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2.1
Program Planning

Eastern Oregon Head Start will implement a systematic, ongoing process of program planning that involves program staff, parents, Policy Council, Grantee Board and the community.  Information will be gathered from a variety of sources, analyzed and used to inform the direction of program services.  Program planning efforts will focus on providing quality services in the most cost-effective manner.  
Procedure

A full Community Assessment will be completed every three years to coincide with the full federal grant application. The Community Assessment process will be used to identify resources available to low-income families, identify gaps in availability or accessibility of services, locate likely numbers of low-income children within the service area, define the catchment area and develop the annual Eligibility and Recruitment Plan. Annual updates will reflect any changes in resources, services and/or demographics.

Program Self-Assessment will be conducted annually.  All staff and participating parents, board, council and community members will attend training on the self-assessment instrument and plan. Assessment teams will collect data that will then be summarized by team leaders and reviewed by management staff. The Self-Assessment Summary will reflect program strengths and areas for improvement. 

Program Management will review the Self-Assessment Summary and develop a plan of action. Corrective action will be taken immediately and will be reflected in the next year’s program operations and training plan.  Policy Council will review and approve the Self-Assessment Plan, the Self-Assessment Summary, the Program Improvement Plan, and will monitor completion of required corrective action. The Grantee Board will also review the results of the Self-Assessment and will monitor completion of any corrective action.
Strategic planning will be an ongoing process involving program staff, parents, Advisory Boards, Grantee Board and Policy Council.  Information from a number of sources, including child outcome data, will be used to develop and prioritize program goals and objectives that further impact program model, training and budget.  

Considerations for determining program model and staffing pattern will include state and federal mandates, funding levels, family needs, and personnel issues.  The annual training plan will address state and federal mandates and initiatives, program needs, center needs, and individual staff needs.

The planning process culminates in the compilation and submission of the annual state and federal grant applications after approval by the Policy Council and Grantee Board. Implementation of the grant, as driven by program planning efforts, consists of development of and implementation of written program plans, policies and procedures, and purchase of materials, equipment and facilities.

2.2
Communication

Eastern Oregon Head Start will ensure that timely and accurate information is provided to parents, staff, Policy Council, Grantee Board and relevant community partners, and that effective, comprehensive two-way communication is carried on between program staff and parents on a regular basis.  Whenever possible, communication with families will be carried out in the parent’s primary language, and every attempt will be made to provide communication assistance to individuals with sensory impairments.


Procedure

Two-way communication with families will be ongoing throughout the program year.  This may include:

· Regularly scheduled home visits, parent-teacher conferences and trainings

· Participation in additional scheduled meetings (e.g. IFSP, Behavior Plan) 

· One-on-one conversations in the center or in the parent’s home

· Telephone calls

Program staff members will also communicate with families in writing, including but not limited to:

· Notes home, including handouts and informational flyers

· Program Newsletters 

· Letters


Communication with Policy Council and Grantee Board will include:

· Information shared orally during regularly scheduled meetings

· Shared meeting minutes between Policy Council and Grantee Board

· Policy Council representation on the Grantee Board

· Written Health and Human Services or Head Start Bureau communications

· Program progress reports, policies, planning schedules, financial reports

· Head Start grant applications

Regularly scheduled meetings between and among direct service and management staff will be utilized to facilitate communication among program staff.  Further sharing of oral and written information will be done through:

· Meeting Minutes, Monthly Reports, tracking forms and other documents sent by mail, e-mail and/or fax

· Provision of Staff Handbooks, Program Performance Standards, Program Work Plans, Policies and Procedures, Forms Books, and written guidance

· Telephone calls and/or voice mail messages 

· Program webpage (http://www.eou.edu/hdstart/)

· Personal communication, conferences, and performance evaluations

All communication is potentially sensitive and will be conducted in accordance to program policies on confidentiality, including Policy 4.0 - Standards of Conduct and Policy 7.0 - Student Education and Health Records. 

2.3  
Program Meeting and Documentation Guidelines
	MEETING
	OBJECTIVE
	ATTENDANCE
	SCHEDULE
	DOCUMENTATION

	Classroom Debriefing
	Share Information
	Classroom Team 
	Daily to Weekly
	Anecdotal Records

	Center Staff Meeting
	Center Business
	All Center Staff
	Bi-Weekly
	Minutes

	Center Staffing
	Supervision & Support
	Staff and Manager
	As Scheduled
	Staffing Report

	Management Team Meeting
	Planning, Reporting, Monitoring &

Problem-solving
	Management Team
	Monthly
	Meeting Minutes



	Comprehensive Staffing
	Supervision & Monitoring
	Managers, Classroom Teams 
	Annually
Once a year with Follow -Up
	Staffing Report

	Joint Staff Training Meetings/Content Staff Training 
	Training & Support
	All Staff or Specified Staff
	As Scheduled
	Agenda, Meeting Minutes, Training Records

	Staff Development Meeting
	Planning, Information &

Support
	All Staff excluding the Director
	As Scheduled
	Agenda, Meeting Minutes

	Small Group Training
	Training & Support
	Staff as Specified or as Interested
	As Scheduled
	Agenda, Meeting Minutes

	Individual Training 
	Staff Development
	Staff Members as Approved
	As Scheduled
	Agenda, Training Requests

	Staff Development Committee Meetings
	Staff Input: Planning
	Staff Volunteers
	As Scheduled
	Meeting Minutes

	Program Committee Meetings
	Planning, Staff & Community Input
	Staff Volunteers, Parents, Partners
	As Scheduled
	Meeting Minutes

	Health Advisory Committee Meeting
	Community Input: Health Services
	Staff, Parents, Community Partners
	Fall and Spring
	Agenda, Meeting Minutes

	Parent Center Committee Meeting
	Parent Input: Program Operations
	All Parents of Currently Enrolled Children
	Monthly or as Scheduled
	Agenda, Meeting Minutes, Attendance Log

	Policy Council Meeting
	Shared Governance
	Elected Parents & Community Reps, Director, Family Services
	Every Other Month or as Scheduled
	Agenda, Meeting Minutes


	Grantee Board Meeting
	Shared Governance, 

Supervision & Monitoring
	Grantee Board Members, Elected Parents, Director
	Quarterly or as Scheduled
	Agenda, Meeting Minutes

	Community Meetings
	Community Outreach & Information Sharing
	Staff Members as Appropriate or Assigned
	As Scheduled
	Agenda, Meeting Minutes
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2.4
Record-Keeping

Eastern Oregon Head Start will maintain a record-keeping system that will document the status of all program activities and direct staff action in accordance with Performance Standards, Program Work Plans and Policies. Eastern Oregon University will maintain permanent personnel records and fiscal records in the EOU Human Resource Office and the EOU Business Office.

Personally identifiable information about enrolled children and families will be limited to data that is essential to the assessment, planning, service provision, and evaluation of progress made by children and families toward achievement of identified goals or developmental milestones.  Information will be documented and accessed in a manner that will provide appropriate program staff with accurate and timely information to facilitate and ensure the provision of quality services and to demonstrate program accountability to state and federal regulatory agencies.

Statistical data will be collected to meet the requirements of regulatory agencies, but this data will be collected in a way that does not permit personal identification of parents or students.  All information will be kept in confidence.  Eastern Oregon Head Start will not disclose any personally identifiable information without the parent's prior signed and dated written consent, except as specified in Policy 7.0 Student Education and Health Records.

Responsibility and accountability for the maintenance of specific records is assigned to program staff based on Job Description and content-area expertise.  

See 2.8 Location of Program Records 
2.5
Reporting

Eastern Oregon Head Start will maintain a data collection and reporting system to ensure that regular, periodic reports are generated in order to ensure fiscal accountability, control program quality, maintain program accountability, and inform governing bodies and program staff of program status and progress. This reporting system will be sufficient to generate official reports for federal, state, and local authorities, as required by applicable law.  

See Policy 17.0 for fiscal reporting procedures.

Procedure

Clear guidelines for reporting responsibility and schedule for submission of reports and documentation will be provided to program staff at the beginning of the year, in the annual Program Planning Calendar, Home Visit Workbook, and will be noted on reporting forms.  Monthly Report forms will specify documentation and information to be sent to managers.  

· Center staff will complete Monthly Reports and submit them to the appropriate manager by the 5th of each month. 

· Managers will analyze data from reports and submitted documents, and provide feedback to direct service staff as to the status and/or quality of required activities to ensure timely completion of services for children and families.  Managers will forward summarized data in the form of tracking to the Director for review.

· The Director will review data from managers and will provide feedback to managers, utilize data to guide planning efforts, and inform the Grantee Board, Policy Council, and funding sources of program progress. 

Regular reporting to funding sources will include financial reports and the annual federal Program Information Report and the Oregon Head Start Pre-kindergarten Addendum.  Information collected in the PIR will be used to inform the public about these programs and to make periodic reports to Congress and the Oregon Legislature about the status of children in Head Start programs as required by Head Start and Oregon statutes.

See Policy 17.0  - Fiscal Policy and Procedures.

2.6
Supervision and Monitoring

Eastern Oregon Head Start will implement a system of supervision and monitoring throughout all levels of program operation.  

Procedure

Managers and Supervisors will provide ongoing monitoring and supervision of direct service staff within their assigned area of responsibility.  Monitoring will be carried out through the use of regularly scheduled on-site center observations, video-taping of teachers in the classroom setting, review of center monthly reports, tracking forms, reports generated by web-based or software programs, fiscal reports, meeting minutes, review of child and family files, and center records.  Managers and Supervisors will participate in comprehensive staffing with every classroom team once a year with follow -up, and will evaluate the job performance of each direct service staff member annually or as needed.

The Director will provide ongoing supervision of Management and Supervisory staff.  Monitoring will be carried out through the use of monthly reports, regularly scheduled meetings in person or by phone and with the Management Team, fiscal reports, meeting minutes, and periodic review of tracking forms, and reports generated by web-based or software programs.  The Director will occasionally visit centers and participate in staffing, and center meetings and other program activities in addition to regular monitoring activities.

2.7  Record Retention Guidelines 

	Record
	Retention
	Beginning 
	Notes/Comments

	Advisory Board Records 
	Permanent
	End of Program Year
	Head Start Office

	Audit Records
	20 Years
	End of Program Year
	EOU Administrative Office

	Budget Activity Records 
	10 Years
	End of Program Year
	EOU; Destroy

	Budget Records (Annual)
	Permanent
	End of Program Year
	Head Start Office/EOU/Region X Office

	Budget Reports
	5 Years
	End of Period Covered
	Head Start Office; Destroy

	Building (Floor Plans, Specs)
	Permanent
	Completion
	Head Start Office/EOU  

	Building Records (Contracts)
	10 Years
	Completion
	Head Start Office/EOU; Destroy

	Building Records (Other)
	6 Years
	Completion
	Head Start Office; Destroy

	Building Space/Valuation
	10 Years
	After Disposal
	Head Start Office/EOU; Destroy

	Child Abuse and Neglect 
	Permanent
	End of Program Year
	Head Start Office; Kept in Fire Safe

	Contracts, including PSAs
	6 Years
	End of Contract
	Head Start Office/EOU; Destroy

	Equipment Inventory Record
	4 Years
	After Disposal
	Head Start Office/EOU; Destroy

	Equipment Maintenance 
	1Year
	After Disposal
	Head Start Office; Destroy

	Federal Property Records
	6 Years
	After Expiration
	Head Start Office/EOU/Region X; Destroy

	Financial Records (Closing)
	6 years
	End of Program Year
	EOU; Destroy

	Financial Records (inc. NFS)
	6 years
	End of Program Year
	Head Start Office; Destroy

	Grant & Contract Accounting Records (inc. Direct Payment & Indirect Cost)
	5 Years
	Submission of final Financial Status Report (SF-269)
	Head Start Office/EOU; Destroy

	Grant Proposals (Funded)
	Permanent
	End of Program Year
	Head Start Office/Region X Head Start Office

	Grant Proposals (Unfunded)
	18 Months
	After Decision
	Head Start Office/EOU; Destroy

	Grievance Records 
	3 years
	Resolution
	Head Start Office; Destroy 

	Health Records from Provider
	3 years (in Child File)
	End of Program Year
	Head Start Office; Destroy (Do not Forward; Refer to Individual/Agency Originating Records)

	IFSP/Disability Records Developed by Head Start 
	Permanent
	End of Program Year
	Only when child is not eligible for services through ESD.

	IFSP/Disability Records Developed through ESD
	3 years (in Child File)
	End of Program Year
	Head Start Office; Destroy (Do not Forward; Refer to Individual/Agency Originating Records)

	Insurance Claims, SAIF Claims
	6 Years
	Claim Paid or Denied
	EOU Administrative Office; Destroy

	Leases
	4 Years
	Expiration
	Head Start Office/EOU; Destroy

	Mental Health Observations
	3 years
	End of Program Year
	Head Start Office; Destroy

	Payroll Records inc. OPE/PAR
	6 Years
	After Separation
	EOU; Payroll Office

	Personnel Records (EOU)
	75 Years
	After Separation
	EOU Office of Human Resources; Destroy

	Personnel Records (Supervisor) 
	5 Years
	After Separation
	Head Start Office; Destroy

	Real Property Records
	6 Years
	After Sold
	EOU Administrative Office/OUS

	Search Records
	3 Years
	Completion of Search
	EOU Office of Human Resources; Destroy

	Student Education Records; Complete Child File
	3 years
	End of Program Year
	Head Start Office; Destroy all but Permanent Student Record

	Student Records (Permanent)
	Permanent
	End of Program Year
	Head Start Office; Kept in Fire Safe

	Subpoenas
	Permanent
	End of Program Year
	Add to Permanent Student Record

	Supervision/Monitoring 
	1 year
	End of Program Year
	Head Start Office; Destroy

	Tracking/Reporting
	1 year
	End of Program Year
	Head Start Office; Destroy

	USDA/CACFP Records
	4 Years
	End of Program Year
	Head Start Office; Destroy


2.8 
Location of Program Records

	Record
	Location
	Staff Responsible

	PROGRAM HISTORY
	
	

	Grant applications  (Grant Notebook)
	Ackerman 014A
	Director

	Notice of grant award  (Grant Notebook)
	Ackerman 014A
	Director

	PROGRAM PLANS
	
	

	Community Assessment
	Ackerman 014A
	Director

	Long-range goals; short-term objectives
	Ackerman 014A
	Director, Managers

	Written Plan for program services
	Ackerman 016A
	Managers

	Child Outcome Plan
	Baker Center
	Ed. Supervisor

	Grantee Profile
	Ackerman 014A
	Director

	PROGRAM ADMINISTRATION
	
	

	Health Advisory Committee Minutes
	Ackerman 016B
	Health Manager

	Grievance procedure for parent or community complaints  (Policy Notebook)
	Ackerman 016A
	Director

	Most recent Self-Assessment (including description of procedures, results, and actions in response to results
	Ackerman 014A
	Director

	Ongoing monitoring instruments, reports and corrective action documents - last 12 months
	Ackerman 016B/C
Baker Center
	Managers

Health Manager

	Recruitment/enrollment information (including policies/procedures, attendance records, and enrollment/waiting list information)
	Ackerman 014A

Ackerman 016A
	Director

	Grantee/delegate contracts
	N/A
	N/A

	POLICY COUNCIL INFORMATION
	
	

	Bylaws
	Ackerman 014A
	Director

	Membership list
	Ackerman 014A
	Director

	Minutes for last 12 months
	Ackerman 014A
	Director

	Information on policies/procedures related to governance (Policy Notebook)
	Ackerman 016A
	Director

	GOVERNING BODY INFORMATION
	
	

	Membership list (including roles and responsibilities of members)
	Ackerman 014A
	Director

	Minutes for last 12 months
	Ackerman 014A
	Director

	Impasse procedure  (Policy Notebook)
	Ackerman 016A
	Director

	PERSONNEL-RELATED DOCUMENTS
	
	

	Organizational chart or list of staff and function of each staff person, inc. vacancies
	Ackerman 016A
	Director

	Job descriptions
	Ackerman 016A
	Director

	Personnel polices (including policies and procedures pertaining to confidentiality)
	Ackerman 016A
	Director

	Salary schedule
	Ackerman 014
	Fiscal Manager

	Staff personnel files including health records
	Ackerman 014
	Fiscal Manager

	Staff performance evaluations
	Ackerman 014
	Fiscal Manager

	Record
	Location
	Staff Responsible

	TRAINING-RELATED DOCUMENTS
	
	

	Staff development and training approach  (Policy Notebook)
	Ackerman 014A
	Director

	Training and technical assistance plan
	Ackerman 014A
	Director

	Records of all training provided
	Ackerman 014A
	Director

	GENERAL PROGRAM ACTIVITY 
	
	

	Menus
	Ackerman 016B

Posted in Centers
	Health Manager

Cooks

	Daily classroom schedule
	Centers
	Teachers

	Class rosters
	Centers
	Teachers

	General information supplied to parents
	Centers
	Teachers

	Information on use of volunteers
	Centers
	Teachers

	Schedules of parent meetings and topics
	Centers
	Teachers

	CHILD RECORDS
	
	

	Ongoing assessment of progress
	Child/Family Files
	Teachers

	Screening and health care records
	Child/Family Files
	Teachers

	Emergency contact information
	Child/Family Files
	Teachers

	Individualized Family Service Plan (IFSP)
	Child/Family Files
	Teachers

	Food and/or health allergies
	Child/Family Files
	Teachers

	FAMILY RECORDS
	
	

	Conversation or anecdotal notes
	Child/Family Files
	Teachers

	Description of family goals and progress
	Child/Family Files
	Teachers

	Documentation of home visits and parent/teacher conferences
	Child/Family Files
	Teachers

	Documentation of parent involvement
	Child/Family Files
	Teachers

	Enrollment/income eligibility forms
	Ackerman 014A
	Director

	HEALTH AND SAFETY-RELATED POLICIES AND PROCEDURES
	
	

	Medication administration (Policy)
	Ackerman 016A
	Health Manager

	Short-term exclusion  (Policy)
	Ackerman 016A
	Health Manager

	Emergency procedures  (Policy)
	Ackerman 016A
	Health Manager

	Child abuse/neglect reporting  (Policy)
	Ackerman 016A
	Health Manager

	Equipment maintenance logs
	Ackerman 014
	Fiscal Manager

	Results from environmental tests and/or safety inspections
	Ackerman 016B
	Health Manager

	Hazardous material (e.g., blood, human waste) disposal policies
	Ackerman 016B
	Health Manager

	LICENSES
	
	

	Child care
	N/A
	N/A

	Sanitation 
	Ackerman 016B
	Health Manager

	Fire/safety
	Ackerman 016B
	Health Manager

	Food handlers
	Ackerman 016B
	Health Manager

	Other (as required under applicable State or local regulations)
	N/A
	N/A

	Record
	Location
	Staff Responsible

	FISCAL RECORDS
	
	

	Administrative costs documentation
	Ackerman 014
	Fiscal Manager

	Audit report for past 3 years
	Ackerman 014
	Fiscal Manager

	Bank reconciliation
	Ackerman 014
	Fiscal Manager

	Chart of accounts
	Ackerman 014
	Fiscal Manager

	Current contracts and agreements
	Ackerman 014
	Fiscal Manager

	Current indirect cost agreement
	Ackerman 014
	Fiscal Manager

	Department of Agriculture (USDA) accounting records and source documents (e.g., meal counts, etc)
	Ackerman 014
	Fiscal Manager

	Detailed general ledger of accounts payable (AP) disbursements journal
	Ackerman 014
	Fiscal Manager

	Financial Assistance Awards (FAA)
	Ackerman 014A
	Director

	Financial reports to governing bodies
	Ackerman 014A
	Director

	Grantee charter document
	N/A
	N/A

	Grantee’s most recent IRS 990
	N/A
	N/A

	Insurance policies 
	Ackerman 014
	Fiscal Manager

	Lease agreements
	Ackerman 014
	Fiscal Manager

	Monthly trial balances
	Ackerman 014
	Fiscal Manager

	Most recent SF-269 and PMS-272
	Ackerman 014
	Fiscal Manager

	Non-Federal share documentation
	Ackerman 014
	Fiscal Manager

	Organizational Chart
	Ackerman 016A
	Director

	Payroll journal
	Ackerman 014
	Fiscal Manager

	Policy and Procedure Manual (Fiscal)
	Ackerman 014
	Fiscal Manager

	Procurement policies
	Ackerman 014
	Fiscal Manager

	Program budget planning documents 
	Ackerman 014
	Fiscal Manager

	Property inventory and files for recent major purchases
	Ackerman 014
	Fiscal Manager

	Vendor contracts
	Ackerman 014
	Fiscal Manager

	Written accounting procedures
	Ackerman 014
	Fiscal Manager

	TRANSPORTATION RECORDS
	
	

	Bus routes
	N/A
	N/A

	Bus logs
	N/A
	N/A

	Driver licenses
	N/A
	N/A

	Accident records
	N/A
	N/A

	Maintenance logs
	N/A
	N/A

	OTHER
	
	

	Maintenance logs for facility (if owned by grantee)
	Ackerman 014A
	Fiscal Manager
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