staff members, Policy Council members, and advisory group members using self assessment  and community assessment data. 

The timetable for development and revision of goals is as follows:

1) Combined meeting(s) of Policy Council representatives and staff in January or February.  These meetings are in conjunction with the self assessment process and the regular Policy Council monthly meeting.
2) The major contact persons will be the program area managers.

3) The program managers will be responsible for the process of developing objectives and making sure that deadlines are being met.

4) Teams meet and:

i. Evaluate success of current goals and objectives and decide on goals and objectives for the next program year.

ii. Team reports are presented to the Policy Council and Board Liaison for consideration in the grant application process.

5) A staff meeting will be scheduled for an update from individual committees as needed.

6) Schedule 2-day retreat in February or March for management team to meet and coordinate goals and objectives and discuss the budget and training plan for the next program year.

b. The Policy Council and Board Liaison will meet in February and March to develop the Head Start budget and the program budget narrative for the next program year. The updated community assessment and self assessment will be used as the rationale for program design.

c. The Grant Application will be presented at the March Policy Council meeting or other specially called meeting in March for final approval.  After approval the application will be submitted to the Board for approval. The signed original application will be sent to the Region X Grants Management office and one copy will be retained by the agency.  Other copies will be made for program managers, the grantee, the Policy Council, and the Board Liaison.
VII. REVISION

a. In April, work will begin on Program Revision.  Items for revisions are gathered from data and input from the community assessment, self-assessment, staff meetings, Policy Council, new rules, regulations, and initiatives.

b. Revision includes: Written plans, program forms, job descriptions, evaluation and monitoring tools, annual calendar dates, policies, organizational structure, program design, and staff assignments.  Information from the community and self assessments will be used, and the management team will discuss to ensure integration throughout the program and compliance to standards and regulations.  Items needing Policy Council and Board Liaison approval will be agenda items at the June Policy Council meeting.
c. Program managers are responsible for revision to written plans, program forms, policies and procedures and professional development plans.  Staff performance evaluations are conducted in April and May and will be used in setting goals and developing staff professional development plans.
VIII. MONITORING/COMMUNICATIONS

a. Program inkind reports will be completed by all managers each month and submitted to the Director.  From these reports the Director will complete a monthly report that will be given to Policy Council, Board Liaison and the Director of Business Operations.

b. Program managers will submit area monitoring information monthly to the Support Services Manager.  This information will be included on the Monthly Program Information Report (MPIR), and given to the Director, Policy Council, and Board Liaison.
c. The program managers will prepare program update reports that will be submitted to the Policy Council and Board Liaison monthly. The following information will be included:

EDUCATION

1.  Parent/Staff Conferences information

2.  Number of classroom observations of teachers

3.  Education home visit information

4.  Training

5.  Outcome measures

6.  Screening and assessment information

FAMILY AND COMMUNITY PARTNERSHIPS

1.  Recruitment and Enrollment information

2.  Waiting Lists

3.  Attendance

4.  Services being provided to families

5.  Parent activities

6.  Parent Volunteers

7. Parent Education

8.  Community contacts

9.  Training

CHILD HEALTH AND DEVELOPMENT SERVICES

1.  Physicals, dentals, immunizations completed

2.  Follow up services

3.  Nutrition counseling provided

4.  Nutrition team information

5,  CACFP meals served

FACILITIES, TRANSPORTATION & STAFF DEVELOPMENT

1.  Facilities inspections

2.  Training

3. Transportation information

4. IHSA reports

5. Building and classroom safety inspection reports

DISABILITIES SERVICES/CHILD MENTAL HEALTH

1.  Number of children eligible for and receiving services and tracked by     eligibility category.
c.   Child/Family Tracking System

Child and Family data will be collected and entered into the computer database, HSFIS. Record keeping must be kept accurate and timely regarding children and families, and to ensure confidentiality all files will be stored in locked file cabinets. A monthly program information report will be provided to staff, policy council and the board liaison.

d. State, Regional and National correspondence will be shared at staff meetings and Policy Council meetings. Other information available to Policy Council and Board Liaison at meetings will include:

a. Monthly budget report

b. Policies, guidelines and other communication

c. Program planning timetable

d. Program plans and policies and procedures

e. Opportunities will be given at staff meetings for the sharing of information from funding sources.  Staff email, as needed, will be sent to all staff concerning:

a. Internal staff position openings.

b. Committee meetings and advisory groups

c. Staff calendar/training dates.

d. Updates on policies and procedures, federal and state regulations, and other information.

Board Liaison and Policy Council members will be invited at attend staff and committee meetings. 

f. The Director will facilitate the following staff information meetings for increased communication flow:

a. Focus Groups – as needed

b. Regular staff meetings

c. Regular management meetings

g. Staff Development Committee meetings are held monthly (see Staff Development & Training Policy).

h. Communication with families is carried out on a regular basis through home visits, conferences, newsletters, notes, letters, parent committee meetings, face-to-face contact, phone calls, text messages, and email. Every attempt will be made to communicate in the parent’s primary or preferred language. Interpreters will be made available, and every attempt will be made to hire bilingual staff.

i. Communication with Policy Council and the Board Liaison will be provided during regularly scheduled meetings: program planning timetables, communications from the Office of Head Start and Region X, and program and financial reports. Other major information for approval such as grant applications and policy revisions will be shared at appropriate times.
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