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6.1
Eligibility
To be eligible for Head Start services, a child must be at least three years of age by September 1 of the current program year. At least 90% of children who are enrolled must be from low-income families.  

Procedure
In order to serve the maximum number of children during the year before they enter public school, children who will be four (4) years old by September 1 of the enrollment year will have first priority.  A child, who will be three (3) years old by September 1 of the enrollment year, and whose need for two years of Head Start services outweighs an older child's need for one year of service, will be eligible. If an enrollment vacancy occurs mid-year in a community where there are no other age and income eligible children on the waiting list, a child who becomes three years old after September 1, and who is otherwise eligible for Head Start services, may be enrolled.

At least ninety percent (90%) of enrolled children will be from low-income families.  In communities where there are no children on the waiting list who qualify based on categorical eligibility or federal poverty level, children with a family income of 130% of federal poverty level may be enrolled.  Enrollment at the 130% of federal poverty level is limited to 35% of total program enrollment.  Ten percent (10%) of enrolled children may be from families who exceed the low-income guidelines, but who meet the criteria for selection and would benefit from Head Start services.


Family income must be verified before determining eligibility.  Children from families with the lowest incomes will have priority.  For the purpose of eligibility, children will be considered categorically eligible and thus income-eligible if the family is receiving assistance through Temporary Assistance to Needy Families (TANF) or Social Security Income (SSI) or if the child is in foster care or the family is homeless as defined in the McKinney-Vento Homeless Assistance Improvements Act of 2001. Children at 130% of federal poverty level will also be considered to be income-eligible.

Acceptable documentation of income will be Individual Income Tax Forms 1040, W-2 Forms, pay stubs, pay envelopes, written statements from employers or documentation showing current status as recipients of public assistance.  

For the purposes of eligibility:

FAMILY will be defined as all persons living in the same household who are: (1) supported by the income of the parent(s) or guardian(s) of the child enrolling or participating in the program, and (2) related to the parent(s) or guardian(s) by blood, marriage, or adoption.

INCOME will be defined as gross cash income, including but not limited to, military income (including pay and allowances), certain veteran's benefits, social security benefits, unemployment benefits, and child-support, alimony and public assistance benefits.

INCOME VERIFICATION will be defined as a signed statement from a Head Start employee stating that they have examined documents pertaining to the twelve (12) months immediately preceding application or to the preceding calendar year, and that the child is income eligible for the program.
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6.2
Recruitment
In order to reach those children and families most in need of Head Start services, Eastern Oregon Head Start will implement a recruitment process that actively informs all families with eligible children within the recruitment area of the availability of Head Start services.   Head Start staff will solicit applications for as many Head Start eligible children as possible. 


Procedure
The SERVICE AREA for Eastern Oregon Head Start will be Baker and Union Counties.  This area will be served to the extent that financial resources will allow.

RECRUITMENT AREAS to serve children in Baker City, Elgin, La Grande and Union Centers will be: Baker City, Keating and Haines; Elgin, Imbler, and Summerville; La Grande and Island City; and Union.  

RECRUITMENT PROCESS

1. The Community Needs Assessment will be updated annually to reflect changes in communities within the service area and to ensure that enrollment opportunities will be available where the need is the greatest.

2. Families will be informed of the availability of Head Start services.  

A. The Head Start program brochure will be periodically updated and made available to interested parents, referral agencies and organizations.

B. Public Recruitment announcements will be made through:  newspaper articles and advertisements; local radio station announcements and interviews; public service announcements on local television channels; and recruitment posters.

C. Head Start staff will visit local agencies and organizations to describe the Head Start program and leave recruitment materials. Staff will target Education Service Districts; Social Service Agencies; Mental Health and Parenting Organizations; County Health Departments; Local Doctors and Dentists; Local School Districts, Preschools and Day Care Facilities; Fraternal and Service Organizations.

D. Referrals will be requested from public and private service providers and families of children currently enrolled in the Head Start program.

E. Letters requesting applications from income-eligible families in the recruitment area will be sent out each spring.

F. Staff recruiters will interview prospective families to collect the initial family data to be considered in the selection process.

RECRUITMENT OF CHILDREN WITH DISABILITIES

A letter explaining Head Start Disability Guidelines and Diagnostic Criteria and brochures targeting children with disabilities will be sent to the agencies and organizations listed above. The same recruitment process will apply.  


RECRUITMENT OF CHILDREN WITH LIMITED ENGLISH PROFICIENCY

Recruitment materials will be made available in Spanish and every effort will be made to reach populations of non-English-speakers.  Translation and interpretation will be provided whenever possible.
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6.3 Selection
Children will be selected for Head Start services based on criteria specified in Federal Head Start Program Performance Standards and Oregon Head Start Pre-kindergarten Performance Standards.  Eastern Oregon Head Start will not discriminate on the basis of race, ethnicity or handicap when considering a child for enrollment.  

Procedure
SELECTION PROCESS: The selection team will consist of two staff members, one of which must be a Manager. Initial selection will be made in April and May.  Any remaining slots will be filled in July, August and September.  The waiting list in each center will be kept current, and applicants will be ranked according to priority points assigned according to Selection Criteria.  As a vacancy occurs, children will be selected from the waiting list according to priority points and enrolled within 30 days of the opening.

INCOME: Children with a family income equal to or below the official federal poverty level, or who qualify as homeless, as a foster child or based on receipt of TANF or SSI, will have priority. Children with a family income under 130% of federal poverty level will be considered if no other age and income eligible children are on the waiting list in a specific community.  In the event that over-income children are considered for enrollment, families with the lowest income will have the highest priority. 

FAMILY RISK FACTORS: Other risk factors will be considered when making selection decisions.  Family risk factors include: involvement with Child Protective Services, a child with a disability, chronic health problems or adult disability, depression or mental health issues, domestic violence, English language learner, foster child, incarcerated parent or family legal issues, parent who does not have a GED or High School diploma, single parent, social isolation, substance abuse, or a teen parent. Risk factors will be determined through in person interview with parents or through a phone interview. 

Children selected for enrollment as income-eligible three-year-olds will remain in the program until they are eligible for public kindergarten, therefore, the program must carefully weigh the need for more than one year of Head Start services. Children who may be enrolled as two-year-olds will have a second year of eligibility, but will have to be determined income eligible again for the third year. Enrolling a younger child for more than one year means that another older child will not have the opportunity for a Head Start experience.
CHILDREN WITH DISABILITIES: Ten percent (10%) of program enrollment opportunities will be filled by children with disabilities as defined in 1305.2(a).  After the ten percent, additional children with disabilities may compete for available slots with other children.  
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6.4
Selection Criteria

Children will be given points according to income eligibility and family risk factors.  Foster children, homeless children, and families eligible for Temporary Assistance to Needy Families or Employment-Related Day Care (TANF funded benefits) or Social Security Income (SSI) will be considered income eligible regardless of actual income.  Income-eligible children will be considered a priority for enrollment.

2008 HHS Poverty Guidelines (48 Contiguous States and D.C.)
	Size of Family Unit
	100% FPL
	130% FPL

	1
	$10,890
	$14,157

	2
	$14,710
	$19,123

	3
	$18,530
	$24,089

	4
	$22,350
	$29055

	5
	$26,170
	$34,021

	6
	$29,990
	$38,987

	7
	$33,810
	$43,953

	8
	$37,630
	$48,919

	For each additional person, add
	$ 3,820
	$4,966


NOTE: Children may be enrolled at 130% of federal poverty level only if no other age 

and income-eligible children are on the waiting list in a particular community.
SOURCE: Information Memorandum ACYF-IM-HS-08-05
Family Risk Factors
(Child Protective Services

  (Foster Child

    

(Single Parent

(Child with Disability


  (Homeless



(Social Isolation

(Chronic Health Problems/Disability
  (Incarcerated Parent/Legal Issues   
(Substance Abuse

(Depression/Mental Health Issues 
  (Meets Income Eligibility Guidelines 
(Teen Parent

(Domestic Violence


  (Parent without HS Diploma/GED
(Unemployed

(English Language Learner

  (Other: _______________________________________
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6.5
Enrollment

Eastern Oregon Head Start will maintain an enrollment level of not less than the enrollment level funded by the grant award with no more than thirty (30) calendar days elapsing before a program vacancy is filled.  The program may choose not to fill a vacancy when sixty (60) calendar days or less remain of the enrollment year.  These cases will be considered on an individual basis.


Procedure

Children will not be allowed to attend Head Start classes until the enrollment visit has been completed with the parent or guardian and all required paperwork has been completed.  Extenuating circumstances requiring additional time to complete paperwork will be documented and a plan for completion of all required paperwork will be developed.  All forms must be filled out completely and accurately in black ink.  Parent and staff signatures and complete dates (month, day, year) are required.

Enrollment packets will be compiled before the beginning of the program year.  Packets will be reviewed with program staff at Preservice to ensure staff awareness of any changes.

Teaching staff will make appointments to meet with the parents of selected children either in the center or in the family home.  Childcare will be provided in the center, and it is recommended that two staff members participate in enrollment visits held in the home.  This will enable the parent to concentrate on the enrollment interview while Head Start staff is caring for any children present.

All intakes will be done through interview with the parent until the staff member is confident that the parent’s literacy level is adequate to complete the required paperwork, and the parent is comfortable with the process.  

The Head Start Enrollment Checklist in the Head Start Home Visit Workbook will provide the guidelines for completion of required enrollment paperwork.  Parents must check and initial that each document listed has been explained to them, and that they have received copies of documents specified in the checklist.

The Enrollment Visit is an opportunity for program staff to explain the benefits of the Head Start program and the mutual responsibilities of the parent and program staff.  Program staff will answer any questions parents may have about the program and will question parents to ensure that all required information has been provided and that the parents understand the reasons for collecting this information, how the program will use any information that is provided by the parent, where that information will be kept, and how the program will handle the confidentiality and security of information storage. 
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6.6
Re-enrollment
Children, once enrolled in the Head Start program, may be allowed to remain in the program until that child is eligible for Kindergarten.  A child participating in the Head Start program remains income eligible throughout the initial enrollment year and for the year immediately following the initial enrollment year.

Procedure
Children, once enrolled in Head Start, may remain in the program until they are eligible for public school, unless there are compelling reasons for the child not to be enrolled for another year (family income has increased and there is another child with greater need). 
Children who are withdrawn from the program and who at a later date wish to return must wait for an enrollment vacancy to be re-admitted.

Children who wish to transfer from another center within the Eastern Oregon Head Start program will be given the first available slot. 

Children who wish to transfer from another Head Start program will be considered high priority for enrollment in Eastern Oregon Head Start. 
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6.7       Attendance

Children are best able to benefit from their Head Start experience if they attend school on a regular basis.  Head Start staff regularly discusses the importance of regular attendance with the parents of enrolled children and encourage their cooperation in bringing their children to school promptly and on a regular basis.  If children are absent without parent contact for two consecutive weeks, that enrollment slot may be opened up for another eligible applicant.  Eastern Oregon Head Start makes every effort to maintain a monthly average daily attendance rate of 85%.  

Procedure
Classroom attendance will be taken daily with absences noted as excused or unexcused. If the reason for the absence is known, this will be noted on the attendance sheet as attendance is taken.   

When a child’s absence is unexcused, the teacher/home visitor will contact the family to determine the reason for the absence.  The program must contact the family if the child is absent (3) consecutive days without parental notice. The parent will be reminded of the importance of regular attendance and the need to notify the classroom promptly if their child is to be absent or tardy.

If absenteeism continues, staff will work with the parent to develop appropriate intervention strategies to encourage regular attendance.  In circumstances where chronic absenteeism persists, the child's slot will be considered an enrollment vacancy.  

Should classroom attendance fall below 85%, the program will analyze causes of absenteeism to determine if there are intervention strategies that should be taken with families of children with excessive absences.  

Excusable absences include: illness or serious injury; hospitalization; communicable disease; death in the child's family; medical treatment or therapy; temporary family situations; and hazardous driving conditions.  Questions of joint custody and parental visitation will be considered on an individual basis.

CHILDREN WITH DISABILITIES OR SPECIAL NEEDS

If a child is unable to attend school on a regular basis but the Head Start placement is still considered to be beneficial, the program may choose to over-enroll, thereby allowing the child to attend as able.  Head Start will encourage cooperative placements where a child may be served by Head Start for part of the week and by another agency for the remainder of the week. 
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6.8
Suggested Timetable for Recruitment and Enrollment

	February
	· Review ERSEA Policy, Procedure, Forms

· Have Policy Council and Grantee Board approve ERSEA Policies

	March 
	· Update child applications for those children who will still be eligible for Head Start for the next program year

· Place on new Waiting List

· Recruitment Advertisements [newspaper, center fliers, radio spot]

· Outreach [agency and service organization contacts]

· Ensure new posters and application/brochures are placed in the community and maintained.  Send list of placements to Family Service Specialist and Area Managers

	April
	· Selection Committee meets to review applications

· Select families with highest need for services

· Notify all families on list of current status

· Send out mailings from state lists

· Continue recruitment efforts [Advertisement and Outreach] 

	May
	· Selection Committee meets to review applications

· Select families with highest need for services

· Notify all families on list of current status

· Continue recruitment efforts [Advertisement and Outreach] 

	June, July
	· Log incoming applications.

· Notify all families with new applications of current status

· Send out follow-up letters from state lists

	August
	· Log incoming applications

· Recruiters back to work

· Recruiters make appointments with families and ensure completion of applications and required paperwork

· Selection Committee meets to review applications

· Select families with highest need for services

· Notify all new families on list of current status

· Continue recruitment efforts [Advertisement and Outreach] 

· Set up appointments for Enrollment Visits

	September
	· Log incoming applications

· Recruiters continue to make appointments with families and ensure completion of applications and required paperwork

· Selection Committee meets to review applications

· Select families with highest need for services

· Notify all new families on list of current status

· Continue recruitment efforts [Advertisement and Outreach] 

· Set up appointments for Enrollment Visits

	October-February
	· Log incoming applications and monitor enrollment levels

· Recruiters continue to make appointments with families and ensure completion of applications and required paperwork

· Selection Committee meets to review applications

· Select families with highest need for services

· Notify all new families on list of current status

· Continue recruitment efforts [Advertisement and Outreach] 

· Set up appointments for Enrollment Visits
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