ELKHART AND ST. JOSEPH COUNTIES HEAD START CONSORTIUM

POLICIES AND PROCEDURES

Family and Community Engagement Program Service Subpart E
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PERFORMANCE STANDARD:    Family Engagement
PURPOSE:
(a) All programs must integrate parent and family engagement strategies into all systems and program services to support family well-being and promote children’s learning and development. All programs are encouraged to develop innovative two-generation approaches that address prevalent needs of families across all programs that may leverage community partnerships or other funding sources

POLICY:
The Consortium staff will engage principles of Two-Generation Approach that will lead to a positive family outcome for parents and children enrolled in the program. The Consortium will also seek to leverage resources that will assist families as they enter the Family Partnership Agreement Process (FPA). By identifying individual family goals early after enrollment, the Consortium will be able to assess family's readiness and willingness to participate in the process. 
The Consortium's grantee staff will collect,  monitor data and review the information to help reflect change and impact in the lives of the families. The monitoring approach will also include follow- up meetings with the family.

Parents training will be offered in topics that will benefit families as they participate in the program.
 
PROCEDURE:

1. Staff will receive training under the principles of the Two-Generation Approach
2.  and Family Outcomes and will gather data and implement best practices through a variety of strategies to develop a quality agreement with each family. 


  2.
Head Start families along with the FACS Staff will develop an individualized Family Partnership Agreement (FPA) which assists families in identifying goals and strengths.  The FPA must be completed as early as possible or within 30 days of the child’s enrollment into the program with families in crisis and 60 days with self sufficient families. FACS will identify family crisis as early as intake application is completed. FACS staff will print the following reports 9705 (homeless, disabilities) and 9713(Family doctor, family dentist, health Insurance) and  Family needs assessment to assist the process of crisis intervention and level of need. 

   3.     FACS will enter FPA's and Needs assessment in the ChildPlus Family   Service information and events case notesTabs  by 
            the 30th day of enrollment.

  4.         All families receive information on 211 which includes a list of 


           community resources by need that is available on-line or via phone. 


 5.        Parents will have opportunities to participate in Site/parent meetings, 

         family summit events and fatherhood initiatives which will provide

                                       educational and practical opportunities for families to develop 


            parenting and family skills


6.        All Family or Parent Engagement activities are research-evidenced 
            
           based an approved by HHS for its high-quality curriculum   
   
      
           support. 

7.    Family Specialists must complete a Family Outcomes assessment    (4210)three times a year (Fall, Winter, and Spring) (EHS-CC Fall, Spring,  Summer) to ensure follow up with FPAs and to identify family  outcome indicators and their growths for each family enrolled in the program.  FACS will print family outcomes profile 4230 report 3X per year (Sept., December and February)  for Head   Start children (EHS and EHS-CC will print 4X per year October, December, Feb. March) and place in child's file.


8.   The Consortium grantee staff will collect, monitor data and review 
  
       the information that will reflect change and impact in the lives of 
  
       families. The monitoring approach will also include follow-up 
  
        
       meetings with the family.

                         10.)   All Head Start parents are welcomed and encouraged to volunteer

        in the program.

                         11.)    Parents must be encouraged by FACS to take advantage of training 

        opportunities to volunteer in the classroom.

                              12.)      Head Start parents may volunteer at any time during    program   

       Hours Early Head Start/Head Start parents may apply for        employment with   the program for positions in which they qualify.   All volunteers must 


       complete a criminal background check and received a TB 

MONITORING:

1.) Monitoring will occur within the first 30 days of enrollment of the child through a file audit conducted by the Head Start Management Team. Results will be recorded on the file audit sheet, and data aggregated. and if an FPA is not noted or completed, the FACS person will need to generate a meeting between the parents and staff to develop a FPA and should the activity not occur, the Parent Engagement Manager will determine the rationale for failing to meet task and develop the appropriate follow up as needed. 

                  2.. 
Additional monitoring will occur at Self-Assessment and a final monitoring at the end of the school year to ensure parents had an opportunity to achieve their goals. The Head Start Managers will coordinate a document to gather information for self-assessment utilizing best practices available through the Office of Head Start that will be used to capture information for Self-Assessment. Other monitoring will be documented using sign-in sheets, agendas, training information, and site meeting documentation. All information regarding trainings and meetings will be reviewed by the Head Start Management team and Executive Director, after which a Continuous Quality Improvement Plan will be developed. 

3.)
     Members of the Policy Council and Board will receive copies of reports 
  
     regarding status of monitoring and self-assessment. They will review any 
 
     corrective action needed and be provided updated information as correction is 
 
     completed. 

4.)     Monitoring will occur 3X in a program year (4X for EHS and EHS-CC), using 
the file monitoring tracking sheet. 

5)    Parent Engagement Manager will monitor partnerships and follow up of goals     
through report 4019 and case note reports (4110)collecting the FACS  Managers Monthly Report.

6.)
     Parent Engagement Manager will evaluate family partnerships utilizing the 

     Family Assessment Tool (FAT) 3X per year for Head Start children and 4X 
  
     per year for EHS and EHS-CC children.
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PERFORMANCE STANDARD: Family Engagement
PURPOSE: 


(b)      (1) All programs must recognize parents as their children’s primary teachers and nurturers and implement intentional strategies to engage parents in their children’s learning and development and support parent-child relationships, including specific strategies for father engagement;


(2) All programs must develop relationships with parents and structure services to encourage trust and respectful, ongoing two-way communication between staff and parents to create welcoming program environments that incorporate the unique cultural, ethnic, and linguistic backgrounds of families in the program and the community;



(3) All programs must collaborate with families in a family partnership process that identifies needs, interests, strengths, goals, services and resources that support the family’s well-being, including family safety, health and economic stability;



(4) Programs must provide parents with opportunities to participate in the program as employees or volunteers;



(5) Conduct family engagement services in family’s preferred language or through an interpreter, to the extent possible, and ensure families have the opportunity to share personal information in an environment in which they feel safe; and,



(6) Implement procedures for teachers, home visitors, and family support staff to share information with each other, as appropriate and consistent with the requirements in part 1303 subpart C; FERPA; or IDEA, to ensure coordinated family engagement strategies with children and families in the classroom, home and community.
POLICY:
The foundational premise will be to recognize the value of the parent as they are the child's first teacher and influential toward meeting milestones in their lives. Consortium staff will build relationships that will support families by implementing parent trainings in the areas of financial capacity, fatherhood engagement, parenting skills, healthy relationships and overall health and well-being of child and family which will support the two-generation approach to building a legacy of opportunity for each family. 

PROCEDURE:


1.)
FACS must assist parents to complete the family partnership 

               agreement form, which identifies goals the parent wants to 
 
   
               achieve.  Head Start staff must collaborate and support parents 
         
               with strategies, timetables, and steps toward achieving their 

         goals with the FPA.


     2.)    Families and staff must collaborate to design their individualized               
 plan in the FPA based on the family needs.


      3.)
    FACS must discuss and document efforts with the family to   
 
 participate in the process of supporting the accomplishments and 
 
 goals established with other agencies.


      4.)
    FACS gathers all pre-existing agreements/goals to coordinate  
 
 services and support. 


      5.)

FACS must encourage families to participate in educational 
opportunities, governance meetings, family summits (which will 
include financial asset building) and 
fatherhood initiatives to 
support their goals established between themselves, Head 
Start, 
and other agencies within the FPA.


     6.)

Head Start must work collaboratively with community agencies to 
identify and continually access, process referrals, and resources 
that are responsive to each family’s interest and goals.  All 
community referrals must be documented by the FACS. 


     7.)

Parent activities must be planned throughout the school year to   
ensure that all parents are given an opportunity to participate in the 
program which respects all families’ cultural and ethnic 
backgrounds.

                                      8.)

The Consortium’s grantee staff will develop and implement a 
monitoring system that will lead to an effective self-assessment 
tool and develop a continuous quality improvement plan.

                                      9.)

The Consortium staff will build relationships that will support 
families by implementing parent trainings in the areas of financial 
capacity, fatherhood engagement, parenting skills, healthy 
relationship and overall health and well-being of child and family 
which will support the two-generational approach to building a 
legacy of opportunity for each family. This will include research-
based, thoughtful trainings such as but not limited to: Healthy 
Relations (ACF curriculum) Systematic Training for Effective Parenting (S.T.E.P.S )and  Triple P skills tips. 


   10.)

Staff will establish communication that will be two-way, goal-
oriented, multi-faceted (via online and multimedia) and available 
in the home language.


   11.)

A translator and translating devices will be available for parents to 
receive information at trainings, home visits, and parent 
conferences. All written items are reflective in the family's home   
language.


   12.)

The Consortium will present an environment that is welcoming by 
reflecting cultural, ethnic and linguistic backgrounds through role 
modeling, supportive partnerships and supporting diversity. This 
will be accomplished by addressing topics through staff training 
and involvement in the community.

  MONITORING:
1. Parent Engagement Manager will monitor partnerships report 4019 (FPA/ Needs assessment ) and the follow up of goals through report 4110 (individualized case notes) collecting the FACS Monthly Supervisor Report. Parent Engagement Manager will review information and score for a result. 

2. The Parent Engagement Manager will provide a report that includes a copy of the results and submit it to the Executive Director on a monthly basis. 
3. Monitoring will occur within the first 30 days of enrollment of the child through a file audit conducted by the Head Start Management Team.  Results will be recorded on the file audit sheet and the data generated.  Parent Engagement Manager will determine the rationale for failing to meet task and develop the appropriate follow-up as needed. 
4. Second monitoring will occur at Self-Assessment which will begin in December. 
5. A third monitoring in February to ensure parents had an opportunity to achieve their goals. Other monitoring will be documented using sign-in sheets, agendas, training information, and site meeting documentation. All information regarding trainings and meetings will be reviewed by the Head Start Management team and Executive Director. 
6. A 4th monitoring will be conducted for programs who run full-year 
7. Other monitoring will be documented using sign-in sheets, agendas, training information, and site meeting documentation. All information regarding trainings and meetings will be reviewed by the Head Start Management team and Executive Director, after which a Continuous Quality Improvement Plan will be developed. 

8. Monitoring will occur 3X in a program year (4X for EHS and EHS-   CC), using the monitoring tracking sheet. (October, December, February, and March for full year programs) Parent Engagement Manager will use the Family Assessment Tool to record monitoring results. 
9. 
Parent Engagement Manager will monitor the Family Outcomes checklist 3X in the program year (4X for EHS and EHS-CC) to identify family outcome indicators and their growths report 4240 (Family outcomes analyses ).
10.
Each time an analysis is completed a copy of the report shall be given to 

      the Executive Director within a week after each monitoring activity.  
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   PERFORMANCE STANDARD:
 Parent activities to promote child learning and development
   PURPOSE:
(a)        All programs must promote shared responsibility with parents for children’s early learning and development and implement family engagement strategies that are designed to foster parental confidence and skills in promoting children’s learning and development.  These strategies must include:




(1) Offering activities that support parent child relationships and child 


             development including language, dual language, literacy, and bi-literacy 

    
             development as appropriate; 




(2)Providing parents with information about the importance of their child’s 


  regular attendance, and partner with them, as necessary, to promote

 
         
  consistent attendance and;




 (3) For dual language learners, information and resources for parents about the 


  benefits of bilingualism and biliteracy.
POLICY:     All Head Start Parents will be supported and encouraged by Head Start staff to participate in their child’s development, educational program, literacy enhancement and their personal and parental development. (For further services regarding pregnant women, please see Subpart H--Services to Enrolled Pregnant Women)

         PROCEDURE:

1.) Head Start staff must partner with families, consultants, and community agencies to develop parent trainings on educational and developmental needs of their children, as aligned in individualized plans and family partnership goals and outcomes. Parents must be encouraged to participate in the governance of their child’s program.

2.) Head Start staff must inform and refer parents to family literacy programs available in the community and or within the program.  Family literacy activities, materials, and services are made available.  Parents must be encouraged by Early Head Start/Head Start staff to 
3.) recognize and address their own literacy goals that is supportive in their home language as well.

4.) All Head Start staff must conduct two home visits at the beginning and the end of the year.  Parents must also participate in a minimum of two conferences with Head Start staff to discuss concerns and educational progress and to be encouraged of how important their child’s attendance is in the program. SAT meetings are scheduled to discuss the attendance and behavior of the child and parents partner to discuss strategies and/or referrals for assistance.

5.) During the summer, Early Head Start parents must receive training and support from their child’s Early Head Start teacher.

6.) FACS must provide parents with the opportunity to receive training and information on the developmental needs of their children.

7.) FACS must coordinate training and support through site meetings and Family Summit workshops to support family goals and interests.

8.) Families are supported by staff who are able to engage with the families in a positive manner and in the preferred language of the family. Efforts are made to continually build the relationship through the support of the management team. 

9.) Should a family become concerned regarding an employee, conflict resolution strategies through the community comment form or alternative means of assisting the family are set by management so that they can continue to thrive in the program. 


MONITORING:

1.) Monitoring will occur within the first 30 days family in crisis and 90 days self sufficient family of enrollment of the child through a file audit conducted by the Head Start Management Team. Results will be recorded on the file audit sheet and data aggregated. If an FPA is not noted or completed, the FACS person will need to generate a meeting between the parents and staff to develop a FPA and should the activity not occur, the Parent Engagement Manager will determine the rationale for failing to meet task and develop the appropriate follow up as needed. 

1. Additional monitoring will occur at Self-Assessment and a final monitoring at the end of the school year to ensure parents had an opportunity to achieve their goals. Self-Assessment Booklet tools reports 4019(FPA/needs assessment and 4110 Case notes will be used to capture information for Self-Assessment. Other monitoring will be documented using sign-in sheets, agendas, training information, and site meeting documentation. All information regarding trainings and meetings will be reviewed by the Head Start Management team and Executive Director. 

2.) Members of the Policy Council and Board will receive copies of reports regarding status of monitoring and self-assessment. They will review any corrective action needed and be provided updated information as correction is completed. 

3.) Monitoring will occur 3X per program year (4X per program year for EHS and EHS-CC) using the file monitoring tracking sheet. 

4.) Parent Engagement Manager will monitor partnerships and follow up of goals through collecting the FACS Managers Monthly Report.

5.) Parent Engagement Manager will evaluate family partnerships utilizing the FAT 3X per year (4X per year for EHS and EHS-CC).
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PERFORMANCE STANDARD: Parent activities to promote child learning and development


PURPOSE
(b)     All programs must, at the minimum, offer opportunities for parents to participate in research-based parenting curriculum that builds on parents’ knowledge and offers parents the opportunity to practice parenting skills to promote children’s learning and development. A program that chooses to make significant adaptations to the parenting curriculum to better meet the populations must work with an expert or experts to develop such adaptations.

POLICY:      All Head Start families will have the opportunity to practice parenting skills through researched-based parenting curricula to promote children’s learning and development.

PROCEDURE:

1) The Consortium will offer parent trainings that offer researched-based information indicated below but not limited to the topics and trainings presented by credentialed trainers with a minimum of an MA degree or higher in parents preferred language.

2) Curricula offered are Love and Logic parenting skills, 24/7 Dads, Healthy Relations (ACF curriculum) ,Systematic Training for Effective parenting (STEP)and Triple P skills tips provided by credentialed FACS staff and management.

3) Parent concerns and input must be tracked through the Family Partnership Agreement (FPA), the family needs assessment and the Family Friendly survey to evaluate need and support for families.

MONITORING:

1. Family needs assessments will be completed at the time that FACS    completed the intake application and review with the family at the time that the FACS meet FACE to FACs with the family  monitored during 45 and 90 day assessments.

       2.   Family Friendly Surveys will be turned in after completion and reviewed 


 by Head Start administration for follow-up.


3.) 
Monitoring will occur at the time of file review which will be 3X's per program year for Head Start children and 4X per year for EHS and EHS-CC and utilizing file audit conducted by the Head Start management team. A signed receipt from the parent stating they have received a copy of the Parent Handbook will be documentation to ensure parents have this information. If a file doesn’t reconcile by having this document in it, the Parent Engagement Manager will work with the FACS to provide support for the parents to ensure that parents have received their copies.  Parent Engagement Manager will monitor the file periodically until the parent receipt is in the file.

                              4.) 
Parent Engagement Manager will monitor partnerships and follow up of goals through report 4110 case notes collecting the FACS supervisor monthly report.

                             5.)  Parent Engagement Manager will evaluate family partnerships utilizing the FAT 3X per year and 4X per year for EHS and EHS-CC and family case notes 4110.

6.)

Parent Engagement Manager will monitor the Family Outcomes checklist   
3X (4X per year for EHS and EHS-CC) in the program year to identify 
family outcomes indicators and their growths report 4240 (Analysis).
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PERFORMANCE STANDARD: Family Partnership Services
PURPOSE:

(a)     All programs will implement a family partnership process that includes a family partnership agreement and the activities described in this section to support family well-being, including family safety, health, and economic stability, to support child learning and development, to provide, if applicable, services and supports for children with disabilities, and to foster parental confidence and skills that promote the early learning and development of their children. The process must be initiated as early in the program year as possible and continue for as long as the family participates in the program, based on parent interest and need. 

(b) 
  All programs must implement intake and family assessment procedures to identify family strengths and needs related to the family engagement outcomes as described in the Head Start Parent Family and Community Engagement Framework (PFCE), including family well-being, parent-child relationships, families as life-long educators, families as learners, family engagement in transitions, family connections to peers and local community, and families as advocates and leaders. 

(c)
  All programs must offer individualized family partnership services that: 


(1)  Collaborate with families to identify interests, needs, and aspirations related to the 
family engagement outcomes described in paragraph (b) of this section; 


(2) Help families achieve identified individualized family engagement outcomes; 
(3)Establish and implement a family partnership agreement process that is jointly 
developed and shared with parents in which staff and families to review individual 
progress, revise goals, evaluate and track whether identified needs and goals are met, and 
adjust strategies on an ongoing basis, as necessary and


(4) Assign staff and resources based on the urgency and intensity of identified family 
needs and goals.

(d) 
 All programs must take into consideration any existing plans for the family made with other community agencies and availability of other community resources to address family needs, strengths , and goals, in order to avoid duplication.
POLICY:    The Head Start program will establish goals and provide information and training to parents and staff on health, dental, nutrition, mental health, and budgeting needs and issues according to the needs of individual families. The Consortium must engage in a process of 
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collaborative partnership building with parents to establish mutual trust and to identify family goals, strengths, and community service support.  This process must be initiated as early 
at enrollment as possible and must take into consideration each family’s readiness and willingness to participate in the process. The Consortium will encourage parent participation in the design of activities and experiences that will assist in achieving established goals and expanding parental strengths and experiences. (For further language and services regarding pregnant women, please see Subpart H--Services to Enrolled Pregnant Women)
                 PROCEDURE:


1.)
FACS must establish goals and provide resources to parents as it relates to medical, dental, nutrition, and mental health if there is an identified need on the family needs assessment or by the family.  FACS must follow up through home visits, parent conferences, SAT meetings, site meetings, Family Summits, trainings, health fairs, community resources, and monthly newsletters.All efforts to work with the family must to be documented daily under the family services case notes report must to be print monthy 

2.)
FACS must provide support, information and referrals for parents who need resources to participate in available community programs that will offer medical/dental care, especially preventive care for their children.


3.)
EHS/HS Staff and consultants will provide information to all Head Start parents on nutrition education (such as preparation of foods, food budgets, lunch menus) and financial information through site meetings, Family Summits, home visits, or referrals.


4.)
FACS staff must establish the individualized family partnership agreement to track the progress of the established family goal and will rate the progress on the family outcomes assessment.FACS must to individualized case notes with documentation relate to all actions taken to support the family needs . 

5.)    All parents must be given the opportunity to be a part of program policy making decisions through the Head Start program.

6.)      All parents must be given the opportunity to be a part of educational activities through classroom activities and site meetings.
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7.)       FACS must document and follow up on parent goals and track family outcomes on the family partnership and family outcome checklist.


8.)     FACS must encourage community agencies to come in to speak at parent site meetings, Family Summits, parent workshops and fatherhood initiatives.
MONITORING:
1.) Record-keeping documentation (sign-in sheets, agenda, and materials) for staff training will be monitored by the Parent Engagement Manager, EHS Manager, HR Manager, and Education/Mental Health Manager to ensure all staff received training in a timely manner regarding how to conduct a home visit and partnering with parents.Case motes needs to be enter daily under social services Tab and print and file case notes report 4110 monthly 
2.) Parent Engagement Manager, EHS Manager, Quality Assurance Manager, and Health Manager will monitor the files to ensure that child’s medical, dental, nutritional, and mental health needs are followed up and kept up to date to meet family and program goals.
3.) Parent Engagement Manager, Education/Mental Health Manager, EHS Manager, and Health Manager will review the files to ensure Home visit, Parent Conference, and FPA Forms are current and signed by the parent or documented case notes should there be a reason for not having the information gathered. 
4.) Monitoring will occur 3X per program year (4X per year for EHS and EHS-CC), using the file monitoring tracking sheet. 

5.) Parent Engagement Manager will monitor partnerships and follow up of goals through collecting the FACS Supervisor Monthly Report.

6.) Parent Engagement Manager will evaluate family partnerships utilizing the FAT 3X per year and 4X per year for EHS and EHS-CC.
7.) Parent Engagement Manager will monitor the Family Outcomes Profile 3X (4X for EHS and EHS-CC) during the program year to identify family outcomes indicators and their growths.
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8.) Health Manager will generate weekly 3015(head start) and 3016 (early head start) reports to provide for the Parent Engagement Manager to follow up with the FACS to keep health needs up to date.

9.) Education/Mental Health Manager will monitor DECA assessments to follow up with mental health support needs and services.

10.) SAT documentation will be monitored as needed to follow up with children’s individual support in the home and classroom.
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PERFORMANCE STANDARD: Community partnerships


PURPOSE:

                     (a)          (1)  All programs must establish ongoing collaborative relationships and partnerships with community organizations such as establishing joint agreements, procedures or contracts and arranging for onsite delivery of services as appropriate, to facilitate access to community services that are responsive to children's and families’ needs and family partnership goals, and community needs and resources as determine by community assessment.


(2) All programs must establish necessary collaborative relationships and partnerships, with community organizations that may include 



(i) health care providers, including child and adult mental health professionals, 
Medicaid managed care networks, dentists, other health professional, nutritional 
service providers of prenatal and postnatal support and substance abuse;



(ii) Individuals and agencies that provide services to children with disabilities and 
their families, elementary schools, state, preschool providers, and providers of 
child care services;



(iii) Family preservation and support services and any other agency to which child 
abuse must be reported under state or tribal law;



(iv)Educational and cultural institutions such as libraries and museums, for both 
children and families;

 

(v) Temporary Assistance for needy families, nutrition assistance agencies, 
workforce development and training programs, adult or family literacy, adult 
education, and post-secondary education institutions, and agencies or financial 
institutions that provide asset-building education, products and services to 
enhance family financial stability and savings;



(vi)Housing assistance agencies and providers of support for children and families 
experiencing homelessness, including the local educational agency liaison 
designated under section 722(g) (J)(ii) of the McKinney-Vento Homeless 
Assistance Act (42 U.S.C. 11431 et seq.); 
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(vii) Domestic violence prevention and support providers; and , (viii) Other 
organizations or businesses that may provide support to families.
         POLICY:     
All families enrolled in the Consortium program will have access to community services and resources. (For further services regarding pregnant women, please see Subpart H--Services to Enrolled Pregnant Women)


PROCEDURE:





1.)
FACS must connect families to community resources available through 


the community resource guide using our local 211. FACS must assist 


parents in accessing community resources that are responsive to the 


family’s goals documented on their individualized plan and family 



outcome checklist. FACS must also link families to community 



resources to assist in emergency and crisis situations.



2.)
Head Start staff must provide families information and opportunities to 
participate in educational programs and/or counseling initiatives which 
are culturally sensitive to their individual needs.



3.)
FACS must link families to resources on intervention, such as mental 
health, domestic violence, substance abuse, neglect, and other 
appropriate interventions as deemed necessary through scheduled SAT 
meetings, site meetings and Family Summit workshops.



4.)
Early Head Start/Head Start must provide all parents the opportunity to 
receive information and attend educational programs, counseling, and 
other programs.



5.)
Early Head Start/Head Start staff must assist/encourage parents to 
participate in continuing education and/or employment training 
opportunities.



6.)
Staff will present information that include Head Start community 
partnerships and present various parent training opportunities to 
families as they enter the agreement process
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7.)
Parents will work with program staff to outline goals in their family 
partnerships.



8.)
Relationships will be established to the level that parents and staff will 
navigate goals that best reflect their interests, strengths, and needs.



9.)
Families will identify their individual goals and staff will help to 
develop and locate resources to reinforce their individualized Family 
Partnership Agreement (FPA). The agreement must be completed 
within 30 days with high risk families and 60days with self sufficiency families of child’s enrollment into the program.

MONITORING:


1.)
Monitoring will occur at the time of file review which will be 3X per program year for Head Start children and 4X per year for EHS and EHS-CC and utilizing file audit conducted by the Head Start Management team. A signed receipt from the parent stating they have received a copy of the Parent Handbook will be documentation to ensure parents have this information. If a file doesn’t reconcile by having this document in it, the Parent Engagement Manager will work with the FACS to provide support for the parents to ensure that parents have received their copies.  Parent Engagement Manager will monitor the file periodically until the parent receipt is in the file.

                              2.) Parent Engagement Manager will monitor partnerships and follow up of goals through collecting the FACS supervisor monthly report.

                              3.) Parent Engagement Manager will evaluate family partnerships utilizing the FAT 3X per year and 4X per year for EHS and EHS-CC.

                              4.) Parent Engagement Manager will monitor the Family Outcomes checklist 3X (4X per year for EHS and EHS-CC) in the program year to identify family outcomes indicators and their growths.
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PERFORMANCE STANDARD:
Community Partnerships: Coordination
PURPOSE:
                        (b)     All programs must take an active role in promoting, coordinated systems of comprehensive early childhood services to low-income children and families in their community through communication, cooperation, and the sharing of information among agencies and their community partners, while protecting the privacy of child records, in accordance with subpart C of part 1303 and applicable federal, state, local, and tribal laws.
POLICY:   The Early Head Start/Head Start programs will collaborate with community

agencies' systems and families to assist those families and children with identified needs.

PROCEDURE:



1.)
Early Head Start/Head Start staff must provide training to inform parents in the area of education and development of their child.  The training will assist parents in communicating with teachers, other agency staff, and allow parents to participate in decisions related to their child’s education that will occur at home visits, parent contact meetings, trainings, site meetings, Family Summits, parent-teacher conferences, and transitional meetings. 

2.)       Staff and parents will receive training regarding the role of CPS and 

  
        the definition of child abuse.  Additionally, the training includes a  
  
           process as to how and why a report is filed. When possible, CPS case 
 

        managers will work with Consortium staff and parents to ensure the 

           well-being of the child.

3.)       Child Welfare systems and Head Start will have formal and informal 

           agreements that will support the needs of the child and family in an 

           effort to support when children are placed into these systems.

4.)       When possible, partnerships will be created with local libraries, 

           parks/recreation centers, and cultural events through local colleges 
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and support from the community foundations to support the 



family’s goal to be life –long learners.

5.)       Health care providers will work with Head Start Management/Staff 

           and parents to identify health care options.

6.)       The Head Start staff must inform and refer families to family literacy 
    
           programs available in the community.  Program will also send 
 

        literacy packets to with child home monthly to encourage school 

           readiness and literacy in the home. Family literacy activities, 
 
  
          materials, and services will be made available.  Parents are 

 
          encouraged by EHS/HS staff to recognize and address their own 

          literacy goals as well.

MONITORING:

1.) Record-keeping documentation (sign-in sheets, agendas, and materials) for staff training will be monitored by the Parent Engagement Manager, EHS Manager, HR Manager, and Education/Mental Health Manager to ensure all staff received training in a timely manner regarding how to conduct a home visit and partnering with parents.Facs must to keep an updated individualized case notes and print and file monthly  

2.) Parent Engagement Manager and Health Manager will monitor the files to ensure the Parent Receipt is signed by the parent to ensure information was provided at the beginning of the year.

3.) Parent Engagement Manager, Education/Mental Health Manager, , and Health Manager will review the files to ensure Parent contact forms, Home visit, Parent Conference and FPA Forms,referrals are current and signed by the parent or case notes documented should there be a reason for not having the information gathered. 



      4.) Monitoring will occur 3X in a program year, using the file monitoring 



tracking sheet (4X for EHS). 


      5.) Parent Engagement Manager will monitor partnerships and follow up of 

                       goals through collecting the FACS Supervisor Monthly Report.
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6.) Parent Engagement Manager will evaluate family partnerships utilizing the   
FAT 3X per year (4X per year for EHS).

7.) Parent Engagement Manager will monitor the Family Outcomes Profile 3X 
(4X for EHS) in the program year to identify family outcomes indicators 
and their growths.

8.) Health Manager will generate weekly 3015 reports to provide for the 
Parent Engagement Manager to follow up with the FACS to keep health 
needs up to date.

9.) Education/Mental Health Manager will monitor DECA assessments to 
follow up with mental health support needs and services.
10.)SAT documentation will be monitored as needed to follow up with 
children’s individual support in the home and classroom
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PERFORMANCE STANDARD: Memorandum of Understanding

PURPOSE:


(b)(1)  All programs will support coordination between Head Start and publicly funded preschool programs.  All programs must enter into a memorandum of understanding with the appropriate local entity responsible for managing publicly funded preschool programs in the service area of the program, as described in section 642(e)(5) of the Act.

POLICY:    To assure that MOU’s are created to ensure the Consortium is working in partnership with community and school entities to support families and children in the areas of mental health, disabilities, health, substance abuse, nutrition, prenatal and postnatal care and school readiness.

            PROCEDURE:


    1.)
    Agreements have been established with local education agencies     
(LEA’s).

    2.)
    See policies and procedures for disability services. 

    3.)
    MOU’s and partnership agreement with the entities listed in the 

    HSPPS will be generated between the Executive Director based on    
     recommendations and the availability of resources in the 
   
  
     community. The Consortium must seek for agreeing entities that 
 
     provide services for nutrition, mental health, health, prenatal and 
 
     postnatal support and substance abuse treatment providers as well 
 
     as community educators.

     4.)
The Consortium seeks to educate parents on the topics through site 

meetings, family summits, and community fairs held by Head  
 

Start. The Consortium will also invite providers to work with 

      small group trainings. 

     5.)
Training plans will be created to inform staff and offer professional 

development that will enhance their skills in the topical areas noted 

above.
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     6.)
Training will be offered to all parents on the topics that will align 


with their FPA goals.

     7.)
FACS staff will provide families with resources on intervention, 


such as mental health, health, domestic violence, substance abuse, 


and other appropriate interventions necessary to be presented at 


site level meetings and Family Summits.

     8.)
EHS/HS staff will provide all parents the opportunity to receive 


information and attend educational programs, counseling, and 


other programs that will assist them in returning to school, 


      furthering their opportunities with professional and academic 


development. 

MONITORING:


1.)
Superintendents from each corporation views the documents and signs them to ensure Head Start and LEA’s have an established agreement. 


2.)
Executive Director keeps all signed MOU’s in a binder for a 3rd party consultant to review them during Self-Assessment. 


3.)
Review of documents are conducted three times annually. 

· Executive Director

· Superintendent

· 3rd Party Consultant during Self-Assessment
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PERFORMANCE STANDARD:
Quality Rating and Improvement Systems

PURPOSE:

(b)(2)   A program, with the exception of American Indian and Alaska Native programs, must participate in its state or local Quality Rating and Improvement System(QRIS)if:  (i) Its state or local QRIS accepts Head Start monitoring data to document quality indicators included in the state’s tiered system: (ii) Participation would not impact a program’s ability to comply with the Head Start Program Performance Standards; and, (iii) The program has not provided the Office of Head Start with a compelling reason not to comply with this requirement.
POLICY:  The Consortium will participate in Paths to Quality (PTQ) process to ensure license requirements are completed for required classrooms and sites.


              PROCEDURE:

1.) The Consortium will participate in the QRIS state system known as Paths to Quality (PTQ).  The system requires parameters childcare employees must follow in order to be licensed.

2.) The Executive Director will work with State Licensing Consultant to guide the Consortium through childcare licensing process.

3.) The Consortium will access the FSSA Website to follow the procedure to obtain childcare license for required classrooms and sites.

MONITORING:
1. Executive Director will follow up with State Licensing Consultant PTQ scores to ensure coaching is done for teaching staff.

2. Executive Director and HR Manager will ensure training and/or continued training for staff to ensure PTQ requirements are met.
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PERFORMANCE STANDARD:
Data Systems
PURPOSE:
(b)(3)  All programs, with the exception of American Indian and Alaska Native programs unless they would like to and to the extent practicable, should integrate and share relevant data with state education data systems, to the extent practicable, if the program can receive similar support and benefits as other participating early childhood programs.
POLICY:
The Consortium will ensure that all programs will have data systems to support the program and to ensure quality service for enrolled families. The Consortium will make sure that all staff who will be entering and maintaining files into data systems are trained to enter such data. 
              PROCEDURE:


1.)
The Consortium Board/Executive Director will work with their legal entity and prepare policies that will ensure compliance and privacy for children’s data and family files.

2.)
The Consortium will utilize the following data systems to export information accordingly:
i. Child Plus for medical, applications, family outcomes analysis and general child and staff information; 
ii. COR Advantage for child outcomes; 
iii. Power school for school corporations who need access to certain documents; 
iv. AS400 for fiscal operations.


3.)
Indiana is currently developing a system for data collection and once the system is complete, the Consortium will be able to participate at the State Level.
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MONITORING:
1.) The Executive Director and HR Manager will monitor staff trainings in data systems.
2.) HR Manager and technical staff will make sure staff is trained properly (and retrained as needed) on data systems

3.) Parent Engagement Manager, Education/Mental Health Manager, Quality Assurance Manager, and Health Manager will review the files to ensure reports are properly generated
4.) The Executive Director will monitor system reports in monthly reports and file audit reports.
27

