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1.1
Shared Governance

Eastern Oregon Head Start will maintain a formal structure of shared governance through which parents can participate with program staff, community members and the Eastern Oregon Head Start Grantee Board in policy making or in other program decisions.  Eastern Oregon University, as the Grantee Agency, will have ultimate legal responsibility and authority for managing Head Start grants and for ensuring the provision of Head Start services within the Eastern Oregon Head Start service area.  Responsibility and authority for program direction and policy development will be shared between a volunteer Grantee Board and the Policy Council.  

Procedure

Parents of enrolled children will be offered the opportunity to participate in the Head Start governance and decision-making process through participation in Policy Council at the grantee level, and through participation in Parent Center Committees at the center level.  

Program staff will support shared decision-making by providing policy groups with regular and accurate information regarding program planning, policy development and program operations.  Open channels of communication will be maintained through regular reports from the program, exchange of minutes between groups and opportunities for joint meetings and shared discussions on specific topics as requested.  

The Grantee Board and the Policy Council will share decision-making responsibility for the Eastern Oregon Head Start program as outlined in Appendix A [45CFR 1304.50] of the Head Start Performance Standards.  The process of shared governance and decision-making will be implemented through joint 1) identification and clarification of specific issues; 2) collection of facts and consideration of program and individual values surrounding the issue; 3) development of alternative solutions; 4) identification of consequences of each alternative; 5) selecting an alternative (making a decision); and 6) evaluating the outcome of that decision.

The Grantee Board and the Policy Council will be committed to making a good faith effort to resolve any differences in an amicable manner in order to avoid impasse.  Should the Grantee Board and the Policy Council fail to reach agreement on a course of action, and arbitration becomes necessary, both parties will resort to procedures outlined in the Eastern Oregon Head Start Internal Dispute Resolution Policy 1.5.

Original Policy Council Acceptance Date:  5/14/01

Original Grantee Board Acceptance Date:  11/20/01

1.2
Grantee Agency

The Oregon State Board of Higher Education is the statutory governing board of the seven-campus Oregon State System of Higher Education, including Eastern Oregon University.  This Board is composed of 11 members appointed by the Governor and confirmed by the Oregon State Senate.  Should Eastern Oregon Head Start wish to purchase real property, the proposal would be presented to the Oregon State Board of Higher Education for approval.  All other oversight responsibilities will be the purview of Eastern Oregon University as the Grantee Agency.
Eastern Oregon University will assume the legal and fiscal responsibility for ensuring compliance with federal laws and regulations, including Head Start Performance Standards and state and local laws and regulations.  As part of its legal and fiscal responsibility for the Head Start program, the University will maintain an internal control system to safeguard federal funds and to comply with laws and regulations that impact financial statements [45CFR1301.13].  

Procedure: Current Responsibilities of the Grantee Agency

Funding Applications:  The Head Start Director will submit funding applications to the Grantee Board for approval and signature by the Board Chair or designee (Dean, College of Education).  The application will then be sent to the Eastern Oregon University Business Office for review and circulation for final approval and required signatures. The Vice President for Administration and Finance will sign all assurances submitted with the grant application.

Human Resources:  The Eastern Oregon University Human Resources Office will review and approve search packets prior to advertising and interviewing for open positions. The Head Start Director will send a signed Recommend to Hire to the Budget Officer for approval prior to the creating a Notice of Appointment to be sent to Budget and to Human Resources.  Eastern Oregon Head Start staff are University employees.

Financial Management:  Funding for the Head Start program will be handled as an Index in the Eastern Oregon University Financial Information System.  The University Budget Office will maintain internal controls to ensure fiscal accountability of Head Start funds.  The Grantee Board and Policy Council will review budget reports on a regular basis to ensure accountability and appropriate use of Head Start funds.
Personal Service Contracts:  The Head Start Director will submit personal service contracts for goods and services to the Eastern Oregon University Business Office for signature and inclusion of the contractor in the Financial Information System as a vendor.  

Indirect Rate: The Provost will approve the Indirect Rate.

Grants Management:  The Eastern Oregon University Business Office will verify the Indirect Rate and prepare financial reports PMS-272 and SF-269.  See the Eastern Oregon Head Start Financial Management Work Plan and Financial Reporting Policy 17.3.


Original Policy Council Acceptance Date:  4/26/00


Original Grantee Board Acceptance Date:  3/07/00
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1.3
Grantee Board 
Eastern Oregon University, as the Grantee Agency, has delegated certain responsibilities to a Grantee Board under the Dean of the College of Education.  The Grantee Board will consist of volunteer members drawn from the University and local community, with at least one member of Policy Council who will be elected annually to the Grantee Board and will serve as liaison between the two groups.  The Grantee Board will assume general responsibility for fiscal, legal and logistical operations, and will approve or disapprove program activities as detailed in Appendix A [45CFR 1304.50] of the Head Start Performance Standards.  

Procedure: Major Duties of the Grantee Board 

The general responsibility of the Grantee Board will be to establish the direction of the program in accordance with the needs of the targeted population as identified in the Community Assessment, to regularly monitor fiscal operations, and to regularly examine program services to ensure that the mission and objectives of the program are realized.  Operating responsibility will be delegated to the Head Start Director. 

The Grantee Board will implement a system for the annual performance review of the Head Start Director by June 30 of each program year.  This may be done by the Board as a whole, or delegated to a representative member of the Board.
Oversight and approval responsibilities of the Grantee Board include:

· Procedures for program planning, including program philosophy and long and short-term program goals and objectives;

· Selection of service areas and criteria for defining recruitment, selection, and enrollment priorities; 

· Funding applications and amendments to funding applications;

· Annual self-assessment of the Head Start program; 

· Procedures for shared decision-making with policy groups, including composition of policy groups, procedures by which members are selected, and policies that define management functions and the roles and responsibilities of the governing body;

· Internal dispute resolution procedures, including impasse procedures and the resolution of complaints about the program;

· Assure that internal controls are in place to safeguard federal funds;

· Program Personnel Policies including Standards of Conduct; and

· Decisions to hire or terminate the Head Start Director and/or any person who works primarily for the Head Start program.

Original Policy Council Acceptance Date:  4/26/00
           
Original Grantee Board Acceptance Date:  3/07/00
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1.4
Policy Council

The Policy Council will be established at the grantee level and will assume general responsibility for interpreting the needs of the community.   At least 51% of Policy Council members must be parents of currently enrolled children.  Membership on Policy Council will be limited to a total of three one-year terms.   In order to avoid conflict of interest, no staff member of Eastern Oregon Head Start, or members of their immediate family, may serve on Policy Council in a voting capacity.  Parents who occasionally serve as substitutes may continue to serve on Policy Council.  [45CFR 1304.50(b)(6)]

Procedure

Parent members of the Policy Council will be elected annually from their respective centers and classrooms, and will continue to serve on the Council until the next Council has been elected and seated the following year.  Parent representation on the Policy Council will be determined in accordance with Policy Council By-Laws; Article V; Membership.
Volunteer members from the local business, civic and professional community, or individuals who are familiar with resources and services for low-income children and families, including parents of formerly enrolled Head Start children, will be selected annually to serve on the Policy Council.  Policy Council members, Grantee Board members, or Program Staff may recommend individuals to serve as Community Representatives.  Community representation on the Policy Council will be determined in accordance with Policy Council By-Laws; Article V; Membership.


Policy Council will work in partnership with key management staff and the Grantee Board to develop, review and approve or disapprove policies and procedures.  Policy Council will serve in a leadership capacity with direct links to the Parent Center Committees (Parent Clubs), the Grantee Board and the communities they serve.  Policy Council, in collaboration with the Grantee Board, will have direct responsibility for establishing and maintaining procedures for working with the Grantee Board to resolve community complaints about the program.

To facilitate the sharing of information, at least one member of the Policy Council will sit on the Grantee Board and members of the Grantee Board will be notified of upcoming Policy Council Meetings and invited to attend.  Minutes will be shared between the two groups.

Policy Council Bylaws will cover purpose, responsibilities, meeting format, membership and duties of officers.  Bylaws will be reviewed annually and updated as necessary to ensure accuracy.  Specific responsibilities of the Policy Council are detailed in Appendix A [45CFR 1304.50] of the Head Start Performance Standards.  


Original Policy Council Acceptance Date:  4/26/00


Original Grantee Board Acceptance Date:  3/07/00
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 1.5
Internal Dispute Resolution

Impasse is defined as a deadlock that occurs when a Grantee Agency and its Policy Council cannot reach agreement on a proposed action.  The Grantee Board, representing the Grantee Agency, and the Policy Council will make a good faith effort to resolve any differences on an amicable basis so as to avoid impasse and having to enter into mediation procedures provided below.  In the event that mediation becomes necessary, the Grantee Board and the Policy Council are committed to cooperate fully and completely in all respects with the Mediation Committee’s efforts to resolve the impasse.  The Regional Head Start Office will be notified as soon as possible that there is a conflict between the Grantee Agency and the Policy Council, especially when the conflict if not resolved, could lead to termination, or denial of funding, of the Head Start grant.

Procedure 

STEP ONE:  The Grantee Board and the Policy Council will first return to the procedure for shared decision-making and attempt to resolve the conflict through joint 1) identification and clarification of issues; 2) collection of facts and consideration of program priorities and policies; 3) development of alternative solutions; 4) identification of consequences; 5) making a decision; and 6) evaluating the outcome of that decision.  If agreement cannot be reached in this way, Policy Council and the Grantee Board will proceed to:

STEP TWO: Policy Council and the Grantee Board will each select one representative from their membership, and those two individuals will select a third person who is not associated with Head Start or the Grantee Agency to serve as a Mediation Committee, the purpose of which is to attempt to resolve the issues between the grantee and the Policy Council to the mutual satisfaction of both parties.  Members of the Mediation Committee will have the delegated authority to represent their respective membership and to bind the Council and Board to the decision reached by the Committee.  If agreement cannot be reached in this way, within fifteen (15) days, the grantee will proceed to:

STEP THREE: The grantee agency will submit the dispute to the offices of a professional arbitrator and advise the Regional Office of the date, time and location of the first meeting.  The Grantee Board and the Policy Council will be expected to attend any meetings requested by the arbitrator.  If the conflict relates to refunding, arbitration must be completed fifteen (15) days prior to the refunding date.  Refusal of either party to engage in arbitration will result in the Regional Office bringing about arbitration.  Arbitration is binding and final.

All costs of mediation and arbitration will be paid out of Eastern Oregon Head Start program grant funds.

Original Policy Council Acceptance Date:  5/14/01
         
Original Grantee Board Acceptance Date: 11/20/01

1.6
Community Grievance

Eastern Oregon Head Start will make every effort to resolve differences of opinion that may occur between the program and enrolled families or citizens of the community.  Unresolved concerns will be brought to the Policy Council and Grantee Board for resolution of the problem.  

Procedure

A grievance is a written statement that the laws, rules, policies or procedures under which the Head Start program operates may have been violated.  A grievance may include: 1) disagreement over a decision to accept a family into the program; 2) disagreement over the goals and methods of the program; 3) unresolved conflict with Head Start staff; 4) concern that Head Start has failed to keep an agreement; 5) concern that Head Start had not complied with Head Start Performance Standards; or 6) concern that the Head Start program did not follow approved policy.

Head Start parent concerns should be discussed with the staff person most directly involved with the concern.  If no resolution is reached, the concern will be taken to the Head Start Director.  Community concerns regarding the program will be brought directly to the Director.  The Director will hear any concerns and follow up with an investigation of the situation if necessary.  The Director will then provide a written response within ten (10) days of the meeting.

If not satisfied with the Director’s response, a written grievance will be submitted to the Chairperson of the Head Start Policy Council within 30 days of the Director’s written response.  Written grievance must include: 1) date; 2) name, address, and telephone phone number of the grievant; 3) a description of the problem; 4) date of the incident or concern; 5) description of what has already been done to resolve the concern or complaint; 6) how the grievant would like to see the problem resolved; and 9) signature.  Assistance can be provided in preparing this written grievance if requested.

Upon the receipt of an appropriate written grievance, the Chairperson of the Head Start Policy Council will contact the Grantee Board Chair and schedule a hearing of the grievance.  The person filing the grievance and any other involved parties will be notified of the date, time, and location of the hearing.

Policy Council, in collaboration with the Grantee Board, will submit a written response to the person filing the grievance within thirty (30) days of meeting.  The decision of the Head Start Policy Council and Grantee Board is final.

Original Policy Council Acceptance Date:  5/14/01
                       
Original Grantee Board Acceptance Date: 11/20/01

1.7
Parent Center Committee

A Parent Center Committee will established in each center to provide all parents of children enrolled in the Head Start program with a broad range of opportunities to participate in the shared decision-making process.  Only parents of children currently enrolled in a Head Start classroom will have voting privileges in that Center Committee.

Procedure

Each Head Start Center will operate its own Parent Center Committee (Parent Club), elect officers for the year, and conduct its own business.  Individual Center Committees may develop bylaws to direct their group process based on guidelines provided by the program.  Each Parent Center Committee will be able to access moneys budgeted out of program funds for parent activities.  A staff member will be available as an advisor to the group, will attend all meetings, but will not vote.  

Parent Center Committees will contribute to the development of the program’s curriculum and approach to child development and education, and will advise staff in developing and implementing local program policies, activities and services.  The staff advisor will relay recommendations for classroom curriculum and activities to the teaching team. 

Recommendations for program-wide policy and procedure will be relayed to the Policy Council through the center representative to Policy Council.  Minutes from Policy Council and Grantee Board Meetings will be available in all centers and will be shared between the Grantee Board and Policy Council. The Policy Council Representative to the Grantee Board will relay center recommendations and input to the Grantee Board.

Parents, through involvement in the Parent Center Committee, will have the opportunity to participate in the identification and location of local resources, in the recruitment of children and families into the program, and in the recruitment and screening of program staff.  The Parent Center Committee format will also provide parents with the opportunity to meet with other parents and community members who share a common interest, and to develop program activities such as educational experiences and social events specifically designed to meet the needs of local children and families.

Original Policy Council Acceptance Date:  5/14/00
      
Original Grantee Board Acceptance Date:  2/01/00

1.8
Reimbursement 

In order to enable low-income parents to participate fully in their group responsibilities, reimbursement will be provided, if necessary, for reasonable expenses incurred by members of policy and parent groups in the performance of their official Head Start duties.

Procedure 

Childcare reimbursement will be provided for the following activities: Policy Council Meetings; Policy Council or Program Committee Meetings; State Head Start /OPP Meetings; and other activities as approved by Policy Council.  Rates for childcare reimbursement will be reevaluated annually by the Policy Council and adjusted as necessary.

Childcare reimbursement for Oregon Head Start Association meetings will be approved for ten (10) hours per day.  If this limitation is a hardship for any Policy Council member, they may request reimbursement for additional hours by written request to the Policy Council Chairperson.  This request will be voted on at the next Policy Council meeting.  

Transportation to Policy Council meetings will be reimbursed at the rate set by the State of Oregon for Eastern Oregon University.  Reimbursement may be provided for the following activities:  Policy Council Meetings; Policy Council or Program Planning Committee Meetings; Self-Assessment Activities; and Oregon Head Start Association Meetings.  Only one car per center will be reimbursed for each meeting, or one car for each 4 people.  Any exception to this limitation must have prior Policy Council approval.  

It is the responsibility of the driver to carry documentation of valid liability insurance as required by Oregon law (ORS 806-010 and 806-011), and to ensure that seat belts are available and used by all passengers.  

The Eastern Oregon Head Start program will cover the costs of parents who attend the Oregon Head Start Association Meetings.  Registration fees and lodging will be paid by purchase order prior to the meetings.  Parents will be advanced money to cover the costs of food at the rate set by the State of Oregon for Eastern Oregon University.


Original Policy Council Acceptance Date: 2/01/00
          
Original Grantee Board Acceptance Date: 2/01/00
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