Service Area: Program Design, Management & Quality Improvement

ANNUAL REPORT
POLICY:

Each summer, the Charlotte County Early Childhood Programs produce an annual report
that includes quantitative and qualitative data as well as anecdotal information related to
the school year. This completion of this report complies with United States’ Office of
Head Start and is available to the public, including stakeholders, program participants
and decision-makers.

PROCEDURE:

1. The Coordinator of the ECP is responsible for producing the annual report.

2. The annual report will be completed no later than July 31.

3. The annual report is available on the agency web site. Paper copies are sent
directly to School Board members, senior members of the district leadership team,
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BUILDING ACCESS POLICY - BAKER

POLICY: The program takes every necessary measure to provide the safest environment
for students, their families and EC staff members.

PROCEDURE:

e FEach
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BUILDING ACCESS POLICY — HOPE

POLICY: The program takes every necessary measure to provide the safest environment
for students, their families and EC staff members.

PROCEDURE

e Each person entering Baker Center must present his/her ID to our security
camera and state a purpose for visiting, prior to entering the building.

e Once the visitor has gained entrance to the lobby area, the front desk
employee needs to check the student’s emergency card to make sure the
visitor at the desk is permitted to pick-up the child.

e Visitors are asked for their driver’s license, again. The license is placed in
our Raptor Screening System. Once approval to enter the building is
received, the person is given a visitor sticker with his/her name and photo.

= If the visiting person is providing a service to or a visit to a student (i.e.
therapist, DCF etc.), that person must show his/her ID badge and must sign-
in on the computer. DCF visitors sign in the binder that is in a lower locked
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CLASS OBSERVATIONS

POLICY: Charlotte County Early Childhood Programs conducts CLASS
observations twice a year, once in the fall and once in the spring. The first
observation will be conducted by an outside agency, and the second by an
Education Specialist.
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FAMILY COMMUNICATION

POLICY: The program ensures that effective two-way comprehensive communications
between staff and parents is carried out on a regular basis throughout the program year.
Communication with parents is carried out in the parents’ primary or preferred language
or through an interpreter, to the extent feasible.

PROCEDURES:

1. Information and materials are provided in the primary or preferred
language or through an interpreter to the extent feasible.

2. Program staff are available to share information, (in primary or preferred
language), on program activities and to provide opportunities for parents
to share and give feedback on their children. Information will flow in a
variety of ways:

Orientation and Open House Activities
Telephone, Face-to-Face, Email, ChildPlus or Apps
Family Partnership Agreement
Notes/Correspondence
Meetings/Trainings

IEP Development
Calendars/Newsletters

Home Visits

Parent/Teacher conferences

Ongoing Follow-Up
Surveys/Questionnaires

X X X X X X X X X X X

3. ECP staff create, use and provide procedures and forms to address concerns
to parents and community to enable parents to express concerns regarding
the program that cannot be resolved through regular channels.

4. ECP staff collaborate with local organi

the community.

5. ECP staff utili T sis:ienia:

bilingual staff for interpretation services.

6. ECP staff ensure sensitivity to family culture and heritage.



7. ECP staffr

H-3
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COMMUNICATION, GOVERNING BODY AND POLICY COUNCIL

POLICY. The program ensureshat all required information is provided regularly and as
mandated, to the School Board (Governing Body) and the Policy Council.

PROCEDURES

1. Annually, provide members with an orientation pack age and training
necessary to understand and participate fullyin the collective decision- making
process to incluce an overview of the following:

Agency’s History

Head Start PerformanceSandards

Mission Statement

Roles andResponsibilitiesof the Council
Organizational Structure

Community and SeltAssessmeninformation
Program and School Readiness Goals

= Th Th TR T TR T

2. Hold regular meetings that facilitate discussionand open exchange of
ideas

3. Share required reports, information and updates asndicated by Head
Start Standards

4. Prepare and distribute Policy Council paclets one week prior to each
regularly scheduled meeting.

RELEVANT FORMS:

nmh

H-4
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STAFF COMMUNICATION

POLICY. The program hasmechanismsn place for regular communication among all
program staff to facilitate quality outcomes for children and families.
PROCEDURES

1. Establish (through Administration) a supportive environment in which open
staff communication is encouraged and appreciated.

2. Provide opportunities for staff to share ideas and concerns to
administration, colleagues and supervisors.

3. Schedule regulameetings with staff at all levels of the program,
provide an



Service Area:Program Design
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COMMUNITY ASSESSMENT
POLICY.

PROCEDURE
RELEVANT FORMS:
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CONFIDENTIALITY

POLICY: The program has policies in place that protect the privacy of the children and
families enrolled.
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GOVERNANCE- ELECTION OF POLICY COUNCIL MEMBERS

POLICY. The program informs parents at the time of their child’s enrollment of parent
opportunities to become part of the program’s policy co uncil, parent committee, health
advisory and family services advisory.

PROCEDURE
1. At enrollment Family advocatesgo over the informational survey for Policy
Council, Parent Committees, Health Advisory and Family Services
Advisory. At this time, parents gart the progress to become a Policy
Council member.

2. Staffmembersprocess all informational surveys for parents who are
interested in becoming part of the Policy Council. These names are placed
on a Policy Council ballot to complete the election process

3. Program Orientation is held on the first day of school. Interested parents
are asked to speak as to why hey would like to represent their school at
the Policy Council meetings.
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EMERGENCY CARDS

POLICY:The program ensures that children are only released into the care of people
who are approved by his or her legal parents/guardians.

PROCEDURE:

1. Emergency cards are filled out at the time of enroliment and are updated as needed.

2. The original copy is kept in the front office, and a copy is kept in the child’s
classroom. Each time a change is made to a card, it is the responsibility of the staff
member overseeing the change to ensure that the teacher gets a copy of the
updated card.

3. Teachers willnot release a child to any unknown or unauthorized person who is
not on the emergency card without checking with the office first. The person will
need to come to the office and show identification , and the parent will be
contacted.

4. Teachers wil not release a child to a person who appears under the influence.
Contact the child’s Family Service Worker or the Program Director for assistance.

5. Any changes to the emergency cardMUST be done in person. Phone calls to make
changes will not be accepted.

6. Please encourage parents and guardians to list on the emergencard all adults who
may have permission to pick up the child.

RELEVANT FORMS

nmh
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FAMILY & HEALTH ADVISORY COMMITTEE

POLICY. The program hasan established Health Advisory Committee which convenes
each Fallto discuss community health and nutritional needs that would impact the
program, additional meetings may be called as needed.This advisory committee assists in
the development of health policies and procedures and supports Head Start's objective to
provide continuous and accessible health care for children and families. Its members are
knowledgeable about prevalent community health issues and can respond to questions
from Head Start staff about strategies to address them.

PROCEDURE

1. The program’s Family & Health Specialistfacilitates meetings and the Advisory’s
membership, as needed and as determined by the program’s community and
seltassessment.

2. The committee includes Head Start parents and staff, health and human services
professionals, and other community volunteers who are representative of the
racial and eth

nj/nmh
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HEALTH & SAFETY SCREENER
POLICY.

PROCEDURE
RELEVANT FORMS:

nmh/nj
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ONBOARDING - NEW HIRE

POLICY: Before a new ECPapplicant is hired, a background check is done and references
are contacted. Theprogram provides orientation and training for each new person hired.
This new employee is required to provide documentation of good health, to review the
Standards of Conduct with a person from our leadership team, to provide a signed
attestation of good moral character, and to undertake further employee training resulting
in completion of a certificate.

PROCEDURE

Required Forms

x Employees are required to read & sign the Early Childhood Programs
Standards of Conduct.

X A Doctor’s note is required, stating that the person being hired is free from
communicable diseases and is healthy and able to work with children.

X TuberculosisQuestionnaire is completed.

X An Attestation of Good Moral Character is signed.

Training

Child Abuse Training

Blood Bourne PathogensTraining

Fire Extinguisher Taining

New Saff Training and Orientation that includes the mission, philosophy,
history of the program, job expectations, operating policies and
procedures.

X X X X
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ONGOING MONITORING

POLICY: The program will monitor required tasks and responsibilities to ensure that theyare
completed Ongoing monitoring is facilitated by

and is the responsibility of, leadership team members representing each content area. Procedures
include a variety of compliance activities and data review. Results of monitoring will be used to
demonstrate compliance, areas for ongoing and timely improvement, and to contribute to the
Strategic Planning and Goal Setting processes.

PROCEDURE

1. Directors, managers, onsultants and other supervisors will develop checklists for staff to
use in setting up their environments and processes. These may include:
1. CheckKlist for Child Development and Disabilities.
Checklist for Parent Involvement, Family Services and Mental Hedh.
Checklist in Health and Safety.
Child/Adult Care Food Program.

Nutrition/Mealtimes Checklist.

o g b~ w N

Bus Inspection.
7. Van Inspection.
2. Supervisors/Managers will implement procedures and timelines for using said checklists.
Staff will use checklists in setting up and maintaining their environments.
3. Regional Managers will use checklists in monitoring sites on a regular basis and will track
their visits and feedback.
4. Information about children and families will be tracked in the electronic child and family
databas system
5. Regular reports will be utilized by all staff both on and off line to ensure timely delivery
of services to children and families.
6. Regional Managers will submit monthly reports and meet with Head Start Director
monthly to review
1. Supervision,

2. Regional budgets,



8.

N o g &~ w

Site monitoring,
Attendance,

Site Enroliment,
Outcomes,

Data tracking information,

Any other information about children and families.

7. Program consultants will meet on a regular basis with Regional Managers and HS/EHS

Director. In addition, Program consultants will meet and report to each Regional

Manager at last once a year to discuss at a minimum:

1.
2.
3.

Results of RM monitoring of their classrooms, using appropriate checkilists.
Child Plus documentation and analysis of the information.

Outcomes reports.



RELEVANT FORMS:

Policy

Procedure
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PARENT SURVEY

Policy: The program values parental/family input and uses information gathered
as a means to provide direction during goal setting and program planning.

Procedure:

1. Parentdfamilies are given a parent survey once a year in January

2. Hard copies of surveys are distributed in the envelope in which they should
be returned. Pencils are provided. Parens/families have two weeks to
complete and return to their child’s teacher.

3. Surveys are confidential and are distributed and collected in a way that
supports this.

4. A



Service Area:



The Director receivesan email from National Accreditation Commission when the
BItand 2" Annual Report is due.

The process for accreditationcan be found in the Accreditation Manual. (pg. 1). If you
have questions, call the accreditation office at 1-800-537-1118

RELATED FORMS:

cw/nmh
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SELF ASSESSMENT
POLICY.

PROCEDURE
RELEVANT FORMS:
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STAFF SURVEY

POLICY. Annually, each staff member is asked to examine and respond to his or her own
experienceemployed within the program. Staff members have an essential role in the
implementation of the operating policies and pro cedures of the program. Important is
that they are aware of and understand the standards of the program The primary goal
for staff surveys is to collect and understand staff opinions, perspectives, attitudesd
perceptions toward and of the program.

PROCEDURE

1. Provide each memberstaff survey once a year in October.

2. Make a copy of the Staff Survey for each staff member. Staff havetwo weeks to
complete and return the surveyto the Educational Specialist whais overseeing the
National Accreditation Commission.

3. Give staff an opportunity to complete the survey in a confidential manner.

4. Collect surveys in a way that allows confidentiality for those who prefer to remain
anonymous.

5. Count the total of number returned. At least 75% of the staff counted in the
staff-child ratio and onsite supervisory staff must be returned.

6. Only for the school accreditation (National Accreditation Commission): count and
record the totals on a blank copy of the Staff Survey (in NAC notebook page 90.)

7. Complete the Parent survey section of thesurvey verifications (page 100).

8. Submitsurvey totals and the Survey Verification with the Request for Validation
Visit.

9. Storecompleted surveys at the school in a file folder marked Parent Surveys.

RELATED FORMS:

nmh/cb
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SUSPENSION/EXPULSION

POLICY. The program will not expe | any child from Head Start, VPK or Early Head Start
due to that child’s behavior. Temporary suspension of a child for persistent and
X
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TRAVEL REIMBURSEMENT POLICY

POLICY: If a staff member is submitting expenses and seeking reimbursement for these
expensedor in-county or out- of-county travel, the CCPS
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PROGRAM VOLUNTEERS

POLICY: In order to provide for the security and safety of children, faaT<De3T Q BT,-n 8 ()-5 (a)-3 (n]
ECPgequire that any person defined as a Volunteer, participating in program adivities

during operational periods, meet certain criteriaincluding background checks, orientation

and training. Volunteer opportunities exist primarily in the classroom, with limited

opportunities for family service, administrative and operational activi ties. Volunteers are

not allowed to have unsupervised contact with children in the program. One of the main

goals of the Volunteer Program is to “grow” substitutes and ultimately Early Childhood

Program employees.

PROCEDURE

1. Family/community members may express interest in volunteering with the
program in a variety of ways, including through interest surveys.

2. Once interest is established, aolunteer training (which includes completing
and signing appropriate agreements and forms) is scheduled by the ed



Definitions/Guidelines:



