MINUTES

COMMUNITY SERVICES COMMISSION OF THE
CITY OF LAHABRA

Wednesday, April 8, 2020

FINAL: These Minutes were approved at the May 13, 2020, Commission meeting.

Chair Surich called the Regular Meeting of the Community Services Commission to order
at 3:00 p.m. via Zoom teleconference call in La Habra, California.

COMMISSIONERS PRESENT: Garcia, Kempker, Laveaga, Schmidt, Surich
and Truijillo.
OTHER OFFICIALS PRESENT: Kelly Fujio, Director of Community Services,

Kimberly Albarian, Community Services
Manager & Catherine Villanueva, Child
Development Manage

PLEDGE OF ALLEGIANCE: N/A

PUBLIC COMMENTS: None

I CONSIDERATION ITEMS:

A. CHILD DEVELOPMENT

Discussion, review, and approval of the Child Development Monthly Reports.

Recommendation: That the Community Services Commission discuss, review and
approve the Child DevelOpment Manager's Monthly Status Report for Early Head Start,
Cost Reimbursement Report, Monthly Program Report and CACFP Report.

Moved by Commissioner Kempker, seconded by Commissioner Schmidt, and CARRIED
(6-0) TO APPROVE THE CHILD DEVELOPMENT MANAGER’S MONTHLY REPORT,
THE HEAD START COST REIMUBRSEMENT REPORT, THE MONTHLY PROGRAM
REPORT AND THE CACFP REPORT.

Said motion CARRIED by the following roll call vote:
AYES: Commissioners Garcia, Kempker, Laveaga, Schmidt, Surich, Trujillo
NOES: NONE

ABSENT: NONE
ABSTAIN: NONE
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Moved by Commissioner Schmidt, seconded by Commissioner Laveaga, and CARRIED
(6-0) TO APPROVE THE CORRECTIVE ACTION PLAN FOR PERIOD 1 MONITORING
FY 2019-2020.

Said motion CARRIED by the following roll call vote:

AYES: Commissioners Garcia, Kempker, Laveaga, Schmidt, Surich, Trujillo
NOES: NONE
ABSENT: NONE
ABSTAIN: NONE

Moved by Commissioner Kempker, seconded by Commissioner Trujillo, and CARRIED
(6-0) TO APPROVE THE ELIGIBLITY, RECRUITMENT, SELECTION, ENROLLMENT,
ATTENDANCE (ERSEA) SERVICE AREA PLAN, POLICY AND PROCEDURES FOR
SCHOOL YEAR 2020-2021.

Said motion CARRIED by the following roll call vote:

AYES: Commissioners Garcia, Kempker, Laveaga, Schmidt, Surich, Trujillo
NOES: NONE

ABSENT: NONE

ABSTAIN: NONE

Receive and file: EARLY HEAD START REFUNDING APPLICATION FOR 2020 - 2021.

B. COVID 19 UPDATE REGARDING SPECIAL EVENTS AND PROGRAMS

Director of Community Services Fujio updated the Commission on Special Events that
have been cancelled due to Covid19. During this time, the Community Services
Department has shifted attention to assist with the following programs:

Hosting weekly American Red Cross Blood Drives
Community Care Resource Center — Food Distribution
Meals on Wheels and Congregate Meal Delivery Program
Park It Market

City facility closures include: City Hall, Community Center, Skate Park, Depot Theater,
and the Children’s Museum.

L. ADMINISTRATIVE MATTERS:

Director of Community Services Fujio let the Commission know that Employment &
Training is working hard to prepare and submit their grant application that is due on April
10.

El Centro Park was selected to receive a Kaboom park project grant for new playground
equipment. This is a community volunteer project that is being scheduled for July.
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Community Services Manager Albarian will send the list of Commission sub committees
for review.

M. COMMISSIONER DISCUSSION:
IV. ADJOURNMENT:

Chair Surich adjourned the Commission meeting at 4:15 p.m. to Wednesday, May 13,
2020, in the City Council Chamber, 100 East La Habra Boulevard, La Habra, California.

Respectfully submitted,

Kimberly Albarian,
Recording Secretary

APPROVAL: This is to certify that these Minutes were approved by the La Habra
City Council on

Laurie Swindell, CMC
City Clerk
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CITY OF LA HABRA
EARLY HEAD START PROGRAM
MONTHLY REPORT
201952020 FIsCAL SCHOOL YEAR

For Consideration for meeting dated April 8, 2020

Program Information Summary (PIS) Report: February 2020 (Attachment 1)

Section A: Agency Profile

Funded Enroliment SEa b—

Number Enrolled (Cumulative)
Number of Children 59 62
Number of Pregnant Moms | 2 2
Number in the Waiting list 4 3

Enroliment by Eligibility

Below 100% Poverty Line 31 34
Cateqorically Eligible - 18 17
Over-Income 12 13

Sectlon B: Staff and uallf' catlons

Total Number of Child Development 5

Staff by Position L.

With a BA Degree 1 2 i
With an AA Degree 0 2
Without a Degree, enrolled with a 0 1
Waiver

Section C: Child and Famll Ser\nces |

‘Number of Children/ Pregnant Women 61 | 63

with Health Insurance )
Number of Children with an Ongoing 58 58

Source of Continuous, Accessible
Health Care (Medical Home)

Number of children up-to-date with 36 33
well-baby checks

Number of children with expired well- 16 23
baby checks -




Number of children with expired well- 8 10
' baby checks 30 days or less
' Number of children who are up-to-date 58 60
with Immunizations B
Number of children with continuous 58 58
accessible dental care (DentalHome) | N ) )
Number of children who are up-to-date 60 61 :
‘with oral health care ) L B - ;
Number of children with expired oral 14 18 ‘
health care - -
| Number of children with an IFSP 21 _ 19
Family Partnership Agreements _ -
== Teem - | Previous Month | Current Month l
e 41} "m _.m -l
‘Total Number of FPA’s introduced 54 54 q'
| Total Number of FPA’s completed 46 56 .
 Total Number of FPA’s with an 35 56 N
 establishedgoal - | - N
Home based services (Month) Visits 166 f 133 i
Completed o Il
Home based services (year to date) 1118 ' 1327
Visits Completed ‘ -
Number of Socializations (Month) 6 _ 17
' Number of Socializations (year to date) 138 | 157

Monitoring Report:

» Please see Action Item section for Grantee Period I Monitoring Report

Financial Reports:

» Attached is the Cost Report for February 2020 and the amount requested is $

30,685.99 (Attachment 2)

o Total In-kind to-date is $83,412.95 (of $120,283.00)
> Attached is the Credit Card Reports for January and February 2020. (Attachment

3)

CACFP Reports:

» The total reimbursement for the month of February 2020 is $14,317.81

(Attachment 4)

Note: EHS does not have a CACFP program because it is a home-based

program option.

> Attached is the Food Revenue and Expenditures analysis thru February 2020.

{Attachment 5)



Information Shared:
» Training. Early Childhood Curriculum Resources; Research-Based Curriculum; and

Curriculum Alignment with the Head Start Early Learning Outcome Framework

(Attachment 6)
> Information Memorandum: Head Start Modular Units (Attachment 7)

» Program Instruction: FY 2020 Head Start Funding Increase (Attachment 8)
» COVID-19 Wages and Benefits (Attachment 9)

Receive and File
» Early Head Start Continued Funding Application for 2020-21 SY (Attachment

10)

Action Items, For Approval:
> Grantee Period I Monitoring, 2019-2020 Corrective Action Plan (Attachment 11)

> ERSEA (eligibility, recruitment, selection, enroliment, and attendance) Service Area
Plan, Policy, and Procedure for 2020-21 SY (Attachment 12)



Monthly Program Information Summary Data Collection Worksheet

* Use ChildPlus Report (9700) and audit reports where noted Report due on or before the 5th of each month

A. ENROLLMENT & PROGRAM OPTIONS

1. Enroliment Year
a. Start Date
b. End Date
FUNDED ENROLLMENT
2, Funded Head Start or Early Head Start Enroliment
. Head Start/Early Head Start Funded Enroliment, as identified on NOA
3. Center-based option - 5 days per week
a. Full-day enroliment
1. Of these, the number available as full-working-day enroliment
a. Of these, the number avallable for the full-calendar-year
b. Part-day enroliment
1. Of these, the number in double sesslons
4. Center-based option - 4 days per week
a. Full-day enroliment
b. Part-day enrollment
1. Of these, the number in double sessions
5. Home-based option
6. Combination option
7. Family child care option
a. Of these, the number available as full-working-day enrollment
1. Of these, the number available for the full-calendar-year
8. Locally Designed Option
CLASSES AND GROUPS
12, Total number of classes operated
a. Of these, the number of double session classes
CUMULATIVE ENROLLMENT
13. Cumulative enroliment by child age (9700/9702): A
a. Under 1 year
b. 1 year old

€. 2 years old
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2019
Jul Aug Sep Oct Nov Dec

2020
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Monthly Program Information Summary Data Collection Worksheet
Delegate La Habra: Early Head Start
* Use ChildPlus Report (9700) and audit reports where noted Report due on or before the 5th of each month
d. 3 years old
e. 4 years old
f. 5 years and older
14. Total cumulative enroliment of pregnant women (EHS programs) (9700/9740)
CUMULATIVE ENROLLMENT BY TYPE OF ELIGIBILITY

2019

Jul Aug Sep Oct Nov Dec

Jan Feb Mar Apr May Jun

2020

8/6

9/4

10/4

11/5

12/5

1/6

25

0

0

0

0

16. Cumulative enroliment by eligibility (9700/9702): Auto
a. Income below 100% of federal poverty line
b. Receipt of public assistance such as TANF, SSI
€. Status as a foster child - # children only
d. Status as homeless
e. Over income

f. Enrollees exceeding the allowed over income enroliment with family incomes between 100% and 130%
of the federal poverty guideline

PRIOR ENROLLMENT
18. Enrolled in Head Start or Early Head Start for (9700/9702):
a. The second year
b. Three or more years
TURNOVER IN ENROLLMENT (9700/9701)
19. Total number of children who dropped out any time after classes or home visits began and did not re-enroll
a. The number of children who were in class less than 45 days
TRANSITION AND TURNOVER (EHS programs) (9700/ 9701)
20. Total number of children who dropped out any time after classes or home visits began and did not re-enroll
a. The number of children who were enrolled less than 45 days

21. Total number of pregnant women who left the program after receiving early head start services but before the
birth of their infant, and did not re-enroll (9700/9741)

Waitlist (2006) / Enroliment (2007) / Average Daily Attendance (Center-based Programs) (2301)

Number of children on Waitlist
Monthly Enroliment
Average Daily Attendance
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Monthly Program Information Summary Data Collection Worksheet 2019 2020

Jul Aug Sep Oct Nov Dec|Jan Feb Mar Apr May Jun
* Use ChildPlus Report (9700) and audiit reports where noted Report due on or before the 5th of each month| 8f6 | 9/4 | 10/4 | 15 | 125 | w6 | 25

B. PROGRAM STAFF & QUALIFICATIONS
(Agency Preference) Home Base Educators
9. Total number of child development staff by position | s| s| s| s s s s[ 5] [ [ [ |
Of B.9, the number with the following degrees:
ENAn advanced degree (MA) in:

1. Social work/Licensed clinical social worker (LCSW)/Licensed master social worker (LMSW)
2, Marriage and family therapy/Licensed marriage and family therapist (LMFT)
3. Psychology
4. Sociology
5. Human services (include related areas such as child and family services or soclal services)
6. Nursing plus Nurse Practitioner (NP) license
7. Early childhood education
8. Other
LN A Baccalaureate degree (BA) in:
1. Social work i 1 1| 1] a1 1] 1 _
2. Psychology
3. Sociclogy
4. Human services (include related areas such as child and family services or sodal services)
5
6

. Nursing plus Registered Nurse (RN) license

. Eanly childhood education 2 2 2| 2 2 2 2 2
7. Other

(A An associate degree (AA) in:
1. Social work
2. Psychology
3. Sociology
4. Human services (include related areas such as child and family services or social services)
5. Nursing plus Registered Nurse (RN) license
6. Early childhood education 1 1 1 1 i 1 1 1
7. Other
8. License,certiication, or credental held:
|1 1. Nursing, non-RN, i.e. LPN, CNA, etc. _ _ _ ~ _ _ _ ~ _ _ _ _ g
LH EHS /Printed on 4/2/2020 2019-20 Data Collection LA HABRA (FEB) Page 7078




Monthly Program Information Summary Data Collection Worksheet

* Use ChildPlus Report (9700) and audit reports where noted Report due on or before the 5th of each month
2. Family development credential (FDC)
3. Child development assoclate credential (CDA)

4. State-awarded certification, credential, or license appropriate to the option in which they are
working, i.e. home-based option or family child care option

5. Other

€. Of the child development staff by position, the number who do not have the qualifications listed in B.9.a
through B.9.d

Of those in B.9.e, the number enrolled in:
1. An advanced degree or license
2. A baccalaureate degree
3. An assodate degree
4. Studies leading to a non-degree license, certificate, or credential
C. Child & Family Services
Health Insurance - children (9700/9706)

1. Number of all children with health insurance
Health insurance - pregnant women (EHS programs) (9700/9716)

3. Number of pregnant women with at least one type of health insurance.

Medical home - children (9700/9707)

5. Number of children with an ongoing source of continuous, accessible health care
Physical Exams / Well Checks (3035) Auto
Non-Expired Physical Exams / Well-Checks
Expired Physical Exams / Well-Checks
Missing Physical Exams / Well-Checks
Physical Exams / Well-Checks expired 30 days or less
Medical services - children (9707)

8. Number of all children who are up-to-date on a schedule of age-appropriate preventive and primary health
care, according to the relevant state's EPSDT schedule for well child care

a. Of these, the number diagnosed by a health care professional with a chronic condition needing medical
treatment since last year's PIR was reported

1. Of these, the number who have received or are receiving medical treatment

Body Mass Index (BMI) - children (HS and Migrant programs) (9700/9760)
LH EHS / Printed on 4/2/2020 2019-20 Data Collection LA HABRA (FEB)

2019 2020
Jul Aug Sep Oct Nov Dec|Jan Feb Mar Apr May Jun
8/6 | 9/4 | 10/4 | 1145 | 12/5 | 1/6 | 25
i 1) 1 1| 1| 1] tf 1
49| 40| 49| s3] ss| sef e0f 61 [ [ [ |
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28| 36/ 39| 36| 39| 39/ 43| 33
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o of o of o o o o
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Monthly Program Information Summary Data Collection Worksheet
Delegate La Habra: Early Head Start
* Use ChildPlus Report (9700) and audit reports where noted Report due on or before the 5th of each month

10. Number of children who are in the following weight categories according to the 2000 CDC
BMI-for-age growth charts

a. Underwelight (BMI less than 5th percentile for child's age and sex)
b. Healthy welght (at or above 5th percentile and below 85th percentile for child's age and sex)
¢. Overwelght (BMI at or above 85th percentile and below 95th percentile for child's age and sex)
d. Obese (BMI at or above 95th percentile for child's age and sex)
Immunization services - children (9700/9708/9760) A

11. Number of children who have been determined by a health care professional to be up-to-date on alt
Immunizations appropriate for their age

12. Number of children who have been determined by a health care professional to have received all
immunizations possible at this time, but who have not received all immunizations appropriate for their age

13. Number of children who meet their state's guidelines for an exemption from immunizations
Dental home - children (9700/9708)

17. Number of children with continuous, accessible dental care provided by a dentist
Professional Dental Exams (3035) (HS Programs)
Non-Expired Professional Dental Exams
Expired Professional Dental Exams
Missing Professional Dental Exams
Professional Dental Exams expired 30 days or less

19. Number of all children, including those enrolled in Medicaid or CHIP, who have completed a professional
dental examination since last year's PIR was reported (9700/9708)
a. Of these, the number of children diagnosed as needing treatment since last year’s PIR was reported
1. Of these, the number of children who have recelved or are receiving treatment
Primary Oral Health (3035) (EHS programs)
Number of children with oral health screens (EHS only)
Number of children with dental exams (EHS only)

2019

Jul Aug Sep Oct Nov Dec

Jan Feb Mar Apr May Jun

2020

86 | o4 | 1074 | 13/5 | 12/5 | 16 | 2/5
49| 49| 50| 53| 54| 56| 59| 60
24| 26| 28| 28| 29| 30| 31| 32
25| 23| 22| 25| 25 26 28| 28
o 0 ©O0 o0 0 o0 o o0

Primary Oral Health (3035) (EHS programs) 8
Non-Expired age-appropriate primary oral health care

Expired age-appropriate primary oral health care

Missing age-appropriate primary oral health care

Age-appropriate primary oral health care expired 30 days or less
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Monthly Program Information Summary Data Collection Worksheet
Delegate La Habra: Early Head Start

* Use ChildPlus Report (9700) and audit reports where noted Report due on or before the 5th of each month
Pregnant women dental services (EHS programs) (9700/9740)

21. Of the number of pregnant women served, the number who recelved a professional dental examination(s)
and/or treatment since last year's PIR was reported

IEP/IFSP (3501)
Open IEP/IFSP for the reporting month
27. Diagnosed primary disability (HS Programs) {(9700/9710):

a. Health impairment (i.e. meeting IDEA definition of "other health Impairment™)
b. Emotional/behavioral disorder
€. Speech or language impairments
d. Intellectual disabilities
e. Hearing impairment, including deafness
f. Orthopedic impairment
g. Visual impairment, including blindness
h. Learning disabilities

i. Autism

J» Traumatic brain injury

k. Non-categorical/developmental delay

I. Multiple disabilities

m. Deaf-blind
Newly enrolled children with Vision screenings completed (3001)

e On Time (45 days)

o Late

e None Completed

Newly enrolled children with Hearing screenings completed (3001)
e On Time (45 days)
e Late
» None Completed

Newly enrolled children with Developmental screenings completed (3001)

¢ On Time (45 days)

LH EHS / Printed on 4/2/2020 2019-20 Data Collection LA HABRA (FEB)

2019 2020
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29,

35.
51.

53.
54,
55.

Monthly Program Information Summary Data Collection Worksheet 2019 2020
Delegate La Habra: Early Head Start Jul Aug Sep Oct Nov Dec|Jan Feb Mar Apr May Jun
* Use ChildPius Report (9700) and audit reports where noted Report due on or before the 5th of each month | 8/6 | 914 | 10/4 | 1y/5 | 125 | 16 | 278
e Late 0 0 0 0 0 0 0 0
e None Completed 11 0 1 0 1 0 1 1
PSR 2| 2] 3] 16| 18] 19| 22| 25
Newly enrolled children with Behavioral screenings completed (3001)
® On Time (45 days) 1| 12| 12| 16| 17| 18| 21| 24
e Late o0 o o0 o0 O o o0 O
e None Completed 11 0 1 0 1 1 1 1
Auto 12| 12 13| 16 pw_ 19] 22| 25
Screening (9700/9709)

» Number of all newly enrolled children since last year's PIR was reported 12| 12| 13| 16| 17| 19| 24| 25
ﬁ:ﬁwﬂ% M_ :MM\_.,_.H_M enrolled children who completed routine screenings for developmental, sensory, and ol 10| 11| 12| 14| 15 18 18
Number of families (9700/9730/9731)

Total number of families 46| 46| 47| 50| 50| 50| 53| 54
Of these, the number that received at least one of the services listed above 1 3 9 9 13| 14| 14| 14
Homelessness Services (9700/9705/9731)

Total number of families experiencing homelessness that were served during the enroliment year 3 3 7 8 8 8 8 8
Total number of children experiencing homelessness that were served during the enrollment year 3 3 7/ 8 9 10/ 10 10
Total number of families experiencing homelessness that acquired housing during the enroliment year 0 0 0 0 0 0 0 0
Family Success Plans (Agency Preference)

FSP Introduced 46| 46| 46| 52| 54| 52| 54| 54
FSP Completed 0 0 0| 30| 31| 32| 46| 56
FSP with established goal 0f 0 o 30/ 35 35

Home Base Services by MONTH (Agency Preference)-HOME VISIT Benchmarks
Based on funded enrollment, the expected number of Home Visits
Based on actual enroliment, the expected number of Home Visits

Home Base Services by MONTH (Agency Preference)-HOME VISIT Services

Number of Home Visits Completed Current Month

Number of Home Visit Parent Cancellations Current Montit

Number of Home Visit Program Cancellations (required to be made up) Current Month
LH EHS / Printed on 4/2/2020 2019-20 Data Collection LA HABRA (FEB)
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Monthly Program Information Summary Data Collection Worksheet 2019 2020
Delegate La Habra: Early Head Start Jul Aug Sep Oct Nov Dec|Jan Feb Mar Apr May Jun
* Use ChildPius Report (9700) and audit reports where noted Report due on or before the 5th of each month | 8/6 | ofa | 1074 | 135 | 1215 | ys | 25
Home Base Services by MONTH (Agency Preference)-SOCIALIZATION Benchmarks
Based on funded enroliment, the expected number of Socializations| 100| 100] 100| 100| so| so| 100] 100
Based on actwal enrollment, the expected number of Socializations| 100| 100| 100| 100 49] 50| 100] 96

Home Base Services by MONTH (Agency Preference)-SOCIALIZATION Services
Number of Socializations Attended CumentMonth| 27| 15 33

Home Base Services by YEAR-TO-DATE (Agency Preference)-HOME VISIT Benchmarks

Based on funded enrollment, the expected number of Home Visits| 200| 400| 600 800| 950|1100]1300| 1500

Based on actual enrollment, the expected number of Home Visits| 198| 398| 598| 798| 944|1004(1294] 1489

Home Base Services by YEAR-TO-DATE (Agency Preference)-HOME VISIT Services 0 198| 395| 604| 807| 954|1125|1328|1555
Number of Home Visits Completed Year-To-Date| 178| 363| 548| 733| 869|1022(1188|1327
Number of Home Visit Parent Cancellations YearTo-Date| 16| 26| 46| 65| 80| 99| 120/ 151
Number of Home Visit Program Cancellations (required to be made up) Year-To-Date 4 6| 10 9 5 4| 20| 77

Home Base Services by YEAR-TO-DATE (Agency Preference)-SOCIALIZATION Benchmarks
Based on funded enrollment, the expected number of Soclalizations| 100| 200| 300| 400| 450| 500| 600| 700
Based on actual enroliment, the expected number of Seclalizations| 100| 200| 300| 400| 449| 499| s99| 796

Home Base Services by YEAR-TO-DATE (Agency Preference)-SOCIALIZATION Services

Number of Socializations Attended vearTooets| 27| 42| 66| o[ 105[ 132[ ws[ 157 | [ | |
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Monthly Cost Report, FY 2019-20

February, 2020

Early Head Start Basic Budget

IEIITNE

Approved Cost This Cost to Date Budget
Major Cost Budget Period Amount Amount
Category Amount Amount Total Remaining
PERSONNEL 314,295.00 19,096.21 188,787.04 125,507.96
FRINGE BENEFITS 112,426.00 8,624.80 72,357.20 40,068.80
TRAVEL 0.00 0.00 0.00 0.00
EQUIPMENT * 0.00 0.00 0.00 0.00
SUPPLIES 12,233.00 368.07 3,495.01 8,737.99
CONTRACTUAL 10,071.00 455.00 6,372.34 3,698.66
CONSTRUCTION 0.00 0.00 0.00 0.00
OTHER COSTS 20,857.00 2,080.81 13,896.76 6,960.24
INDIRECT COSTS 0.00 0.00 0.00 0.00
TOTAL $469,882.00 $30,624.89 $284,908.35 $184,973.65
Early Head Start T&TA
Approved Cost This Cost to Date Budget
Major Cost Budget Period Amount Amount
Category Amount Amount Total Remaining
PERSONNEL 0.00 0.00 0.00 0.00
FRINGE BENEFITS 0.00 0.00 0.00 0.00
TRAVEL 9,400.00 0.00 0.00 9,400.00
EQUIPMENT * 0.00 0.00 0.00 0.00
SUPPLIES 0.00 0.00 0.00 0.00
CONTRACTUAL 0.00 0.00 0.00 0.00
CONSTRUCTION 0.00 0.00 0.00 0.00
OTHER COSTS 1,850.00 61.10 1,408.17 441.83
INDIRECT COSTS 0.00 0.00 0.00 0.00
Total $11,250.00 $61.10 $1,408.17 $9,841.83
Non-Federal Share (In-Kind)
Approved Cost This Cost to Date Budget
Budget Period Amount Amount
Amount Amount Total Remainin
EHS Basic 118,481.26 16,869.96 83,412.95 35,068.31
EHS T&TA 1,801.74 0.00 0.00 1,801.74
Total $120,283.00 $16,869.96 $83,412.95 $36,870.05
Reimbursement Request Total $30.685.99




Month Reporting:

City of La Habra

Child Development Division

Credit Card Expenses

TN

January, 2020

Charge By ;I? e:-tee d Item/ Purpose Amount
Smart & Final 1/10/2020 |EHS: Socialization Supplies $47.78
(Non-Food
Program)
Smart & Final
(Food Program
Items)
Total: $47.78]
Charge By CI? ate o Item/ Purpose Amount
Bank of the West |1/9/2020 Target: Socialization Supplies $16.38
Credit Card 1/23/2020 |Target: Socialization Supplies $37.56
(M. Garcia) 1/23/2020 [Sam's Club: PC Snack $61.10
Bank of the West No charges for the month
Credit Card
(A. Morales)
[ Bank ol the West [1/3/2020 _|USPS: Malil to Providers $51.89]
Credit Card 1/16/2020 |CACFP Roundtable Membership $50.00
(D. Linn)
Bank of the West |1/3/2020 Walmart: Classroom Supplies $227.31
Credit Card 1/13/2020 |Trader Joe's: Specialty Food $37.08
(A. Marceau) 1/13/2020  |Every Child CA: Meeting/ Training $50.00
1/14/2020 _ |Every Child CA: Meeting/ Training $50.00
Total: $581.32




City of La Habra

Child Development Division

Credit Card Expenses
Month Reporting: February, 2020
Charge By Date Item/ Purpose Amount
Charged
Smart & Final 2/11/2020 |CSPP: Cooking Experience $109.62
(Non-Food
Program)
Smart & Final
(Food Program
Ttems)
Total: $109.62)
Charge By CI::r arti d Item/ Purpose Amount
Bank of the West |1/23/2020 |Sams: PC and Socalization Food $71.45
Credit Card
(M. Garcia)
Bank of the West [1/29/2020 |Registration: STEM Conference $1,025.00
Credit Card 2/6/2020 Dollar tree: Literacy Fair $36.81
(A. Morales) 2/6/2020 Home Depot: STEM materials $37.15
— Bank of the West No charqes for the month
Credit Card
(D. Linn)
Bank of the West [1/24/2020 |Scholoastic: Literacy Fair Books $285.00
Credit Card 2/12/2020 |Webinar for School-Age $29.94
(A. Marceau) |2/14/2020 |Target: Classroom Supplies $129.06
2/20/2020 |Albertson's: Food Program $125.57
2/20/2020 |Albertson's: credit ($111.59)
Total:| $1,628.39
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Child & Adult Care Food Program
Claim For Reimbursement Summary for February 20620 M(WM‘N( q

04320-CACFP-30-GM-CS

CITY OF LA HABRA-CHILD DEV DIVISION
110 E LA HABRA BLVD

LA HABRA, CA 90631-5436

Vendor #: 218302

payment address
Manth/Year Adjustment Date Date Date Reason
Claimed Number Received Accepted Processed Code
Feb 2020 (4] 03/09/2020 03/10/2020 03/12/2020 ' Original
Child Care
Free Reduced Base Total
Enroliment Totals 97 54 42 193
Eligibility Percentages 50.26% 27.98% 21.76% 100%
Federal Reimbursement
Agency Totals Meals/Snacks Rate Amount
Breakfast
Free 1,102 1.8400 2,027.68
Reduced 614 1.5400 945.56
Base 477 0.3100 147.87
Total 2,193 3,121.11
AM Snack
Free 566 0.9400 532.04
Reduced 315 0.4700 148.05
Base 246 0.0800 19.68
Total 1,127 699.77
Lunch
Free 946 3.4100 3,225.86
Reduced 527 3.0100 1,586.27
Base 410 0.3200 131.20
CIL 1,883 0.2375 447.21
Total 1,883 5,390.54
PM Snack
Free 887 0.9400 833.78
Reduced 494 0.4700 232.18
Base 384 0.0800 30.72
Total 1,765 1,096.68
School Age
Free Reduced Base Total
Enroliment Totals 93 54 29 176
EIi_g!EIIIFy Eercentages 52.84% 30.68% 16.48% 100%
Federal Reimbursement
Agency Totals Meals/Snacks Rate Amount
Breakfast
Free 966 1.8400 1,777.44
Reduced 561 1.5400 B863.94
Base 301 0.3100 93.31

https://www.cnips.ca.gov/asp/Cacf/ClaimRecap.asp?ts_cnpObjectID=1040021008ClaimID... 4/2/2020
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Total 1,828 2,734.69
PM Snack .
Free - 1,030 0.9400 968,20
Reduced 598 0.4700 281.06
Base 322 0.0800 25.76
Total 1,950 1,275.02
Claim Reimbursement Total 14,3172.81
State Reimbursements
Meal Description Meals State Rate State
Earnings
Total Breakfast 3,243 $0.0000 $0.00
Total Lunches 1,473 $0.0000 $0.00
Total $0.00
Meal CIL State
Agency Claim Reimbursement Totals Reimbursement Reimbursement Reimbursement Totals
Current Claim Reimbursement Total 13,870.60 447.21 0.00 14,317.81
Previous Claim Reimbursement Total 0.00 0.00 0.00 0.00
Net Claim Reimbursement Total 13_,870.60 447.21 0.00 N 14,317.81

Created By: LilianaN on: 3/9/2020 3:51:59 PM  Modified By: catherinev on: 3/10/2020 8:47:34 AM

https://www.cnips.ca.gov/asp/Cacf/ClaimRecap.asp?ts_cnpObjectID=104002100&ClaimID... 4/2/2020



CITY OF LA HABRA
CCFP-CENTERS FOOD ALLOCATION
FOR THE FiSCAL YEAR 2019-20

FOOD REVENUE vs FOOD EXPENDITURES ANALYSIS

School Age

MOV G

State-Preschool Revenue
Month CCTR (38501) CSPP (38502) Total Over/ {Under)
4702 7114 4702 7114 4702 7114 Expenditure

Food Food Net Food Food Net Food Food Net

Revenue Expense Amount Revenue Expense Amount Revenue Expense Amount
Jul-19 $ 1631576 $11,982.35 $ 4,33340|$ 677667 $ 554330 $ 1,23337{% 2300242 $ 1752565 $ 5,566.77
Aug-19 $ 1044929 § 622834 $ 422095{$ 923841 $ 766427 $ 157414!$ 19687.70 $ 13,89261 $ 5,795.09
Sep-19 $ 533249 § 604398 § (711.49)|{$ 1294009 $ 882123 § 4,11886{ % 1827258 $ 14,865.21 $ 3,407.37
Oct-19 $ 557367 $ 418300 $ 1,39067{$ 13,127.22 $ 1211380 $ 1,013.42]$ 18700.89 $ 16,296.80 $ 2,404.09
Nov-19 $ 541931 § 463244 $ 78687|$ 956263 $ 806590 $ 149673|$ 14,981.94 $ 12,698.34 $ 2,283.60
Dec-19 $ 523204 § 461953 $ 61251;$% 953734 $ 867846 $ 658.88!$ 14769.38 $ 1329799 § 1,471.39
Jan-20 $ 571951 $ 2,313.07 § 340644 |$ 10,789.75 $ 9,531.54 $ 1,258.21}% 1650926 $ 11,84461 $ 4,664.85
Feh-20 $ 400971 $ 346377 § 54584{% 10,308.10 $ 823329 $ 2,074.81{$ 14,317.81 $ 11,697.06 $ 2,620.75
Total $ 58,051.77 $4346648 § 14,585.29:% 82,280.21 $ 6865179 $ 13628.42 1 $140,331.98 $112,11827 $ 28.213.71
YTD Cook $ - $ 15,616.07 $(15,616.07)} $ - $ 34,103.42 $(34,103.42)| $ - $ 4971249 § (49,719.49)
Adjusted Total $ 58,051.77 § 59,082.55 $§ (1,030.78)| § 82,280.21 $ 102,755.21 $ (20,475.00) $ 140,331.98 $161,837.76 $ (21,505.78)

% of Food expense 5% 83% 80%
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CURRICULUM

Early Childhood Curriculum Resources

-2 ‘

The purpose of this collection of resources is to provide information about key features of early childhood
curriculum identified in the Head Start Program Performance Standards (HHSPPS). These include:

* Research-Based Curriculum

* Curriculum Scope and Sequence
+ Curriculum Implementation
* Curriculum Alignment with the Head Start Early Learning Outcomes Framework (ELOF)
* Standardized Training Procedures and Curriculum Materials to Support Implementation
The collection also includes two documents that provide specific guidance to home-based programs:

* Head Start and Early Head Start Home-Based Curriculum Checklist: What Is Research-Based?
» Head Start and Early Head Start Home-Based Curriculum Selection Checklist

Education staff can use these resources to select and implement curriculum in ways that meet the HSPPS.
If you need additional information on the topics addressed in these materials, please contact us at:
ecdtl@ecetta.info or call (toll-free) 1-844-261-3752.
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EARLY CHILDHOOD CURRICULUM

Research-Based Curriculum

Head Start Program Performance Standards
§1302.32(c){1) and §1302.35(d)(1): “Center-
based and femily child care programs must
implement developmentally appropriate
research-based early childhood curricula” that
“are based on scientifically valid research.”
Home-based programs must “implement o
developmentally appropricte research-based
early childhood home-based curriculum.”

What does “research-based” mean for early childhood curriculum?

» Is founded on solid research about child development and learning

» Promotes teaching and learning activities that are shown to have positive effects on child progress
and outcomes

» Has descriptive research or evaluation reflecting child progress, but is lacking evidence from
randomized control study

A research-based early childhood curriculum is consistent with research on how children develop and learn. It
provides rich content and teaching practices that are shown to support children’s learning and development. A
research-based curriculum focuses on domain-specific, developmentally appropriate content and skills that
contribute to children’s later development in that domain. A research-based curriculum is also content-rich,
meaning that it provides broad and varied experiences and activities that promote children’s learning and
development. A rich curriculum invites chll;aien to think deeply about content that interests them and builds
on their prior knowledge and experiences. Finally, a research-based curriculum offers a sequence of learning
experiences based on children’s developmental progressions. There are both comprehensive research-based
curricula that address all areas of the Head Start Early Learning Outcomes Framework (ELOF) and domain-
specific curricula that the Head Start Program Performance Standards refer to as curricular enhancements,
also sometimes referred to as curriculum supplements.

Why is a research-based curriculum important?

A research-based curriculum promotes domain-specific teaching practices that are effective in supporting
positive child outcomes. A research-based curriculum must be appropriate for the ages, developmental levels,
and cultural and linguistic backgrounds of the children enrolled in the program.

October 2017 1



Research-Based Curriculum

What does a research-based curriculum look like?

Read the following vignette to learn about how Sunny Days Early Head Start’s research-based
curriculum supports infants’ and toddlers’ social and emotional development.

Sunny Days Early Head Start uses a research-based infant and toddler curriculum, For social and
emotional development, the curriculum focuses on developmentally appropriate goals to support the
development of infants’ and toddlers’ relationships with adults and peers, emotional functioning, and
sense of identity. The curriculum reflects relevant child development theories, such as attachment
theory. For example, the curriculum describes how learning happens in the context of warm,
responsive relationships. When adults respond warmly and appropriately to infants’ and toddlers’
cues, they develop trusting and secure relationships with adults. Children use trusted adults as a
secure base from which to explore the environment.

Sunny Days Early Head Start’s curriculum also describes children’s developmental progressions,

such as developing secure relationships with familiar adults. As part of this progression, young
infants rely on the efforts of familiar adults to help them cope with stressful moments. Older toddlers
are able to seek out familiar adults for comfort as needed. The curriculum then provides specific
research-based practices to help infants and toddlers develop secure relationships with familiar adults.
It recommends consistent routines, interactions, and communication with parents to learn about
children’s preferences and routines. The curriculum provides examples of how to interact positively
and warmly with infants and toddlers (e.g., peek-a-boo), observe and respond to individual cues, and
convey warmth and affection.

What do you learn about a research-based curriculum from this vignette?

* Sunny Days Early Head Start’s curriculum focuses on developmentally appropriate, important
goals in social and emotional development. The curriculum aligns with the sub-domains of the
Early Learning Outcomes Framework (ELOF) in this area.

» The curriculum is guided by robust knowledge and theory of social and emotional development
(e.g., attachment theory).

* The curriculum describes children’s developmental progressions and offers concrete, research-
based practices to help education staff build trusting relationships with infants and toddlers.

Resources to Support Your Work

Interactive Head Start Early Learning Outcomes Framework: Ages Birth to Five, Select a domain,

and scroll to the bottom for a list of “Related Resources” to learn more about children’s learning and
development described in the ELOF and how to support it.
hetps://eclkc.ohs.acfhhs.gov/interactive-head-start-early-learning-outcomes-framework-ages-birth-five
Planned Language Approach (PLA). The PLA is a comprehensive, systemic, research-based way for Head
Start and Early Head Start programs to ensure optimal language and literacy services for children who
speak English and for those who are dual language learners.
https:/eclke.ohs.acf.hhs.gov/culture-language/article/planned-language-approach

Head Start Early Learning Outcomes Framework (ELOF) Effective Practice Guides. 'This set of resources
provides research-based teaching practices in each of the ELOF domains and sub-domains.

This documsnt was developed with funds from Grant #90HC0012-01-00 for the LS. Daporiment

%

o mon ey mlji::)nffi mrdélhtlllry%:Ser;;c:}sl, ﬂl:!r:fnisflrgﬁ:'n for(éﬂ“(;;e&m Fnﬂlies, lgffi:e of IlmlIl Start .
e B a gl ek | e and Offie o e, by the Hational Center on 1, Teathing,
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Curriculum Alignment with the Head Start Early
Learning Outcomes Framework (ELOF)

Head Start Program Performance Standards
§1302.32(a)(1){iil ond §1302.35(d)(1]]ii):
Center-based, family child care, and home-
based programs must use curricula that “are
aligned with the Head Start Early Learning
Outcomes Framework: Ages Birth to Five
and, as appropriate, state early learning and
development standards.”

What does “aligned with the ELOF” mean?

Practically speaking, aligning a curriculum with the ELOF is a process that allows you to see which
and to what extent the ELOF domains and sub-domains are addressed in the curriculum. Curricula
that are fully aligned with the ELOF are comprehensive and address all areas of children’s learning and
development described in the ELOF. The curriculum should also be aligned, as appropriate, with the
domains of your state’s early learning and development standards (ELDS).

‘The curriculum may not be organized in the same way as the ELOF. For example, a curriculum might not
list Approaches to Learning as a domain. Instead, a curriculum might list the sub-domain Emotional and
Behavioral Self-Regulation under Social and Emotional Development or the sub-domain Cognitive Self-
Regulation (Executive Functioning) under Cognition. You might also find that a curriculum addresses
areas that are not found in the ELOF, such as social studies or the arts. The curriculum also might use
different terms, such as strand or content area, than the ELOF or ELDS do.

Why is aligning a curriculum with the ELOF important2

To be effective, curricula must provide content that is rich with meaningful and interesting learning
experiences that are comprehensive in supporting children’s learning and development. This means all
domains are addressed: Approaches to Learning; Social and Emotional Development; Language and
Literacy; Cognition; and Perceptual, Motor, and Physical Development. A curriculum aligned with

the ELOF and a state’s ELDS is designed to promote children’s development and learning in areas that
research shows are important for children’s success in school. Curriculum content should specify supports
for all children, including dual or tribal language learners and children with disabilities (or those suspected
of having delays) and other special needs.

Even if a curriculum developer has already published a curriculum alignment with the ELOF, it is still
important for your program to do its own alignment. The process will help you understand whether and
how your program’s curriculum supports children’s development and learning described in the ELOF.

Qctober 2017 1



Curriculum Alignment with the ELOF

What does dligning a curriculum with the ELOF look like?

Read the following vignette to learn about how El Bosque Early Head Start reviews how well its
curriculum aligns with the ELOF.

El Bosque Early Head Start uses the Implementation Guide: Using the ELOF to Inform Curriculum

Planning and Implementation to review how its curriculum a.liﬁllrsewith the ELOF. The program
establishes an implementation team made up of the program director, education manager, education
staff from each center, and interested parents and family members,

The implementation team finds that the curriculum addresses most of the skills, behaviors, and
concepts in four domains of the ELOF (Approaches to Learning; Social and Emotional Development;
Cognition; and Perceptual, Motor, and Physical Development). It provides materials, teaching
practices, and learning experiences to support children’s development and learning in these domains.
However, the curriculum does not adequately cover the Vocabulary and Emergent Literacy sub-
domains in the Language and Literacy domain.

The Imﬁlementaﬁm Guide provides the process and tools they can use to strengthen their curriculum
in the Language and Literacy domain. Education staff plan how to increase and strengthen their
interactions with children during routine care. Program leaders consider planning professional
development that focuses on expanding conversations with infants and toddlers and reading books with
rich vocabulary.

What do you learn about a research-based curriculum from this vignette?

* El Bosque Early Head Start’s implementation team used the Implementation Guide: Using the
ELOF to Inform Curriculum Planning and Implementation to align their curriculum with the ELOF.
'They found that their curriculum covers all five domains of the ELOF. However, they discovered
they could provide additional supports for children’s development in the Vocabulary and Emergent
Literacy sub-domains.

* ‘The Implementation Guide helps education staff and program leaders plan how to strengthen
teaching practices that ensure they fully support all ELOF sub-domains.

Resources to Support Your Work

Implementation Guide: Using the ELOF to Inform Curriculum Planning and Implementation. This
resource provides the process and tools for aligning a curriculum with the ELOF and for strengthening
teaching practices.
hteps://eclke.ohs.acf.hhs.gov/sites/default/files/pdf/no-search/elof-03-inform-curriculum-planning-
implement.pdf

Early Essentials Webisode 9: Language Development. In this resource Linda Espinosa and others from the
field share their tips on how to support language development with all children including those who are
dual language learners.
https:/feclke.ohs.acf.hhs.gov/video/early-essentials-webisode-9-language-development

Making It Work! This planning resource supports American Indian and Alaska Native (AIAN) Head
Start programs teach tﬁei: language and cufture while meeting Head Start requirements.
https://eclke.ohs.acf. hhs.gov/culture-language/article/making-it-work-connecting-cultural-learning-
experiences-american-indian

AR This dotment was developed with funds from Grant #90HC0012-01-G0 for the &.5. D ont
)+ HATONAL DENTER ON of Health and Human Services, Administration for Chiltren and Families, Office of Heua Start

" and Office of Child Care, by the National Center on Early Childhood Development, Teaching, and

Leoraing, This resourco may be duplicated for noncommerctal uses without permission.
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# OFFICE OF HEAD START

U.S. DEPARTMENT
OF HEALTH AND HUMAN SERVICES
ACF :
Administration for Children 1. Log No. ACF-IM-HS-20-02 —“2 Issuance Date: 03/05/2020
and Families 3. Originating Office: Office of Head Start, Office of Grants Management

4. Key Words: Modutar Unit; Portable Prefabricated Structure; Mobile Units;
Manufactured; Real Property; Disposition

INFORMATION MEMORANDUM

TO: All Head Start and Early Head Start Agencies and Delegate Agencies
SUBJECT: Head Start Modular Units

INFORMATION:

A modular unit is defined as "a portable prefabricated structure made at another location and moved to a site for
use by a Head Start grantee to carry out a Head Start program, regardiess of the manner or extent to which the
modular unit is attached to underlying real property." The definition includes modular units used for any program
purpose, including classrooms, kitchens, administrative offices, and storage buildings. See Terms, 45 CFR
§1305.2. The purchase of any modular units with Head Start funds is subject to the provisions of 45 CFR Part

1303 Subpart E.

Many different types of prefabricated structures fall within the general term "modular unit.” Some are structurally
similar to traditional construction, subject to local building codes and firmly attached to an underlying foundation.
These units can provide high-quality learning environments with a useful life similar to traditional construction.

At the other end of the spectrum are units that arrive on wheels and are installed by placement on supports without
a full foundation. Local building codes are not usually applicable to these types of units. They are often referred to
as manufactured or mobile units. Their useful life is significantly less than traditionally constructed buildings.
Especially in harsh climates, these units tend to deteriorate quickly and require significant ongoing maintenance.
They also lose structural stability, develop mold issues, and lose quality as a learning environment much sooner
than high-quality modular units or traditional construction. See Teaching and the learning environment, 45 CFR

§1302.31

The Office of Head Start (OHS) recognizes there are circumstances when modular units are a quality, cost
effective option for program services. However, purchase of a modular unit should not be a grantee's first choice
when the option of construction or purchase of a traditionally built facility exists in the community. Similarly, when
replacing older modular units, grantees should consider whether better quality modular units, construction, or
purchase options are available in the community. While reasonableness of cost should always be a consideration
for grantees, low-cost modular units are not & preferred option when other better-quality facility options are
available.

To assure modular units used as Head Start facilities result in quality, cost effective learning environments, OHS is
implementing the following requirements.

Application for Purchase of a Modular Unit

http://hsicc.cmail19.com/t/ViewEmail/j/17825A00551284582540EF23F30FEDED/01D24F... 3/5/2020
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1

When a grantee applies for purchase of a modular unit under 45 CFR Part 1303 Subpart E, the following
additional information is required per 45 CFR §1303.44{a)(14)

1. A statement indicating whether the modular unit will be classified as real property ar equipment in the
grantee's financial records. This classification must be maintained until the modular unit is disposed of in
accordance with Real Property, 45 CFR §75.318(c) or Equipment, 45 CFR §75.320(e), as applicable.

2. A description of the procurement procedures that will be used to purchase the modular unit in compliance
with 45 CFR §75.329

3. If the modular unit proposed for purchase will be classified as real property, the grantee must submit
standard form (SF)-420 with Attachment B. If the modular unit proposed for purchase will be classified as
equipment, follow 45 CFR §75.407(a)(7) for prior approval. The modular unit must be included in the
grantee's equipment inventory maintained in accordance with 45 CFR §75.320(d)({1)~(5)

4, The cost comparison required by 45 CFR §1303.45 must address the full cost of initial purchase of the
modular unit. This includes site acquisition and preparation, delivery, set-up, and additional site work needed
(e.g., ramps, fencing, parking, play area, landscaping). Estimated operating costs, including ongoing
maintenance and repairs, must be also be provided, with an assumed estimated useful life of 15 years. For
purposes of comparison with available alternatives within the community (see below), the cost of
replacement of the modular unit at the end of 15 years must also be included.

5. Modular unit costs must be compared to available alternatives within the community, including construction
of a new facility and purchase or lease of an existing facility (with any associated renovation costs). Initial
and ongoing costs for comparable facilities must be estimated, inciuding depreciation, with an assumed
useful life of 30 years.

6. The application must describe the placement of the modular unit proposed for purchase. It also must indicate
if the modular unit will be placed on leased or grantee-owned property and the method of installation (e.g.,
placed on a poured foundation, on blocks, or other supports). The extent to which the modular unit can be
removed and relocated must also be addressed, including whether it is possible to relocate the unit without
significant damage to its structure once installed.

7. The statement of a real estate professional described in 45 CFR §1303.42(b) must clearly show the realtor
making the certification considered the options of construction, purchase, or leasing of facilities as an
alternative to purchase of a modular unit.

Request for Disposition of a Modular Unit

The disposition process for a modular unit depends on how the unit was classified in the grantee’s financial records
(real propetty or equipment) at the time of purchase and during its period of ownership by the grantee. A grantee
may not change the historic classification of a modular unit for purposes of disposition. If classified as real
property, the unit is subject to the disposition requirements described in 45 CFR §75.318(c) and 45 CFR §75.308
(c){1){xi). A unit classified as equipment is subject to the disposition requirements described in 45 CFR §75.320(¢)
and 45 CFR §75.308(c)(1)(xi}. For more information, please see the ACF Property: Disposition website.

Real Property

When the modular unit has been classified as real property, the grantee is required to submit SF-429 with
Attachment C in the GrantSolutions Online Data Collection (OLDC) to regquest approval for disposition of the
unit. Note that line 14e requires the grantee to enter the third-party appraised value of the real property (current
market value). Current market value must be established by an independent certified real property appraiser (no
more than three years old). The appraisal must be uploaded to the SF-429 Attachment C in GrantSolutions
OLDC to verify the current market value amount.

The modutar unit should be appraised separately from the land upon which it is located. The appraisal must clearly
indicate the appraised value of:

1. The land, if owned by the grantee

http://hsicc.cmail19.com/t/ViewEmail/j/17825A00551284582540EF23F30FEDED/01D24F... 3/5/2020
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2. The modular unit value in its existing location

Modular units classified as real property are usually firmly attached to the land upon which they are focated. If the
grantee does not own the land, all costs related to the proposed disposition {e.g., demolition, site restoration,
takedown, moving, and new site preparation) must be identified in the disposition request. If the overall cost of all
disposition options result in a net value that is $0 or less, there is no value for OHS to recover in the modular unit.
The Office of Grants Management (OGM) will review all disposition requests in which there is no recoverable
value. If there are no Issues or concerns, the respective Grants Management Officer (GMO) wili approve release of

the federal interest.
Equipment

When the modular unit has been classified as equipment and has a current market value of $5,000 or more,
grantees are required to submit the Tangible Personal Property Report—Disposition Request using SF-428 with
Attachment C through the Head Start Enterprise System (HSES). Send correspondence to the GMO no later than
30 days before the proposed disposition. The modular unit may be retained, sold, or transferred as directed by the
Administration for Children and Families (ACF) in accordance with 45 CFR §75.320.

When the modular unit has been classified as equipment and has a current market value of $5,000 or less, the
modular unit may be retained, sold, or otherwise disposed of without payment of proceeds to the awarding agency
(45 CFR §75.320{e)(1)). However, proceeds must be recognized as additive program income and used only for
allowable Head Start program expenses. All requests for disposition instructions must be made in writing through
HSES Correspondence to the GMO no later than 30 days before the proposed change. If there are no issues or
concemns, the respective GMO will proceed with approval to release the federal interest.

Thank you for your work on behalf of children and families.
1 Dr. Deborah Bergeron /

Dr. Deborah Bergeron

Director

Office of Head Start

Office of Early Childhood Development

Office of Head Start (OHS) | 330 C Street, SW | 4th Floor Mary E. Switzer Building | Washington, DC 20201
httos://eclke.ohs.acf.hhs.cov | 1-866-763-6481 | Contact Us

You are receiving this email because you are signed up for Office of Head Start communications. If you prefer not to receive
emalls of this sort In the future, you can unsubscribe here. You also may modity yvour ECLKC email subscritions. Recipients
subscribed through the Head Start Enterprise System (HSES) must be removed from HSES by their program or office.
Please do not reply to this email. Contact customer service for additional support.

http://hsice.cmail19.com/t/ ViewEmail/j/17825A00551284582540EF23F30FEDED/01D24F...  3/5/2020
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FY 2020 Head Start Funding Increase
ACF-PI-HS-20-02

U.S. Department
of Health and Human Services

ACF
Administration for Children and Families

1. Log Number: ACF-PI-HS-20-02

2. Issuance Date: 03/11/2020

3. Originating Office: Office of Head Start

4. Key Words: Consolidated Appropriations Act; Appropriations; Fiscal Year
(FY) 2020; Funding Increase; Cost of Living Adjustment (COLA); Quality
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Program Instruction

To: Head Start and Early Head Start Grantees and Delegate Agencies
Subject: FY 2020 Head Start Funding Increase

Instruction:
President Trump signed Public Law 116-94, the Further Consolidated

Appropriations Act, 2020, on December 20, 2019. Included is
$10,613,095,000 for programs under the Head Start Act, an increase of $550
million over the fiscal year (FY) 2019 funding level.

This increase includes $193 million to provide all Head Start, Early Head
Start (EHS), and Early Head Start-Child Care (EHS-CC) Partnership
grantees a 2% cost-of-living adjustment (COLA); $100 million for expansion
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of EHS and EHS-CC Partnerships; $250 million for quality improvement; and
$4 million to re-establish the Tribal Colleges and Universities Head Start

Partnership Program.

This Program Instruction (Pl) primarily provides information about the COLA
and quality improvement funds available to grantees in FY 2020 and
describes the requirements for applying for these funds. All Head Start, Early
Head Start, and EHS-CC Partnership grantees are eligible to receive COLA
and quality improvement funds. Grantees subject to competition for continued
funding through the Designation Renewal System (DRS) are entitled to
COLA funds through the end of their current award. However, the
Administration for Children and Families reserves the right to delay decisions
on quality improvement funding until the outcome of the DRS competitions
has been finalized.

Preliminary information is also included on availability of competitive funding
for EHS and EHS-CC Partnerships expansion and the Tribal Colleges and
University Partnership grants, with more details coming in the near future.
State Collaboration grants are not eligible for the COLA due to the statutory
cap on their funding in the Head Start Act.

FY 2020 COLA

Each grantee may apply for a COLA increase of 2% of the FY 2019 base
funding level. Base funding excludes training and technical assistance funds
and any one-time funding received during FY 2019.

Grantees must use COLA funds to permanently increase the Head Start pay
scale by no less than 2%. This includes salaries of current staff and the pay
range of unfilled vacancies. An equivalent increase must be provided to
delegate agencies and other partners to adjust their salaries and scales. Any
grantee concerned that they cannot increase salary due to wage
comparability issues should ensure public school salaries for kindergarten
are included in their considerations.

Sections 653 and 640()) of the Head Start Act provide further guidance on the
uses and limitations of COLA funds. Sec. 653 restricts compensation to a
Head Start employee that is higher than the average rate of compensation
paid for substantially comparable services in the area where the program is
operating. It also prohibits any Head Start employee from being compensated
at a rate higher than that of an Executive Schedule Level Il position, including
employees being paid through indirect costs. Sec. 640(j) of the Act requires

https://eclkc.ohs.acf.hhs.gov/policy/pi/actf-pi-hs-20-02 4/2/2020
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that the compensation of Head Start employees must be improved regardiess
of whether the agency has the ability to improve the compensation of staff
employed by the agency that do not provide Head Start services.

Any grantee proposing a COLA percentage less than 2% across its pay
scale, or differential increases between delegates or partners, must justify its
rationale in its budget narrative.

As specified in Personnel policies, 45 CFR §1302.90, each grantee is
required to establish written personnel policies and procedures that are
approved by the governing body and Policy Council or policy committee.
They must be available to all staff. Review your personnel policies and
procedures since they may contain information relevant to this COLA.

Any remaining funds may be applied to fringe benefits costs, or to offset
increased operating costs in other areas of the budget. This includes
increased costs in rent, utilities, facilities maintenance and insurance,
contractual arrangements, vehicle fuel and maintenance, supplies, and
equipment.

FY 2020 Quality Improvement

Each grantee will be allocated a proportionate amount of quality improvement
funding based on the number of slots they are funded to serve
(approximately $250 per Head Start slot and $350 per EHS slot). However,
there will be a minimum floor established to ensure all grantees are able to
make a meaningful investment in quality, consistent with Sec. 640(a)(4)(C) of
the Head Start Act. Grantees are strongly encouraged to invest this funding
into ongoing program efforts and activities that help better incorporate a
trauma-informed approach that will support children, families, and staff
impacted by adverse experiences. Activities must align with Sec. 640(a)(5) of
the Act, as outlined in Attachment A [PDF, 100KB]. However, programs are
not bound by the requirements that at least 50% of the funds be used for staff
compensation or that no more than 10% of funds be used on transportation.
Further, pregrams have flexibility to use any amount of their quality
improvement funding on Early Head Start and/or Head Start, based on
community needs, and not to exceed the total amount available in a given
grant. If a program chooses to use this flexibility, they must justify how this
approach supports the greatest needs of their community.

Importantly, grantees should consider ongoing, sustained investments in
quality improvements, as opposed to one-time investments, while also
acknowledging one-time investments in FY 2020 may be necessary to
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sustain ongoing quality improvement. Grantees encountering other one-time
program improvement needs are invited to apply for supplemental funding as
needs emerge. These separate requests are addressed by priority and
subject to availability of funds. Below is further information on the definitions
of trauma and trauma-informed approach, developed by the Substance
Abuse and Mental Health Services Administration (SAMHSA) at the U.S.
Department of Health and Human Services (HHS).

Trauma occurs when frightening events or situations overwhelm a child or
adult's ability to cope or deal with what has happened. These kinds of
experiences cause an extended stress response and lasting effects on the
physical and mental health of the individual. Trauma can occur in the form of
a single event (e.g., a natural disaster or death of a close family member) or
as a series of events or chronic condition {e.g., substance misuse, domestic
and community violence, child abuse and neglect, extended homelessness,
or food insecurity). Exposure to traumatic experiences is more common than
most people believe, and the experience of trauma is highly individualized.
What is traumatic to one person does not necessarily have the same
traumatic effect on another person who experienced the same event or
situation. In addition to enrolled children and families, Head Start staff may
themselves experience trauma, as well as stress associated with their role in
supporting children and families impacted by trauma.

A trauma-informed approach is one that realizes the widespread impact of
trauma and understands potential paths for recovery; looks out for potential
signs and symptoms of trauma among children, families, and staff; fully
integrates knowledge about trauma into program policies, procedures, and
practices; and seeks to actively resist re-traumatization. Related activities
vary widely. They can include additional qualified staff to lower teacher-child
ratios or family service staff caseloads; enhanced mental health partnerships
and services for children and families; and transportation services. See
Aftachment B [PDF, 164KB] for additional information, including several
concrete examples.

There is also flexibility in the use of these quality improvement funds to meet
grantees' most pressing local needs. Therefore, a program may apply to use
quality improvement funds for activities consistent with Sec. 640(a)(5) of the
Act, except that any amount of these funds may be used on any of the
activities specified in such section. See Attachment A for the list of activities.
If a program applies to invest quality improvement funds in an activity or
activities specified under Sec. 640(a)(5) that are not directly related to
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promoting trauma-informed care and supporting children, families, and staff
impacted by trauma, the program must justify why this is the best use of
these funds.

The Office of Head Start recently held a webinar on the quality improvement
funding, and the webinar recording will be available on the Early Childhood
Learning and Knowledge Center (ECLKC) soon.

Application Requirements

Grantees are required to request COLA and quality improvement funds
through a grant application. Shortly, grantees will be issued a funding
guidance letter specifying each funding level and additional instructions on
how to apply for these funds. Grantees will be required to submit their
applications in the Head Start Enterprise System (HSES).

EHS Expansion and EHS-CC Partnerships

One hundred million dollars is available to support new grants for traditional
EHS and EHS-CC Parinerships to increase access to high-quality infant and
toddler early learning. Funding will be awarded by March 2021. A funding
opportunity announcement (FOA) is expected in summer 2020. This
announcement will equally prioritize EHS expansion and EHS-CC
Partnerships, as determined by the needs of local communities. More
information on this opportunity will be available later this year.

Tribal Colleges and University Partnership Grants

Four million dollars is available to fund grants to Tribal Colleges or
Universities who partner with at least one American Indian and Alaska Native
(AIAN) Head Start agency. The grants will be designed to:

* Increase the number of degrees in the early childhood education fields
* Provide assistance to Head Start staff and parents enrolled in such
programs

Develop curricula to promote high-quality services and instruction
Provide activities to upgrade the skills and qualifications of education
personnel

Offer technology literacy programs for AIAN Head Start agency staff

« Develop and implement virtual leaming opportunities

https://eclkc.ohs.acf.hhs.gov/policy/pi/act-pi-hs-20-02 4/2/2020
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Eligible entities will be Tribal Colleges and Universities meeting the definition
in Sec. 316(b) of the Higher Education Act of 1965. Funding will be awarded
by the end of September 2020. A FOA is expected in Spring 2020.

Please direct any questions regarding this Pl to your Regional Office.
Thank you for your work on behalf of children and families.
/ Dr. Deborah Bergeron /

Dr. Deborah Bergeron

Director

Office of Head Start

Office of Early Childhood Development

See PDF Version of Program Instruction:
FY 2020 Head Start Funding Increase [PDF, 161KB]
Historical Document
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From: Office of Head Start <no-reply@bhsicc.org>
Sent: Friday, March 13, 2020 1:55 PM
To: Catherine Villanueva
Subject: COVID-19 Wages and Benefits
View the web version Go to ECLKC

.—,f‘ .S, Department of Health & Human Services &“ Administration far Children & Families

& OFFICE OF HEAD START

COVID-19 Wages and Benefits

In addition to the general flexibilities in ACF-IM-H5-19-01, the Office of Head Stert (OHS) is providing the foliowing
additional flexibility regarding wage and benefits for employees impacted by Coronavirus Disease 2019 (COVID-
19) closures.

In response to COVID-19, OHS is advising grantees to coordinate with local health authorities and implement their
existing policies and procedures related fo closure of Head Start centers during infectious disease outbreaks.
Closure of centers in areas heavily impacted by COVID-19 is an important element of containing and limiting its

spread.

In recognition of the unique circumstances associated with COVID-19, OHS is directing programs to continue to
pay wages and provide benefits for staff unable to report to work during center closures necessary to address
COVID-19. During center closures, employees should continue to engage families and to deliver services to the

extent possible, remotely.

This additional emergency response flexibility is important to ensure critical grants management activities can
continue during closures. It will help ensure staff are ready and able to retumn to work as soon as it is possible to
resume operations. This flexibility remains in effect through April 30, 2020 unless further extended by OHS.

Office of Head Start (OHS} | 330 C Street, SW | 4th Floor Mary E. zer Building | Washington, DC 20201

hiips:/ieclkc ohs acf.hhs.gov | 1-866-763-8481 | Contact Us

You are receiving this emaii because you are signed up for Office of Head Siart communications. If you prefer not to
receive emails of this sort ir the future, you can unsubscribe here. You also may modify your ECLKC emall subscriptions.

Recipients subscribed through the Head Start Enterprise System (HSES; must be rem i fr sir program
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City of La Habra
Early Head Start Program
Summary of the Continued Funding Application 2020-21

The City of La Habra, Early Head Start program would ilke to submit a refunding
application to Orange County Head Start, Inc. (Grantee) to continue to provide
services 50 early head start eligible children and/or pregnant mommy.

The current program philosophy continues to describe how the agency will
provide services to the community. The Purpose of the City of La Habra Early Head
Start program Is to provide a positive and nurturing experience in a safe, supportive
and active learning environment. The needs of the children are met with regard to
their level of development, their individuality, and the cultural diversity among them.
Children are encouraged to make cholces. They learn to solve problems, and to be
responsible. City of La Habra Early Head Start program Is working towards a cohesive,
efficient, and effective collaborative system of care for children, youth, adults and
older adults in the community. The mission is to provide high-quality efficient and
effective comprehensive mental health and services to a community of children, ages
0-3, and their families and pregnant moms. Services are designed to be optimally
effective, complete, accessible, as well as satisfy the racialfethnic, cuitural and
linguistic needs of the population.

Recruitment area will remain the same, only within the City of La Habra. Families
who do not live in L2 Habra but would like their child to participate In the program will
need to be approved by the Grantee, prior to enroliment.

For the 2020-21 fiscal school year, the City of La Habra is being funded for 50
children In the early head start program and will continue to provide the home-base
program option for the families, which meets the needs of the families In the

community.

The City of La Habra will use the selection criterla of Orange County Head Start,
Inc. (Grantee) and the ranking of the priorities is based on the needs from the
community assessment results. Priority will be given to children who are categorically
eligible based on the Early Head Start requirements and children will be enrolled with
the highest points first, based on their rank as defined in the Eligibllity Priority Points.
The program is also required to utilize the Eligibility, Selection, Recrultment, Enroliment,
and Attendace (ERSEA) policies and procedures set forth by the Grantee,

P

Program Goals
As indicated in the continued funding guidance from OCHS, the early head start

program goals must reflect the goals of the grantee. The program goals for 2019-2024
school year are as follows:
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Goal #1: Community Awareness:
City of La Habra EHS Program will increase community awareness of the quality school
readiness programs and integrated support services provided to children and families. |

Objective 1: | Increase the City of La Habra EHS Program presence in the community
~and on the internet. ]
Measure 1: Develop a City of La Habra EHS Program Facebook account
in year one, and increase the number of Followers, Likes and Shares on
Facebook by 10% each year over the subsequent four years.
Measure 2: Redevelop the Gty of La Habra EHS Program Facebook
website in year one, and increase the number of people visiting the
_ website by 5% each year over the subsequent four years.
Measure 3: Increase allendance at open house events by 10% each
, | year over the five-year period, )
Objective 2: ' Increase City of La Habra EHS Program collaborations with community |
_agencies. .
Measure 1: Develop a coordinated communtly referral process in year
one, and increase the number of agencies participating in the referral
process by 50% each year, and the number of referrals received by 5% |
| each year, over the subsequent four years. -
Measure 2: Increase the number of Clty of La Habra EHS Program
centers hosting open house events by at least 25% each year, with full
implementation at all centers by the end of yearfive. =~
Measure 3: Atfend at least one communily meeting per quarter per
Manager to maintailn active partnerships, promote, and provide updates
_and announcements, regarding Clty of La Habra EHS Program services.
Measure 4. Participate in at least tow communily events aqross the
county of Orange by providing an information booth to promote Gty of |
|  La Habra EHS Program services each year over the five-year period.
' Objective 3: | Strengthen City of La Habra EHS Program relationships with the school
districts.
Measure 1: In year one, conduct an analysls of current transition and
~ collaborative activities at each City of La Habra EHS Program center.
Measure 2: In year one, evaluate and update alf current school
. | readiness Memorandum of Understandings. _
' Measure 3: In years two through five, develop a comprehensive set of
MOUs based on the unique characteristics of each school district that
Head Start children bransition into, and implement the MOUs with at
least 25% of school districts per year with full implementation with all
school districts by the end of year five. |
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Measure 4: In years two through five, develap a comprehensive plan for
collaboration with each elementary school based on the unique
characteristics of the school district, and implement the plan with at |
25% of Clly of La Habra EHS Program tolal centers per year with full
 implernentation at all centers by the end of year five.

| Goal #2: Parent and Family Engagement
City of La Habra EHS Program will increase parent and family engagement across all ‘
' program areas and activities to promote family resilience.

Objective 1:

' Objective 2:

' Objective 3:

Objective 4:

Increase participation in City of La Habra EHS Program parent
- engagement programs:
Measure I. UCLA by 5% each year (Healﬂ'l/OraI Health/Mental Health)

| Measure 2: PNA by 5% each year (Nutrition)

| Measure 3: SAM by 5% each year (Health and Safety)

Develop, implement, and expand a Parent as Educators program
 (Education) — o |
Measure 1: In years one and two, develop the Parent as Educators |
| program. .
Measure 2: In years three through five, implement the program and
_ Increase participation by at least 5% each year in years four and five.

" Increase quality of, and participation at, parent committee mee meetmgs

Measure 1: In year one, conduct an analy.s'is of current parent'
mmmdteepracbce:ateamatyofLaHabra&Engramcentar
Measure 2: In year two, develop a comprehensive format for
implementing parent committee activitles to Include agency priorities |
and regulatory requirements, while considering the unlquel
characteristics of each center:

‘ Measure 3: In years three through five, Increase parent participation by
| at least 5% each year.

‘Implement and expand an agency-wide research-based parenting |
education curriculum.

Measure 1: In year one, one, conduct an analysis of current parent education
programs offered at each Cily of La Habra EHS Program centers, select
one curriculum to be used agency-wide, and develop a comprehensive
| pfan for implementation.

Measure 2: Implemmt the selected curriculum agenqr-wia'e

 Measure 3: In years three through five, increase parent participation by
~ at least 10% each year.

' Measure 4: In years three through five, measure the | impact of the
program through parent survey.
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| Goal #3: Staff Development
‘ City of La Habra EHS Program will implement a comprehensive set of practices for

| recruitment,, retention and development of responsive staff.
Objective 1: | Improve personnel recruitment practices.

| Measure 1: In year one, develop and implement a strategic recrultment
and screening process. B
Measure 2: Increase the pool of eligible, well-qualified applicants by 5%
| - each year. - - -
| Objective 2:  Implement a systematic approach to staff training and professional

’ | development.

Measure 1: In year ane, conduct an analys:k afcurrentptacﬂces across

| the agency; develop a system to be used agency-wide; and develop a
‘ | comprehensive plan for implementation and tracking. —_— i
‘ Mesasure 2: In year two, begin Implementation of the system agenz.y-l

wide.
| Maasure 3: In year three through five-increase effectiveness by at Ieast
‘ 10% each year based on data reports and stalf survey.

Objed:lve 3: | Establish an agency wide approach for management and le Ieadershlp, and |
implement the approach 20% each year with full implementation by the
! __ end of year five.

Measure 1: In year one conduct an analys:sofcurrentleadership
practices across the agency; select a leadership approach to be used
‘ agency-wide; and develop a comprehensive plan for implementation.
| Measure 2: In year two, implement the selected leadership approach |
| agency-wide. _ o
Measure 3: In years three through five, evaluate effectiveness of
implementation based on leadership assessments

b. School Readiness Goals and Action Plan.

School Readiness Goals for Early Head Start were established in collaboration
with OCHS, as indicated in the refunding guidance, the early head start program would
have the same school readiness goals for the children enrolled in the program. The
2019-2024 early head start proposed school readiness goals are as follows:

Overall Goal: Chiidren transitioning to Head Start from Early Head Start will be able to
demonstrate abilities and knowledge as stated in the expectations described in the
Head Start Early Learning Qutcomes Framework (HSELOF) at the Infant/Toddler level.
Below are specific goals for program Improvement for school readiness in the areas
described: Approaches to Learning, Social and Emotional Development, Language
Development, Cognitive Development, and Perceptual Motor and Physical Development.
It Is expected that at least 90% of the children transitioning to preschool at 36 months
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old will be near, at or above age expectations as specified in the Californla Infant
Toddler Learning Foundations in all Domains and specific School Readiness Goals

Measures.

Approaches to Learning Domain

1. Child develops the capacity to comfort or soothe self in response to distress
from internal or external stimulation Child manages feelings and emotions

with support of famillar adults

» HSELOF Goal IT-ATL 1 - By 36 months, Child looks to others for help in coping
with strong feelings and emotions and uses strategies, such as seeking contact
with a familiar adult or removing oneself from a situation to handle strong

feelings and emotions.

> DRDP 2015 IT ATL 2 — Self Comforting: By 36 months, child will be able to
anticipate need for comfort and prepares self by asking questions, getting a
special thing, or in other ways in response to distress from internal or external

stimulation.

2. Child develops the ability to show persistence in actions and behavior
» HSELOF Goal IT-ATL 4 — By 36 months, child persists in learning new skills or
solving problems and continues efforts to finish a challenging activity or task with

support of an adult.
> DRDP 2015 IT ATL 1 - Attention Maintenance: By 36 months, Child develops the

capacity to pay attention to people, things, or the environment when Interacting
with others or exploring play materials that last for extended perlods of time

Social Emotional Domain

1. Child shows interest in, interacts with, and develops personal relationships
with other children.
» HSELOF Goal IT-SE 4 — By 36 months, child shows Increasing interest In
interacting with other children and shows preference for particular playmates,
such as greeting friends by name.

> DRDP 2015 IT Measure SED 4 ~ Relationships with peer: By 36 months, child
participates in brief episodes of cooperative play with one or two peers,
especially those with whom child regularly plays and develops friendships with
several peers

2. Child uses objects or symbols to represent something else.
» HSELOF Goal IT-C 12 — By 36 months, child uses familiar objects to represent

something else; improvises with props during pretend play, such as using a towel
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for a blanket or making a cookie out of play dough; and understands that some
symbols have meaning, such as a sign or a drawing.

> DRDP 2015 IT Measure SEDS - Symbolic Play: By 36 months, Child develops the
capacity to use objects to represent other objects or ideas and engages In
pretend play sequences with others

Cognition Domain

1. Child shows an increasing abllity to compare, match, and sort objects into
groups according to their attributes
» HSELOF Goal IT - C 10 - By 36 months, child sorts toys or other objects by
color, shape or size; orders some objects by size; and, identifies characteristics

of people, such as “Mom has black hair llke me.”

> DRDP 21015 IT Measure COG 2 - Classification: By 36 months, Child shows an
Increasing abliity to compare, match, and sort objects into groups according to
their attributes but not always accurately,

Language and Literacy Domain

1. Child uses Increasingly compiex language in conversation with others.
» HSELOF Goal IT-LC 5 — By 36 months, child uses sentences of three or more

words in conversation with others; asks and answers simple questions In
conversations with others; and, refers to past or future events in conversation

with others.

> DRDP2015 IT Measure LLD 3 - Use of Language Expressive: By 36 months,
Child’s communication develops from nonverbal communication to using
language with increasingly complex words using short phrases or sentences of
more than two words to communicate.

2. Child recognizes pictures and some symbols, signs, or words.
» HSELOF Goal IT-LC 11 - By 36 months, chiid will be able to point to and

names some letters or characters in their names; recognizes famiiiar signs on
a bullding or street; and attributes meaning to some symbols, such as a

familiar logo or design.

> DRDP 2015 IT Measure LLD 5 - Interest in Literacy: By 36 months, Child
shows Interest in books, songs, rhymes, stories, and other iiteracy activities
by looking at books page by page, or participates, from beginning to end, in
listening to storles, singing songs, or playing rhyming games, when supported
by an adult
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Perceptual Motor and Physical Development Domain

1. Child demonstrates healthy behaviors with increasing independence as

part of everyday routines
> HSELOF Goal IT-PMP 9 - By 36 months, child shows Increasing independence in

self-care routines with guidance from adults and puts on or takes off some
articles of clothing, such as shoes, socks, coat, or hat.

> DRDP 2015 IT Measure PDHLTH 6,7,8 — Personal Care Routines hyglene,
feeding, dressing: By 36 months, child will demonstrate some steps of own
hyglene routines, with specific adult guidance or demonstration; feeds self a
wide variety of foods using a spoon, fork, and an open cup; and, puts on
clothing that Is simple to manipulate, sometimes with adult assistance

2. Child Coordinates hand and eye movements to perform actions.
» HSELOF Goal IT-PMP 6 — By 36 months, child uses hand-eye coordination to

manipulate objects and materfals such as completing puzzles or threading beads
with large holes and uses hand-eye coordination in handling books, such as turning
pages, pointing to a picture, or looking for favorite page. -

» DRDP 2015 IT Measure PDHLTH 4 - Fine Motor Manipulative skills: By 36 months,

Child demonstrates increasing precision, strength, coordination and manipulates
objects with one hand while stabilizing the objects with other hand or with another

part of body.

3. 100 % of children will be up to date on Dental exams by transition to Head

Start/Preschool.
> Child Plus data report

The agency continues to have a high commitment to quality programming which
Is addressed through a wide variety of opportunities for staff to participate in and

receive additional training.

For this year, staff training was provided at the beginning of the school year and
during the Christmas break of the students. Training days were allocated for each
training session. Topics have been identified through the results of monitoring, self-
assessment, observations, and staff professional development plans to provide quality
staff training and program improvement. To continue with the agency’s development of
a High/Scope curriculum, staff will be provided training with an endorsed trainer.
Consultants and employees from Orange County Head Start provided trainings to staff
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on the scheduled training days. Staff receives release time to attend programs and
workshops addressing identified areas of interest.

A training day for the Parent Policy Committee and Community Services
Commission have been identified in the proposed budget in an effort to fully address
the requirements of Governance and to provide quality improvement to ensure the
members understand their roll to effectively oversee and participate in the agency’s

Head Start program.

The city of La Habra Early Head Start program will continue to provide Home-
Based option with two socialization activities a month.

Below Is a detailed description of the budget:
a. Personnel $306,976
b. Fringe Benefits $117,294
As with all previous budgets, the percentage of costs for the operation of the
program associated with personnel are the most significant and highest percentages of
the budget submittal. The budget preparations have been made with the most current
rates provided to the agency. However, it is anticlpated increases will occur in the city’s
assignment in workers compensation rates through the State of Califomia, as well as a
possible increase in the medical insurance costs. This year increases were felt in the
tax and health insurance costs, and the assigned PERS rate.

Administration of the program is provided through the part allocation of the
Division Manager, and Accountant. Additional funds are allocated to the administrative
services provided through the City of La Habra with the part assignment of salaries of
the, Deputy Director of Finance, Payroll Technician, Deputy Director of Administration,
Personnel Analyst, Account Clerk and Accountants.

The City of La Habra employees receive retirement benefits through the Public
Employee Retirement System (PERS). In addition, employees may participate in a
medical insurance program in which they may choose a provider of choice. The City
provides a stipend towards their full medical coverage cost. Additional funds are
aliocated for State Unemployment Insurance, Workers Compensation, and Medicare.

¢. Travel $0.00
This year the agency was able to assign funds for staff and parent participation

at a variety of quality training opportunities offered through both California Head Start
and National Head Start. Training and Technical Assistance funds will cover the costs of
trainings.
Trainings/Conference:
o National Head Start Conference (1 parent or 1 Staff)
o CA Head Start Conference (1 staff)
o Health Training
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d. Equipment $0 EHS
It is being anticipated that for the 2019-20 school year, no equipment will be

purchased.

e. Supplies $11,965
Classroom Supplies - Classroom supplies are the consumable curriculum

supplies, manipulative toys, and books for the classroom. The highest
encumbrance in this category Is for the classroom materials and supplies. The
agency has a firm commitment to provide the highest quality of classroom
educational activities for the participants, and as such has Identified a higher rate
than the amount required.

Transition Supplies

The agency will provide children with a ‘transition backpack’ with activities to
enhance their summer vacation learning opportunities.

Training Supplies

Funds are allocated to provide resources to staff during their participation in
training opportunities. Staff is provided funds to encourage and supplement
their participation in a variety of training opportunities. Training is an on-going
commitment in which the agency provides on-site training days, as well as, the
option of staff selection of approved trainings offered through additional
resources. Training and Technical Assistance budget will cover this section. This
also includes materials for Home-Visits and Socialization.

Medical and Dental Supplies for Children

Replacement of current first aid supplies for the earthquake kits, purchase of
toothbrushes and toothpaste for the dental care program provided to all children.
Parent Classes

It is hoped that additional parenting classes will be available for participants at
both sites. The funds allocated are for a mileage stipend for presenter,
participants and supplies.

Office supplies

Typical supplies associated with the operation of the numerous office activities,
to include pens, paper, clips, business cards, calendars, stationary and pencils.
Additional small amounts are budgeted for postage and outside printing.
Nutrition

Funds will provide meal service to parent volunteers as they join the children in
the meal service. Also, a small stipend has been included to allow light
refreshments at the Parent Policy Board Meetings.

f. Contractual $17,018
As stated, the agency felt the most cost effective approach to the provision of

quality services to the children and families in component areas is the utilization of
contract consultants. The program’s population (50} does not necessitate and funds
available are not sufficient to allow fuil-time personnel in component areas. Current
budget proposal is a *best estimate’ of the required services. On-going monitoring will
allow for adjustments and reallocation of funds if necessary.



Refunding Application 2020-21
City of La Habra
Page 10
Nutritionist
Health
Mental Health
Disabllities
Audit
Konica Lease (printer)

g. Construction
There is no budget allocated for construction $0.00

h. Other Costs $16,629
Liability Insurance (Child)
Building Maintenance
Utilities (water/electric/sewer/gas)
Security System
Postage
QOutside Printing
Pest Control
Professional Memberships
Staff local travel
Staff services (fingerprints/physicals)
CPR/1%t Aid
Bus Passes (parent transportation assistance)
PC Mileage and Babysitting Fee

Training and Technical Assistance $11,250 EHS
See T&TA Plan



CITYOFLAHABRA
EARLY HEAD START

_PROGRAM YEAR 2020-2021
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CITY OF LA HABRA

T [WONFEDERAL
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CITY OF LA HABRA
EARLY HEAD START - Administrative Costs
Computation Worksheet
PROGRAM YEAR 2020-21
Federal 461,260
Applicant (Non-Federal) 115,315
Total 576,575
15% x (Federal + Applicant) 86,486
| Worksheet Line ltem Cost
CD Manager (Director) $7,377
Accountant Il $4,219
Audit $1,071
(Utilities $1,200|
[Building Maintance (215 N. Euclid) $5,505
Supplies $2 500
Computer Services $4,834
Insurance $1,500
Total Administrative Costs 28,296
Per Quarter 7,074




CITY OF LA HABRA

EHS - Non-Federal Share/In-Kind

Computation Worksheet
Program Year 2020-21
Staff Salaries & Fringe Benefits Paid by Other Budget Amount
lFunding Sources that Supports the HS Program . -
Staff Salary and Fringe Paid by other funding 50,000
"Program In-kind Services
Parent Volunteers 16,444
Training 7,487
IFSP Services 33,152
|Other
Child Services Consultant
Consultants 1,200
Facilities
Building 12,000
Total Non Federal In-Kind 120,283
EHS-APPLICATION AMOUNT FOR NON FEDERAL (IN-KIND) 65,305




EARLY HEAD START PROGRAM APPROACH FORM

DELEGATE NAME City of La Habra
DELEGATE NUMBER: 09CHO011146-3
A. Total Center-based Enrollment
1. Part-day, Part-year
2, Full-day, Full-year
3. Fuli-day, Part-year
B. Total Home-based Enrollment 50
C. Total Funded Enrollment 50
Eo_m‘ain Schedule

Total Number of Full -Day Classrooms (1020 or more hours annually)

Number of Days in Operation per Week

Number of Howrs in Operation per Day

Number of Days aof Service per Year

Total Number of Part-Day Classrocoms

Total Number of Double Session Classes

Number of Days in Operation per Week

Number of Hours in Operation per Day

Number of Days of Service per Year

Total Number of Single Session Classes

Number of Days in Operation per Week

Number of Hours in Operation per Day

Total Number of Home Base Caseloads 10
Total Number of Home Visits per Child, per Year | 46
Total Number of Hours per Home Visit 1.5
Total Number of Socializations per Child, per Year 22
Total Number of Hours per Socialization 2

All totals must meet Head Start Requirements for minimum services




2020 - 2021 Delegate Agency Center Profile Matrix (City of La Habra)

AGENCY NAME: |ty of La Habra
PPRIMARY MONITORING CONYACT: Catherine Villanueva
AGENCY PHOWE: (562) 383 - 4270
AGENCY FAX: |(562) 383 - 4484
AGENCY EMAIL: |cvillanueva@lahahraca sov

CENTER # 1 CENTER # 2 CENTER # 3 CENTER #4 CENTER # 5 CENTER # 6 CENTER & 7

sg_m:aa Maln %

ADDRESS (Street/ Gty / State / ZpY:| . . oo

CENTER PHONE; |(562) 3834270

LICENSED CAPACITY:

CENTER DIRECTOR: —zmnzm__m Garcia

CENTER FSA/PSW:|Rosa C. Loper

CENTER TYPE (select one)z . " ““'1~

CLASSROOM # 1 OPTION (selact ane):|Home Based

CLASSROOM #* 1 SESSION (salect ane): [HB

CLASSROOM # 2 OPTION (select ane): [/icme Based

CLASSROOM # 2 SESSION (salect one): [HE

CLASSROOM # 3 OPTION (select ane): [Horme Based _

CLASSROOM # 3 SESSION (select ane): 2

CLASSROOM # 4 OPTION (salact ane): |Home Based

CLASSROOM # 4 SESSION {select ane)z |HE

CLASSROOM # S OPTION (select ane): [Home Based

CLASSROOM # 5 SESSION (salect one): 8

CLASSRDOM STAFF:

FUNDED ENROLLMENT:
06 OCHS Delegate Agency Center Profiie_La Habra 20%6-2+




2020-2021
TRAINING AND TECHNICAL ASSISTANCE PLAN




Self Assessment Tralning

Tralning covering  |In-House andfor Consultant Staff, members |The desired Participants will Fab-20 _»»8.8
the overview of of the Board of |outcomes of the complete an
the review Directors training is to ensure |evaluation at the end
instrument, the (Councll/Commi |that the agency of the training to
responsibilities of sslon) , Policy |conducts a determine the
the reviewers, Committee comprehensive self  |effectiveness of the
‘overview of the parents and assessment that training. The
program, Including Community identifies areas of  |completed self
rvices, systems, partnaers needed Improvement (assessment will be
ency goals and aswellasareasin  |one method of
objectives, which the agency Is  levaluation process.
Implementation of meeting or exceeding |One impostant factor
the area plans. its goals. is to determine the
effectiveness to
monitor the self
-assessment process to
-ensure that all
standards are
ChildPlis Training hands-on training |Grantee All Staff To be able to have  [Accurate reports are  |August 2020 and As |$0.00
regarding the accurate reports printed and subaited |Needd
childplus dita regarding the on a monthly basis.
systems. Working children and familles
with the grantee in the program.
regarding
reporting
Learning Genle Data System Hands-on Ttraining |Grantee All Staff To be able to have  |Accurate and complete August 2020 and As [$0.00
regarding Learning accurate reports and |assessment of each  |Needd
Genie and Grantee documentation of  |chitd during each
requirements for each dhlld enrolled in [assessment period.
data entry. the program.




[Parent Education Classes

Performance

Consultant , IN-House, Partners

Parents

Head Start
Program.

Reduced Incidences |Workshop Evaluations [Year-round |$s0000 |
[ Standard - of child abuse, and A _
requires support increase in parenting
to parents by practices that are
discussing and effactive, culturally {
Identifying appropriate/ _
appropriate refevant, that
responses to thelr promote pro-social _
child's behaviors, development, and
strengthening that Is respectful to
_ nurttiring, the language, culture _
supportive and family _
environments and composttion of the ‘
relationships in the child [
home and program |
and helping
parents to better 7
understand mental _
heaith Issues. ‘
[ | B
Awoua Training Power paint In-House and/or Consultant Board Members |The training will Tralning evaluations  |Cctaber 2020 and TGPS
presentations, _ ensure that the completed by the Monthly _
large group Board of Directors a |board. Monthly reports |
activitles, _ will understanding  |sent to the Board
handbooks, and their roles and regarding Head Start
opportunities for responsibliittes progress I
the Board to regarding the Head _ n
discuss the policies Start Program | _
_ and procedures _
7 regarding the 7




Policy Committee Training Didactic In-House and/or Consuitant Policy The destred outcome |Evaluation will indlude [October 2020 and $150.00 14
presantation, small Committee {is to prepare parents |parent satisfaction Monthly
groups and large Members In thelr roles as surveys, an
group activities, Policy Committee observations by staff
mentoring |members, and to conducting their
Members of the elect the officers of  |monthily Policy
outgoing Policy the Policy Committee |Committee meetings
Committee will to support parent  |to determine how
conduct the understating of prepare parents are in
election meeting. Iimportant program  [thelr roles.
Use of power point procedures, to
presentation and ensure parents
the use of a understand the goals
handbook of all the and objectives of the
materials covered agency and the
In the training. refunding process, to
Support parents as
advocates for thelr
head start centers,
Blood Barne Pathogen Training  [Health and Safety |Nurse Consultant Al Staff Yearly training for  |evaluation and safety |September-20 $0.00
health and safety practices to be
Iimplemented as _

L

neerded

Disabilities Services

0 use didactic

In-House, Consuitant, outside

Home Educators will [EHS Coordinator will  |August 2020 and on- $0.

Portfolia training, small agency trainings be able to effectively |monitor home visits to
group, hands-on screen and assess  |ensure proper use of
activities, children and use the |the assessment and
questions and resulls as a form of  [screening tools.
answers individualizing for the
opportunites, and children.
IDP Planning Training provided |In-House, Consuitant Home-Educators|Completed IDP for  |EHS Coordinator will August 2020 and  |$0.00
wilt have hand-on each child in the menitor lesson plans  |or-going
activities on program with a and IDP for full
completing an IDP follow-up plan Implementation.




IFSP Implementation Didactic training,  |Consultant __.__.._a.m_ﬁsa For Home-Educators [Evaluation of August 2020 and on {$0.00
groups, _ to Yearn laws and workshop will be going
'hands-on adtivites, regulations as well a5 |completed. Ongoing
and _ proper ronitoring and
_ documentation of the training (for new staff)
to . child's progress. wiit be conducted.
afl inclusion
are
towards
their IEP/ IFSP
Igoals and
‘objectives with
_Qn!lﬂ_u!
Working with Chilldnen with Didactic training, |Consultant Home-Educators|To ensure that staff  |Evaluation of Auqust-20 1$0.00
Disabilities-Federal Regufations  |small groups, understand the workshop wil be
hands-on activities, Federal regulations  |completed.
question and related to
answer children/families with
opportunities disabilities (ADA and
IDEA); to enhance
staffs” abilities to
work with children
with disabilitles; to
enhance gutcomes
for children with
disabilities, and to
develop staffs’ abifty
to access resources
in working with
children with
disabilities and thelr
familles,
Screening Taol: ASQ:SE ~ Performance Consultant, ousida agency Home-Educators| Timely identification |Evaluation of August 2020and  |$0.00
Review of tool and introduction  /Standand requires training and provision of workshop will be when available
to new teaching staff. the screening of mental heatth completed. Ongaing
child within inRial supportive services  monitoring and
45 days. Training training (for new staff)
will be provided to will be conducted,
staff.




Denver 11 Developmental

infants 0-3 months only




Pedestrian Safety Training will In-House, Consultant
provide hands on
opportunities and
activities that staff
and parents can
enhance into
family routines,

August 2020 and  [$50.00 y

children which isan |Pedestrian Safety
integral part of the  |Curroulum as part of

High/Scope Currucuium Hands-On training |In-House, Consuitant Home-£gucators |Home-Educators will EHS Coordinator will August 2020 and  |$0.00
will be conducted and Parents be able to implement |monitor home visits to |on-going

for all teaching what they have ensure proper use of

staff, learned during thelr the curriculum

Home Visits and

Training Evaluations.

The Florida State University; The [Hands-On training |In-House, Consultant Home-Educators |Home-Educators will [EHS Goordinator will August 2020 and on-$0.00

F5U Partners for a Healthy Baby _i=_=moo_ﬁ=nun and Parents be able to impiement [monitor hame visits to qgoing

Currlculum for all taaching what they have ensure proper use of

staff.

L




Language and Literacy Ongoing tralning  |In-House, Consultant, ELCKC 15- [Home-Educators Students wouki be  The children would be [August 2020 and on $0.00 n
and promotion of |minute training and Parents more interested In  |more interested In going
literacy to the reading and leaming |reading and learning {
children to read, about Iteracy. _
Avallability of books 7
and other fiteracy
supplles that would be _ _
avallable for the |
students, EHS _
Coordinator wil review _
lesson plans and \ _
monitor home
educators to ensure _
Inclusion and
Implementation of
Mathematical Concepts Ongoing training  |In-House, Consultant Home-Educators children would  |Avallability of math  |August 2020 and  |$0.00
and promotion of and Parents be more Interested in [supplies that would be on-going
math skills to the using and learning  |available for the _
children. about math. students. EHS
Coordinator will review _
lesson plans and
monitor home
educators to ensure
Incluslon and
implementation of |
DRDP Assessment Too! Staff will be In-House Home-Educators reports will EHS Coordinator will | August 2020 and on/$0.00
tralned on the toot! assist in developing  review lesson plans  |going
and how to the small groups and |and observe home
properly accurately give attention to visits to ensure Home- |
use and implement specific needs Educators are using
findings. partidpants have to (the DRDP-R i
accurately administer [assessment
the DRDP and Information In
implement finding In |planning activities for _
Home wvistts and the children,
Soclalizations. 7




CPRand First Aid

Hands-on training

Consukant

Home-Educators|To ensure that stalf [CPR Verfication As Needed _»NSS
and parents
understand how to
institute Arst Ald and
CPR, when needed
Workplace Safety Tralning OSHA Require- Consuftant All Staff Lower number of evaluation and saftey |August-20 |$0.00
ments workplace injury and |practices implemented i
Increase safety. on a daily basls.
|
_Qc._m> Conference Conference wili TBD 1 Staff Procedures and Staff will be ableto  [TBD Tm.aeobc ]
| Include workshop practices will include |share Important
and general updated updates with staff for
_ sesslon that focus requirements. enhanced
on Head Start development. _
sbac il tnnlcc i 1
National Head start Association |Conference will  |Columbus, OH 1 Staff or Parent|To enhance Staff will be able to  |April 19-23, 2021  ($4,050.00 |
Tralning Conference indude workshop awareness of Head  |share Important A
and general start principles and  |updates with staff for /
sesslon that focus program enhanced |
on Head Start enhancements. To  |[development. 7
specific bopics. {improve the delivery
of program services *
National Head start Association  |Conference will  |New Orleans, LA lParent &1  [To enhance their Parent and staff will |November 16-18, |$3,350.00 _
Parent and Family Engegement  (include workshop Staff roles In the program |be able to have a 2020
| and general better understanding _
session that focus of parent engagement
on Family In the program.
Engagement requiremants, 7
Er Wlle banles




CHILD DEVELOPMENT DIVISION
2020-2021 OPERATIONAL CALENDAR

Site Name W
Program Option
EARLY HEAD START EHS Home-Base omo-Base Full Year

Piace an "X" on each day your program will ba opsn for service. Please use a separis calendar (tab) for each program option and/or
variations with different start and end dates.

First Quartor —rr
July 2020 A 20 Se ber 2020
Su M T W [TH IF s M IT W [TH [F [sa | |su [m wW. |TH SA
Xl 2x s 1 TX| °X Xl x| |
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T TEX[TX|TX] TX] 7] F | [T 7K X[ "X =X T X T X T x| TX] FX] TR ]
TR IEX] TR 7% e B R [T 19X =% "%
El K
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Number of Socailization: 2 Number of Socailization: 2 Number of Socallization: 2
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Number of Home Visits: Number of Home Visits: Number of Home Visits:
Numbar of Socailization: 2 Number of Socailization: 1 Number of Socalization: 1
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Number of Home Vislts: Number of Home Visits: Number of Home Visits:
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T - Training Day X Socialization Days Number of Homs Visits: 46

I Holiday Number of Socialization: 22



Program Name: City of La Habra

Pra . Head b«&l Inc.

msﬁoca:é Chjldren & Farthes

Braoonve s \\

CAP due on April 10, 2020

Corrections due on

Date: March 11, 2020

June 9, 2020

ONGOING MONITORING CORRECTIVE ACTION PLAN (CAP)—Period 1

%Ogglggﬁﬁgm %Fﬂ.ﬁﬂs

wﬁs..;

Bﬁnﬂﬂﬁbﬂﬂ%_&zdﬂo &o.ﬂeﬁﬂnﬂu by Delegate

e -

i

Regulation/ D
SAPPP or Compliance Compliance OCHS Assigned Person(s) for
Service | Level Measure Due Date Corrective Action Plan Responsible | Completion
Area (Description) | (Date)
] _ L
45 CFR Delegate has | CAP due 4/10/20, 30 | La Habra EHS Program was not fully cD 6/9/2020 |
§1302.15(a) Non- not ensured calendar days from | enrolled in the month of February Manager
ERSEA | Compliance | full enroliment issued date; when the children who turned 3 were
Delegate basedonthe | Comectionof Non- | o chinned out of the program. At EHS
Agreement Gity of La 6 \%N_uu__%%ﬂ_mumﬁ that time, children on the waitlist are | Coordinator
Section 12 | Habra's EHS days from _Rmma date | OVer-income or aged-out. The program
funded is unable to enroll due to the maximum
enroliment allowed number of children to be
level. | enrolled within the over-income

| category.

Delegate is actively recruiting familles
to enroll in the program. We have
been able to begin the enroliment
process for 3 new children even with
the COVID-19 pandemic. We are
continuously recruiting through sodial

Page1of13




[ [
_ znnm.».__ww_.n:\ or Compliance | Compliance oCHS Ksslaned Persan(s) ._.___“M._..n neﬂﬂ_aﬁco
Service |  Level Measure o Corrective Action Plan Responsible | Completion |  Action
Area {Description) Due Date (Date) Approval
{Date)
media and through parent referrals at \
__ this time. _
When the concern with the COVID-19
in over, program staff will be recruiting
in the WIC offices, regional center,
dinics, other places around La Habra.
On a monthly basis, CD Manager will _
send an enrollment updates to OCHS _
Director. _
_
45 CFR Non- Delegate did CAP due 4/10/20, 30 | Children who turned 3 while enrolled in | CD | 6/9/2020
§1302.70(b) | ' Compliance | not obtain calendar days from | the EHS program was dropped at the | Manager _
ERSEA prior approval issued date; end of the month of their 3" birthday.
Delegate from the Q:mn_q% auo__. | These reflected children enrolled EHS
Agreement grantee to Qmww_uu _%%M_mummq  passed their 3 birthday. This has Coordinator
Section 12 | continue days a.o.:. Issued date | Deen the practice of the agency since it
_ providing EHS was a regulation that children
_ setvices for transition out of the program at 3
children that Instead of providing services through 7
. _ have tumed the end of the school year. 7
three years
old. As per Beginning in April, 2020, children who 7 |
the turn 3 will be dropped on the day of
_ Agreement for thelr 3™ birthday instead of the end of
_ Delegation of the month to ensure no child is
_ Early Head provided services after their 39
Start Program birthday.
Operations,
| the Grantee Transition will begin at age 2.5yrs to
' will not fund ensure the parents are well prepared

 the




ONGOING MONITORING RESULTS - Completed by Grantee Only

CORRECTIVE ACTION PLAN- To be Completed by Delegate

To Be Completed by
__Delegate

GRANTEE |
ONLY

I
. System
| Repulation/
or Compliance
SAPPP | e T
Area

Compliance
Measure
{Description)

OCHS Assigned
Due Date [

Corrective Action Plan

Timeline
Person(s) for
Responsible | Completion
(Date)

_
_
|
|

Validation | Validation
Steps of
Completion
(Date)

OCHS
Completion
of

Corrective |
Action
Approval

Subrecipient

| for a child
that is thirty-
six (36) \
months or
older and still
enrolled in
EHS If the
Subrecipient
has failed to
obtain and i
receive
Grantee

| approval.

(Date)

45CFR | Non-
§1302.12(c) Compliance
(2) ERSEA

Delegate
Agreement
Sectlon 12

Delegate did
not ensure
enrollment of

a maximum of
ten percent
(10%)

children

whose family
income
exceeds one
hundred and
thirty percent
{130%) of the
Federal

Poverty
Guidelines. _
As per the
Agreement for |
Delecation of |

CAP due 4/10/20, 30
calendar days from
lssued date;
Correction of Non-
Compliance due
6/9/20, 90 calendar
days from issued date

cb | 6/9/2020 |
Manager

| EHS
_ Coordinator | _

Page 30f 13



_ ONGOING MONITORING RESULTS - Complated by Grantes Only |

Regulation/ waa._.

ate GRANTEE qeamhc%i

Compliance Compliance
e | Service _.._.._.ﬁ_ Zowm._qo QCHS Assigned Correctlve Action Plan Completion
(Description) Due Date (pate) |
_ | |
_ Early Head | over-income category will be enrolled
Start Program | for the remainder of the school year.
Operations,
thisisa | EMS coordinator will track family
maximum and income and ensure each are
any child | determined eligible based on
enrolled that _ categories.
exceeds this
maximum will CD Manager will be responsible for the
be considered seconhd check of family information to
an “erroneous determine eligibility.
payment” and
|a ChildPlus reports will be collected at
disallowance. the end of each month to determine _
| eligibility Is within the guidelines. _
| { _ _
45CFR | _ | Delegate did | CAP due 4/10/20, 30 | Transitioning Pregnant Mother to | CD 6/9/2020 | _
§1302.101( | _ not calendar days from | Newhorn: Manager
b)4) | ERSEA Non- implement a issued date; All enroliment paperwork will be
Record | Compliance | recordkeeping | Comection of Non- | icie with the newborn child's EHS
Delegate | keeping | system to m\mvum.ﬁu_%%onm_mummq | information instead of keeping the Coordinator _
Agreement effectively days from Issued date | MOther’s paperwork (clarification _
Sections 12, ensure the regarding this process will be |
14 and 15 accuracy, requested).
_ . completeness, _
QCHS and Homelessness:
SAPPP consistency of Families will be determined homeless
| ER-03 ERSEA based on their responses to the _
Determining | documentatio questionnaire. Guidance and questions 7
, Verlfying n, primarily will be directed to the Division Director 7
and ' dueto instead of following the instructions
Documentin | transitioning | given by the TA team. 7 7
__q Bligibility | | pregnant |
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Compliance Compliance T ao...a&ﬁon—_m
SAPPP | Service |  Level Measure OSS fssigiied Corrective Action Plan Completion | Acion
Area {Description) Due Date (Date) Approvai
(Date)
| mother Documenting Enroliment Date: _
paperwork to Enroliment date in ChildPius and File
newborn; and will be noted as the first completed
misinterpretat home visit, In the past, enroliment
ion of new date was noted as when service was
procedures first provided (orientation) to the
regarding family.
homelessness
, and Agency will request a copy of the
documentatio ERSEA Policies and Pracedures of the
n of Grantee for 2020-21 to ensure the
enroliment agency follows the guidelines for
date. enroliment and TA will be requested.
| TA will be requested from the grantee
| regarding the enroliment for (1)
transitioning pregnant mother to
newbom, (2) homelessness category,
and (3) all ERSEA forms to be
completed. The request will specifically
ask for a staff who completes
paperwork to provide the TA.
Training regarding the ERSEA plan will
| be provided to staff. |
45 CFR Delegate does | CAP due 4/10/20, 30 | In the month of December, 1 home- | 6/9/2020 |
§1302.22(c) not have a calendar days from | educator went on maternity leave and _
[6)!0)] Educa- Non- system in issued date; caseload was divided among the ather
tion | Compliance | place to Corvection of Non- | 1orme-educators (now with a
Delegate ensure that Q@Mu..%%”.mumm_. temporary case load of 12) and 2 was
Agreement one home days adr _mm,.h& date | Given to the EHS Coordinator to ensure
Section 14 visit per week the maximum caseload given to each

5




pe . <nw.m.nwno= {n._.ww.no: naOn_M_
i m| on
_mnumu_vﬂ"h-.\ Compliance OCHS Assigned . ] Person(s) Corective & Completion _M_q |
:B.u_.-.a Due Date Corrective Action Plan Responsible | Completion Action (Date) | Comrective
Area {Description) Approval Action
(Date) Approval
| (pate)
per family is home-educator was with the allowed
scheduled and number. The agency was still in
completed compliance. With the emergency
during petods departure of a home-educator in
when the February program became over the
program Is allowed caseload. And, the cancelled
understaffed visits in January was not completed,
due to staff therefore weekly home-visits was not
leaves, completed because of the number of
absences and make-up visits needed from the
open cancelled January visits,
positions.
Program will determine a staff member
from the child development division
who can assist in the event a home- |
educator leaves and to take over the _ _
caseload. The staff member identified _

will be informed that shefhe will be a _
i substitute home-educator, in
emergency situations. 7

conducting home-visits in the homes; |
home-educators are connecting with
families more than once a week to _
7 ; make-up the cancelled visits from the

_
_ m
i _ ‘ With the COVID-19 concern of
| _
|

months of January and February.

EHS Coordinator is tracking visits to _ _
ensure make-up visits are completed
before the end of the school-year.
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home-educator was with the allowed
number. The agency was still in
compliance. With the emergency
departure of a home-educator in
February program became over the
allowed caseload.

Program will determine a staff member
from the child development division
who can assist in the event a home-
educator leaves and to take over the
caseload. The staff member identified
will be informed that she/he will be a
substitute home-educator, in an
emergency situation.

At this time, teachers from the other
Child Development programs have
been assisting the home-educators
with connecting with the families. Each
home-educator has a case load of 12,
EHS Coordinator is assisting the staff

| members to ensure the home-visits

Compliance
Level Zn"u....u on“w %mﬁ_'nﬂ_.na Corrective Action Plan Responsible | Completion
Area (Description) (Date) Approval
(Date)
SAPPS will be updated to reflect _
_ procedure.

. 45CFR Delegate did | CAP due 4/10/20, 30 | In the month of December, 1 home- cD 6/9/2020 |

§1302.22(b) not ensure a calendar days from | educator went on maternity leave and | Manager
Educati Non-  maximum Issued date; caseload was divided among the other 7

Delegate on | Compliance ' caseload of omw_,amn.ﬂw: of ._._‘os- home-educators {now with a EHS
Agreement twelve (12) &9 Bou %%M_mumﬁ temporary case load of 12) and 2 was | Coordinator
Section 14 families per days #o.:. issued date given to the EHS Coordinator to ensure 7
home visitor. the maximum caseload given to each
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ONGOING MONITORING RESULTS - Completed by Grantee Only ____. ' CORRECTIVE ACTION PLAN-To baiComplate - GRANTEE =) ToBe Complatad by | GRANTEE |
= N — * Validation | Validation | OCHS
Regulation/ | System ) 7 Timeline ocHs Steps of | completion |
SAPPP or Compliance Compliance OCHS Assigned . Person(s) for Corrective Completion of
Service Level Measura Due Date Corrective Action Plan Responsible | Completion Action {Date) Corrective |
Area {Description) (Datw) Approval Action
(pate) Approval _
- | ! . (Date) |
_ | and paperwork are completed _ _
accurately. _ |
Program is actively recruiting to fill the 7
home-educator vacancy. Interviews |
have been rescheduled until further |
notice. _
| SAPPS will be updated to reflect
procedure.
| | | | | | !
| 45CFR | _ | Delegate did | CAP due 4/10/20, 30 | Program will use the data from CCR | €D | 6/9/20 _
§1302.102(c not use calendar days from | instead of Leaming Genle. Manager _
Y1)2) | Educati Non- | aggregated Issued date;
on | Compliance | child-level Correction of Non- | program will align completion dates
Delegate | Data assessment 6 \%M.EW%M_M:_._MN . | With the grantee to ensure reports are
Agreement and data to days mo.a issued date provided in adequate time.
| Section 15 | Evaluati | analyze
on ' children’s | Program wilf use the grantee school |
| progress In readiness goals format to complete the |
alignment School Readiness goals/ Child Outcome
_ with the Head Report instead of the format used in |
| Start Early previous year's assessment report.
| Leaming
| Qutcomes
Framework or
the program’s
School _
Readiness
Goals.
45 CFR Delegate did | CAP due 4/10/20, 30 | A mesting will be conducted withthe | CD 6/9/2020
§1302.32(a) not calendar days from | 5| the Home-Educators to Inform ther: | Manager
_@ Non- | implementa issued date; - _ N
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LI Y gy vy || S

_ﬂam._b._vn_.uu.% n/ mﬁ“m.: Compliance Compliance = Person(s)
Service Level Measure Onu:mhﬁuﬂ_mn:an Correctiva Action Plan Responsible | Completion
_ Area (Description) Action |
Approval
| §1302.101( | Educati | Compliance | recordkeeping | Correction of Non- | about completing the planning section | EHS _ 7
b)(4) on system to Compliance due | for the following home-visit. Coordinator
Record effectively 6/9/20, 90 calendar
Delegate | keeping ensurethe | daysfromissued date | s coordinator will review all
Agreement accuracy, completed home-visit lesson plan
Sections completeness, forms weekly.
14 and 15 and _
consistency of Follow-up review will be conducted by
_ education the CD Manager, bi-weekly. CD
documentatio Manager will speak to the home-
n, primarily educator whose lesson plan forms are
due to all not completed accurately to review
sections of and complete forms.
the lesson
_ _ plan not being SAPPS will be updated to refiect
_ completed. procedure.
| | |
45 CFR Delegate did | CAP due 4/10/20, 30 | Dental Screenings completed from CcD | 6192020 | |
| §1302.42(b) | not ensure calendar days from | Healthy Smiles did not have an Manager _
[ ~d) Health Non- | timely follow- issued date; expiration date on ChildPlus. When |
| Follow- | Compliance | up and Carvection of Non- | dental screening information is EHS
Delegate Up intentionality | \mwm_mu_w.%mw_mumm_. transferred to ChildPlus, the default Coordinator |
Agreement of health days #o.a issued date expiration for screenings will be 6 |
Section 15 services to months from the date completed. FSA _
children and
_ families, A meeting will be conducted with EHS
primarily due staff to inform them of the new
_ to insufficient procedure. _
_ ' follow-up on _
_ dental FSA will print a monthly dental _ _ _
_ screeningsfex screening expiration and due dates _
_ ams and information. On the month prior to the _
_ due date. FSA will inform the parent of | | _
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Validation ocHS
. y of Completion
SAPPP or Compliance | Compliance OCHS Assigned Person(s) for Cotrective Completion of
Service Level Measure Corrective Action Plan Responsible | Completion Action {Date) Corective
Area {Description) Due Date (Date) Approval Action
_. (Dat=) Approval
(Date)
| vislon | the screening that needs to be _
referrals. completed for their child. Follow-up will |
| be conducted until screening is
| completed. _
_ Nurse Consultant will run reportson a
_ monthly basls to ensure no screenings
is part the due date. _
_ # All referrals are listed on a referral log,
i _ follow-up will be conducted monthly to
ensure all follow-up and concemns are
completed.
_ SAPPS will be updated to reflect
| procedure.
|
| 45CFR Delegate did | CAP due 4/10/20, 30 | When physicals are received from the | CD 6/9/2020
7 §1302.42(b) not calendar days from | parent, the Nurse Consultant or FSA Manager
- | Nutritio Non- Implement a issued date; will review the form for completeness.
(d) n | Compliance | recordkeeping | Comectionof Non- | ¢ yhere are information missing, the | EHS
| §1302.101( = Record system to srom danoe due | FSA will contact the doctor’s office to | Coordinator
b)(4} keeping effectively am\ y20, 0 cSSHar _ request the information.
ys from issued date
ensure the FSA
Delegate accuracy, | FSA will also inform the parent
Agreement | completeness, | regarding the missing information and _
Sections 14 | and request assistance for obtaining the _ _
and 15 | consistency of information. |
| nutrition _ |
documentatio | In the compliance measure description | _
n, primarily | mentioned, it was regarding the head _ .
due to circumference information of the child. | _
L | incomplete Because this information was missing .
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[ .
- Regulation/ Compliance Compliance
Saree Service _.M_B_ !owuc.d OCHS Assigned Caorrective Action Plan a“‘..ﬂo:hwn Completion oguhcﬁ
Area | (Description) e Action
Approval
(Date
data input of the child’s BMI information could not
growth be obtained. If the FSA is unable to
assessments, receive the information from the
doctor’s office regarding the head
circumference measurement, the nurse
consultant will complete the head
drcumference measurement to be able
to complete the BML.
_ SAPPS will be updabed to reflect
. procedure. _
|
45 CFR Delegate did | CAPdue 4/10/20, 30 | Delegate follows the PFCE process of | CD 6/9/2020
§1302.52(a) | not ensure calendar days from | the grantee, Delegate will request the | Manager
PFCE Non- | Family issued date; | imeline information from the grantee
Delegate Compliance | Success Plans | Correcion of Non- | v, ocyre orogram follows the required | EHS
Agreement were p Compllance due | y;rolinac. Coordinator _
/9/20, 90 calendar |
Section 15 | Sav_mﬂmﬁ days from issued date | | |
_ | within the EHS Coordinator will review progress _ |
OCHS | required | of Family Success Plans and follow-up _ _
SAPPP | timeline. dates and meet with the FSA to ensure |
FC-04 | follow-up is with in the timelines.
Family _
Success TA will be requested from the Grantee |
_ Plan regarding the use of the Task List on

ChildPlus to ensure we are able to note
_ due dates.

m%vmsw__umcunmnmnﬂoa_n_mn
procedure.

|
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| _ Validation | Validation OCHS
Regulation/ _ System _ 3 Timeline OCHS Steps of Completion
SAPPP or Compliance Compliance OCHS Assigned Person(s) for Comective Completion of
I Service Leve! Measure Due Date Corrective Action Plan Responsible = Completion Action (Date) Corrective
Area {Description) (Date) Approval Action
(Date) Approval
| | | (Date)
45 CFR _ Delegate did | CAP due 4/10/20, 30 | (o) | 6/9/2020 |
§1302.52(c) | not calendar days from Manager |
45CFR | PFCE Non- | implementa issued date; _
§1302.101( | Record Compliance | recordkeeping om”_mn.ﬂ_wﬂﬂ M_.M_- EHS i
b)(4) keeping system to 69 \no_., 50 ci | Coordinator |
effectively | days from Issued date |
Delegate ensure the FSA |
Agreement i accuracy, _
Sections 14 completeness, _
and 15 and
consistency of
OCHS PFCE
SAPPP dacumentatio
_ FC-04 n, primarily
Family due to
Success insufficient
Plan documentatio
n to support
the assigned
indicator on _
the Family |

Success Plans. _

*Non-compliances issued due to not meeting regulation n:.._\o.. Agency SAPPP requirements.

_Signature of Board Chairperson
Approval of Corrective Action Plan

Signature of Policy Committee Chairperson

Approval of Corrective Action Plan

Signature:

Date:

Signature:

| Date:




1 __ signature of Board Chairperson | Signature of Policy Committee Chairperson
_ _Approval of Validation of Correction - | Approval of Validation of Correction
Signature: Date: Signature: Date:
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Omnqﬁ County Head Start, .

Service Area Plans, Policies & Procedures

_ SAPPP Subject: | Recruitment of Children | SAPPP#: ER-02

B Part: | 1302-Program Operations | Approval Date:
l Subpart: A-Eligibility, Recruitment, Selection, Effective Date: [Eﬁemve Date]

Enrollment and Attendance o
Sectlon Title(s): | Recruitment of Children | Revision Date: ! 1/22/2018
Performance | Lead )
standard(s): - 130713 Responsibility: | > Coordinator
Other '

HS Act: Regulation:

(A) Policy:
| Per Delegate Agency Agreement, the City of La Habra Early Head Start program will follow the Grantee’s ERSEA

Policies and Procedures.
Orange County Head Start, Inc. (OCHS) works to reach those families who are most in need of
services. The recruitment process utilizes a variety of ways for contacting families to ensure that the
neediest children from low-income families are recruited for the program. Applications will be solicited
from as many eligible families within the recruitment area as possible.

(B) Rationale:

In order to reach those most in need of services, a program must develop and implement a recruit-
ment process designed to actively inform all families with eligible children within the recruitment area
of the availability of program services, and encourage and assist them in applying for admission to the

(C) Responsibility:

ERSEA Manager, Community Outreach Advocates, ERSEA Specialist, ERSEA Data Entry Clerks, Center
Directors, Site Supervisors, Family Engagement Advocates, All staff when needed

(D) Procedure:

o Beginning with the Recruitment SAPPP, the ERSEA Plan will also consist of the Determining,
Verifying and Documenting Eligibility, Full Day Eligibility, Selection Process, Enrollment, Attendance,
and the Re-Enroliment Process Service Area Policies, Plans and Procedures (SAPPPs) as well as the
Selection Criteria Points. The ERSEA Plan will be based on information collected from the
Community Assessment, Ongoing Monitoring, and Self-Assessment data obtained throughout the
year. Annually, the Program Planning Committee will review and make recommendations on the
Plan, and the Policy Council and Board of Directors will approve any changes to the ERSEA Plan.

e Recruitment is the systematic way in which OCHS program identifies families whose children are
eligible for Head Start services, informs them of services available, and encourages them to apply
for enroliment in the program

« The OCHS Recruitment and Service Area include all of Orange County. Recruitment efforts focus
on the highest need census tracts and their surrounding areas based on the agency’s Community

ER-02 Recruitment of Children Page 1 of 3
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Assessment.
» The ERSEA Manager and Community Outreach Advocates (COAs) will facilitate the implementation

of the recruitment plan to ensure that all Orange County parents/guardians with children ages zero

to five, and pregnant women, with the greatest need, who could benefit from a Head Start/EHS

experience, have an opportunity to submit an application. These efforts will include efforts to
actively locate and recruit children with disabilities and other vulnerable children, including
homeless children and children in foster care.

» Recruitment efforts will occur continuously, and applications will be accepted throughout the year.
Intensive recruitment efforts will begin in January or February of the current year for the following
program year.

e The Family Engagement Advocates will recruit twice @ month to local businesses, community
agencies, neighborhoods and community events/forums in the area surrounding their center. The
bi-monthly FEA recruitment efforts will be documented in the Center Recruitment Logs of ERSEA’s
public share folder by the end of each month.

o In January or February, the entire agency (or designated staff, when needed) will participate in an
“Agency Recruitment Kick-Off Day” conducting door-to-door recruitment in neighborhoods located
in target areas.

« Beginning in January, the COAs will continue with intensive recruitment efforts. Recruitment
Strategies will include, but will not be limited to the following:

o Sending recruitment notices in English, Spanish and Vietnamese home with currently enrolled
Head Start children;

o Distributing recruitment nctices at elementary schools;

o Recruiting children from community agencies, motels and shelters serving homeless families,
and working with the Orange County Department of Education Homeless Liaisons to recruit
children who are homeless;

o Working with the Social Services Agency to recruit children in foster care, and children still living
with their families but who are at risk of being placed in foster care;

o Contacting each School District’s Special Education Department for referrals of young children
who are disabled and for whom Head Start would be the Least Restrictive Environment;

o Contacting community agencies such as Regional Center, California Children’s Services, and
Child Protective Services for referrals of preschool age children who are disabled or at risk;

o Working with community agencies such local health clinics, WIC clinics, and shelters for
referrals of pregnant women and infants;

o Making requests to Community Centers located in target areas to distribute program related
information to residents in their neighborhoods;

o Making requests to Faith-Base organizations located in target areas to distribute program
related information to constituents in their congregation;

o Contacting community agencies working with children and families at risk (e.g., Cal-Works,
TANF, WIC Clinics, Shelters, Salvation Army, Social Security office, etc.) for referrals to Head
Start;

o Posting recruitment notices on bulletin boards in supermarkets and local neighborhood shops;

o Recruiting through word-of-mouth: talking to people at hairdressers, grocery stores,
laundromats, nail salons and churches, and encouraging parents to talk with neighbors, friends
and family;

o Attending community meetings and actively speaking out about the program:
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o Working with the Parent, Teacher Association at the Elementary Schools where Head Start and
Early Head Start Programs are located at or near;

o Holding open houses and inviting the community to see the program;

o Participating in community health fairs and other events, including the OCHS Annual Open
House;

o Hanging recruitment banners at Head Start centers;

o Posting recruitment information on the agency website and on social media;

o Submitting recruitment information to other community agencies to publish in their resource
guides and/or on their websites.

o Distribute recruitment materials on a bi-monthly basis to the agencies that we have a
partnership with and all the agencies that participate in our Annual center Open House events

An Enroliment Referral Form will be provided to community agencies to refer children to OCHS
the community agency will electronically fax or e-mail the completed form to the ERSEA Manager.
The ERSEA Manager will give a copy of the form to the ERSEA Data Entry Clerk to enter and attach
into ChildPlus. A copy will be given to the ERSEA Specialist to contact the parent. (See Determining,
Verifying and Documenting Eligibility SAPPP).

Staff will ensure that a minimum of ten percent of OCHS's funded enrollment is filled, and
maintained, by children with disabilities who have a current Individual Education Plan (IEP) or
Individual Family Service Plan (IFSP). OCHS staff will recruit children who have all types of
disabilities.

All recruitment efforts will be tracked by all staff participating in recruitment efforts on a

Recruitment Log.
The ERSEA Data Entry Clerks will keep a monthly tally of recruitment efforts at the end of each

month.
All Recruitment Logs will be submitted to the ERSEA Manager for record keeping and reporting.

(E) Forms:

o Enrollment Referral Form
¢ Recruitment Flyer

« Enroliment Application

» Recruitment Log

(F) Additional Resources:

+ Determing, Verifying and Documenting Eligibility SAPPP
o Full Day Eligibility SAPPP

o Selection Process SAPPP

o Enrollment SAPPP
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Service Area Plans, Policies & [Procedures

Determining, Verifying and
SAPPP Subject: Documenting Eligibility (Intake and SAPPP#: | ER-03
Eligibility) ]
. Part: 1302-Program Operations |_Approval Date:
_ A-Eligibility, Recrultment, Selection, . N .
Subpart: f Enrollment and Attendance Effective Date._ [Effective Date]
. , Determining, Verifying and . . o
Section Title(s): Documenting Eligibility Revision Date: ' 2/12/2020
Performance Lead .
Standard(s): 1302.12 _Responsibility: | EHS Coordinator
. Other
HS Act: i Regulation:

(A) Policy:
Per Delegate Agency Agreement, the City of La Habra Early Head Start program will follow the Grantee’s ERSEA

Policies and Procedures.
The Orange County Head Start, Inc. (OCHS) Determining, Verifying and Documenting Eligibility procedure will
ensure that all eligible applicants are considered for Early Head Start (EHS) services. This procedure identifies
the children and families in Orange County that are in most need.

(B) Rationale:

In order to reach those most in need of services, a program must develop and implement a recruitment process
designed to actively inform all families with eligible children within the recruitment area of the availability of
program services, and encourage and assist them in applying for admission to the program.

(C) Responsibility:

Community Outreach Advocates (COA), ERSEA Manager, ERSEA Specialist, ERSEA Data Entry Clerks, ERSEA
Program Services Technician, Center Directors (CD), Site Supervisors, Family Engagement Advocates (FEA)

(D) Procedure:
| ChildPlus Related Terms and Definitions:

"New"™: A child whose information is entered into ChildPlus before his/her eligibility information has been
verified. A child will remain as AMew in ChildPlus until the family's eligibility documents (proof of eligibility and
proof of age) have been verified.

"Waitlist Date": When age and eligibility have been verified, the child's enroliment priority is assessed, and
the child is placed on the Waitlist.

“Abandoned”: When a child is removed from ChildPlus because he/she was determined to be over income
(+151% above the Federal Poverty Income Guidelines) for the program or no longer Interested. Children will
only be Abandoned in ChildPlus by the Community Outreach Advocate (COA), ERSEA Specialist or ERSEA

Manager.

ER-03 Determining, Verifying and Documenting Eligibility (Intake and Eligibility) Page 1 of 11
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Intake Procedure:

Eligible families with children ages zero to five, and pregnant mothers, must reside in Orange County.

Applications for families that reside outside of Orange County will be reviewed and approved by the Executive
Director on a case by case basis and will be based on the child’s best interest.

Determining, Verifying, and Documenting Eligibility Process;

When a parent/guardian (hereafter, parent) inquires about the program, staff will obtain contact
information from the family on the Enrollment Interest Contact Log and provide the parent with the
Application Documentation Checklist that lists the documentation needed to determine eligibility,
and additional documentation that is needed once the child is selected for the program.

o During the months of March to September the FEA will follow-up with prospective parents on a
weekly basis. The COA will take the original log to the Administrative Office and leave a copy at
the center in the Enroliment Interest Contact Log binder; logs will be picked up by the COA on a
biweekly basis during center visits.

o During the months of October to February the COA will take the original log to the Administrative
Office and leave a copy at the center in the Enroliment Interest Contact Log binder; logs will be
picked up by the COA on a biweekly basis during center visits and follow-up will be done by

either the COA or ERSEA Data Entry Clerk.
o All original Enrollment Interest Contact Logs will be filed in the Enrollment Interest Contact Logs

binder.
New Online Applications will be reviewed by the ERSEA Data Entry Clerk (ERSEA DEC) upon receiving

the ChildPlus Online Application Submitted email. The ERSEA DEC will ensure that the appropriate center
options and program funding were selected based on the child’s age. The ERSEA DEC will also review
the information for any duplicate records in ChildPlus and merge the information if a duplicate record Is
found. The ERSEA DEC will send out an email to the parent with the Application Documentation Checklist
to confirm receipt of application, Online Application Attempt to Contact — 1% Interview Letter and request
for the parent to submit the required documents to determine eligibility within 45 calendar days.

o Using the Application Follow-Up tab under the Enrollment Module of ChildPlus, the ERSEA DEC
will schedule to follow-up with the parent within 15 calendar days to conduct the First Interview,
review the information submitted online and fill out a hard copy Enrollment Application, Interview
Certification Part I and Housing Eligibility Verification Form. During the phone interview the
ERSEA DEC will request the child’s proof of age documentation, immunization record and family’s
proof of income, if not already received. The ERSEA DEC will document in ChildPlus Enroliment
Notes the phone interview and will also reference to the date the parent completed the online
application. If unable to conduct the First Interview with the parent during the first attempt, the
ERSEA DEC will schedule two additional attempts to contact the parent. Each follow-up will be
scheduled 15 calendar days out. On a weekly basis the ERSEA DEC will run ChildPlus Report
APPFL to prioritize New Online Applications pending the First Interview. If no contact is made by
the parent by the third attempt, the ERSEA DEC will abandon the child’s online application
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program year record. Upon receiving the required eligibility documents the DEC will notify the
COA via email (cc ERSEA Manager and ERSEA Specialist) that no documents are pending and the
application is ready for second interview. The COA will have 3 business days to contact the
parent and determine eligibility following the Eligibility Procedure (see below). The COA will email
or mail the parent the Online Application Attempt to Contact — 2™ Interview Letter. The COA
Second Interview contact attempts will be documented using the Application Follow-Up tab and
will be scheduled every 15 days for a total of 3 attempts. On a weekly basis the COA will run
ChildPlus Report APPFL to prioritize New Online Applications pending the Second Interview. If by
the third contact attempt there is no response or contact by the parent, the COA will abandon
the child’s online application program year record.

In person, Interview, Part I:

When a parent comes to apply for the program with income and age documentation, the FEA, CD, Site
Supervisor or the COA at the OCHS Administration Office, will assist the parent through an interview
process,
Enroliment Application, Sections 1-3;
Housing Eligibility Verification Form
Interview Certification Form — Part 1
The interview with the parent will consist of asking questions regarding the information the
parent has provided on the Enrollment Application and the Housing Eligibility Verification Form.
Proof of Residency Form, if applicable
If the family is interested in full-day, center-based services, staff will inform the family that the parent(s)
must be employed or in job training at least 20 hours a week, Monday to Friday, or attending school for
at least 9 units, (For a two parent family, both parents must meet this criteria.) (See Full Day Eligibility
SAPPP.) In addition to eligibility documentation, the parent(s) will need to have the employer complete
the Employment Verification Form or submit a class schedule.
The parent and the staff member will then sign the Interview Certification Form once the interview is

completed.

When collecting income documents COA, FEA, CD/Site Supervisor must obtain all sources of income generated
in the 12 months preceding the month the application is submitted.

Income Preference

1040 Income Tax Returns, if at the time of application the parent(s) continue to be employed at the
same place

W-2 Forms, if at the time of application the parent(s) continue to be employed at the same place

At least one full month of consecutive pay stubs, unemployment, disability, or other sources of non-
employment income must be submitted. Sources of income include:

For parents who do not work or have any other source of income a Self-Declaration Form is completed.
(See Application Documentation Checklist)

Before entering the application in ChildPlus the FEA/Center Director/Home-Base Supervisor/Site
Supervisor or COA will do an advance search in ChildPlus to determine if the family members are already
in the system. (See Entering Applications in Child Plus instructions in ERSEA Training Material folder in
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Public Share)
Staff will create a “new” applicant entry in ChildPlus using the information from Sections 1-3 of the

Enroliment Application immediately or within two business days.

ChildPlus “New” applicant entry process
A. Click on Add New Family
B. Under Family Members
o Add Childinformation, enter:
1. First Name, Last Name
2. Date of Birth
3. Gender
e Add Primary Adult, enter:
1. First Name, Last Name
2. Date of Birth
3. Gender
+ Add Secondary Adult (if applicable), enter:
1. First Name, Last Name
2. Date of Birth
3. Gender
C. Community Awareness Tab
e Add How did you hear about us? information
D. Under Family Information
e Enter Address
s Enter Phone Number
E. Under Enroliment for
¢ Select Program Term
o Select Site
e Select Application Status (Pre-application)
* Enter Application Date
The COA, FEA, CD or Site Supervisor must also document in the Enroliment Notes section in ChildPlus all
pertinent information from the interview. NOTE: If the application is not entered in ChildPlus the same
day intake was done the COA, FEA, Center Director/Home-Base Supervisor/Site Supervisor must refer to
the date in which application intake was done after timestamping in Enroliment Notes. Once the
documentation has been completed in ChildPlus, staff will print the Enroliment Notes and attach them to
the top of the enroliment forms.
When all of the information is obtained and entered into ChildPlus, the Center Director/Home-Base
Supervisor/Site Supervisor or FEA will place the completed packet in the center's Completed Enroliment
Applications Folder for the COA to pick up. The Center Director/Home-Base Supervisor/Site Supervisor or
FEA will log the completed applications on the Required Eligibility Documents Checklist by entering
the child’s name and checking the documents received.
The COA will pick up documentation at least once a week for review. The following documents must be
present for the COA to pick up the Enroliment Application packet:

o Enroliment Application (Sections 1-3 completed)
¢ Interview Certification Form Part 1
e Housing Eligibility Verification Form
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Proof of Residency Form, if applicable

Copy of birth certificate (or other valid proof of age documentation)
Income verification

Immunization record (not required for homeless families)

Required Eligibility Documents Checklist

Employment Verification Form (HS/EHS Full Day only)

When the COA picks up the complete Enroliment Application packets at the center, the COA and the
Center Director/Home-Base Supervisor/Site Supervisor or FEA (or any other staff member in his/her
absence) will both sign the Required Eligibility Documents Checklist verifying that the packets
were complete and taken to the Administration Office by the COA. The Center Director/Home-Base
Supervisor/Site Supervisor or FEA will make a copy of the checklist for the COA and will keep the original
copy at the center.

A binder with the Required Eligibility Documents Checklists will be kept at the front desk to ensure
accessibility in the absence of the Center Director/Home-Base Supervisor/Site Supervisor or FEA.

Interview Part II:

The COA will conduct a phone interview with the parent within three business days of picking up the
completed Enroliment Application packet to complete the Family Member Information Form of the
Enrollment Application. The COA will ask the parent pertinent questions to determine if the child is
eligible for additional selection points {See Selection Criteria.) The COA will complete the Interview
Certification Form — Part II while conducting the phone interview with the parent.

The COA will request from the parent all additional applicable selection criteria verification or other
missing information, if needed. To request the information, the COA will call the parent and/or mail the
Contact Letter. The COA will provide the parent with the option of bringing this additional information
to the Head Start center, OCHS Administration Office, email, fax or a designated meeting location, if
needed. The COA will conduct biweekly follow-up from the date additional documents were requested
and keep any incomplete files in the New Applications Drawers.

If the child has an IEP/IFSP, the COA will request a current copy from the parent.

The COA will immediately begin documentation of action steps, family contact notes, referrals and
required follow-up on the Enroliment Notes in ChildPlus.

When an OCHS employee applies for their chiid the COA must provide all the enrollment documents to
the ERSEA Manager for review. The ERSEA Manager will be responsible for determining eligibility for the
child and must obtain approval from the Division Director of Program Services and Executive Director
prior to adding the child to a waitlist. If the identified child is a relative of any OCHS staff member, the
COA must inform the ERSEA Manager to obtain approval from the Executive Director prior to making an
enrollment offer.

The ERSEA Manager will then complete a Management Approval Form and submit it to the Division
Director of Program Services to obtain final approval from the Executive Director. Children that are
related to an OCHS employee may not be enrolled at the same center in which the employee is working.

Eligibility Pro ure:

The COA will review age and income documentation and determine eligibility within five business days of receipt
of the information. The COA will determine age and income eligibility based on the following:
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Age Requirements:

A. To be eligible for Head Start, a child must be at least three years old at the time of enroliment
and no older than five on or before September 1%,
B. To be eligible for the EHS program, the child must be between the ages of zero and two years,

nine months.
C. Pregnant women are served through the EHS home-based program. Proof of pregnancy must be

a written verification by a physician.

NOTE: In preparation for EHS Transition children who are 2 years 6 months at the time of application will have
eligibility determined for both EHS and HS.

Age Verification of the Child:

The COA must verify the age of the child by examining one of the following:

Certified Birth Certificate

Heaith Department Certificate

Immunization Card

Documentation from Social Services Agency for children in foster care

Other documentation may be acceptable with the approval of the Division Director of

Program Services.
o A copy of the verifying document will be attached to the application and the originals will be

returned to the parent.

Eligibility Requirements:

e The pregnant woman or child is eligible if:
A. The family’s income is equal to or below the poverty line; or
B. the family is eligible for TANF; or,
C. the child is homeless, as defined in part 1305.2; or
D. the child is in foster care.

If a child qualifies based on mare than one eligibility criterion, the child will be enrolled under the criterion with
the highest number of points. Never verify under multiple eligibility criteria.

Eligibility Verification

1. Income: The COA will verify the income of each of the parents in the family using one of the foliowing
documents. For two-parent families, the income of both parents must be verified, including parents with
zero income. The documents are listed in order of preference:

A. Individual Income Tax Form 1040, including parent’s signature on the second page,
always use this document unless it is not available. If the parent filed taxes electronically,
a printed confirmation (including the second page of the tax return) from the IRS with the
parent’s signature must be used for verification. A signature from both parents is
required if they filed jointly.
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B. W-2 Form (use this form if the Form 1040 is not available) Must ask for all W-2s given to
the family from the past calendar year.

C. Pay stubs (use consecutive months’ worth paystubs if neither the 1040 nor W-2 forms
are available) Verify using the parents pay stubs representing one full year of salary or at
the least one full month’s of consecutive salary. Take the average of the sum of all checks
using the gross pay before taxes. Determine how often the parent is paid (e.g., monthly,
twice per month, every two weeks, weekly). Multiply the average of the checks by the
total number of paychecks the parent receives in one year.

Monthly=12 checks
Twice per month=24 checks
Every two weeks=26 checks
Weekly=52 checks

D. Self-Declaration Form (use if items A through C above are not available, e.g., for day
laborers) Parent(s) will be asked to provide a statement self-declaring their source of
income and income amount that is signed under penalty of perjury. This form must be
used for declaration of zero income, additional family support income or verbal agreement

cash child support.

Public Assistance: If the family is receiving public assistance from Orange County, the parent must
submit official documentation showing current status (within the past three months of the date on the
application) as a recipient of public assistance (i.e., TANF or Supplemental Security Income (SSI)), on a
regular, not episodic, basis. (If anyone in the family is receiving SSI, the child is considered eligible.)

A child Is eligible, for the program, regardless of income if homeless or in foster care. Income will not be
collected from these families.

If the child is in foster care, the family must submit a copy of the court order or other legal or
government-issued document or statement of a govemment child welfare official demonstrating
the child is in foster care. (Kinship care is considered relative foster care under Title IV-E of the Social
Security Act and is therefore considered eligible.) Children left in the care of a relative without legal
guardianship documentation in regards to guardianship can complete an application. Their application
will be processed with guidance from the Division Director of Program Services and Executive Director on
collecting alternative paperwork that establishes guardianship.

When computing family income, the COA will use the calendar year immediately preceding the calendar year
in which the application is submitted, whenever possible, or the twelve-month period immediately preceding
the month in which the application for enroliment is made or whichever method more accurately reflects the
needs of the family at the time of application. If neither the last 12 months nor the preceding calendar year
accurately represents the family’s current economic status then the family’s current situation may be used to
determine eligibility. In such cases, the COA must annualize the current income to determine eligibility. For

two parent families, income must be verified for both parents.
Calculation of income must be completed by the COA on the Income Eligibility Worksheet and
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Calculation Table. For two-parent families, both parents must be listed separately on the Income
Eligibility Worksheet and Calculation Table (except when parents are listed as filing jointly on the
Income Tax 1040 Form) regardless of income. NOTE: Income documentation must not be collected or
verified for children who are homeless/foster eligible. These children will not have an Income Eligibility
Worksheet or Calculation Table in the file.

o The COA will determine family size. Family means 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. (Children 18 years
of age who are determined to be included in the definition of family will be recorded as children on the
Family Member Information form and in ChildPlus.)

e COAs will determine eligibility by checking the family’s income and family size against the current HHS
Poverty Guidelines. Income must be verified using the most current HHS Poverty Guidelines for the program
year for which the child is enrolling. Eligibility for children on the waitlist who had income verified the
previous year must be re-verified for the new program year.

s When computing family income, the income amount must never be rounded.

o Fligibility type, source of income, proof of age, and selection criteria points will be documented on the
Eligibility Verification Form.

e The COA will make a temporary file foider for the Enrollment Application packet and file in the FRSEA
Quality Assurance File Drawer 1.

e Within five business days, a designated available staff member (e.g. ERSEA Manager, ERSEA Specialist,
ERSEA Program Services Technician, or Division Director of Program Services) will do a quality check by
reviewing all documents in the temporary Enrolilment Application File and validating that eligibility was
verified correctly. The Income Worksheet and Eligibility Verification Forms will require a second signature
and date of the file review before the child can be added to the waitlist. The file will then be given to the
ERSEA Data Entry Clerks to input all demographics in ChildPlus.

¢ Within two business days of receipt of the Enroliment Application File, the Data Entry Clerk will change
the status of the child from New to Waitlisted in ChildPlus; enter all application information into ChildPlus
including income status, selection criteria, and family demographics. The Data Entry Clerk will make copies
of the child’s application and birth certificate (or other valid proof of age documentation) before giving to the
Program Services Technician to file in FRSEA Waitlisted Fife Drawers.

« Within two business days of receipt of the file, the COA will notify the parent by phone and complete the
Application Status Letter for the file, or will mail the parent an Application Status Letter to notify
them of the status of the application.

« If an over income family (+151% above the Federal Poverty Income Guidelines) does not meet any of the
exception criteria or if the child is not age eligible for the program, the COA will enter the date of eligibility,
family size, annual income and abandon the child in ChildPlus. NOTE: EHS transitioning children that are
over income (+151% above the Federal Poverty Guidelines) will not be abandoned and will be added to the
waitlist for Head Start. The COA will refer the family to other community preschool programs. All abandoned
files will be given to the ERSEA Program Services Technician to file in the ERSEA Abandoned File Drawers,

s A copy of the Application Status Letter will be kept in the file. The COA will then give the Enroliment
Application File to the ERSEA Program Services Technician to file in the FRSEA Waitlisted File Drawers.
ChildPlus will then rank the child on the Priority Waitlist.

If the parent is requesting full day services for the child, see the Full Day Eligibility SAPPP for further details.
If there is a special circumstance for which a child needs to be considered for enrollment, the ERSEA
Specialist, ERSEA Manager, PCFE Supervisor, Site Supervisor, Center Director or Education Manager will
complete a Special Circumstance Rationale Form and submit it to the Division Director of Program
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Services for review and approval by the Executive Director. The Speci;I‘Circumstance Rationale Form
will be filed in the child’s Eligibility File at the Administration Office.
e For next steps, see the Selection Process and Enrofiment SAPPPs,

Children with Possible Disabilities

o If a child has an IEP/IFSP, the COA will make a copy of the IEP/IFSP and any other supporting
documentation and will send copies to the Disabilities/Inclusion Manager for review. (See Identifying
Children With Possible Disabilities SAPPP.) A copy of the IEP/IFSP will be scanned to the IEP/IFSP scan
folder of Public Share. Within 5 business days the Center and Program Operations Administrative Assistant
will review and enter the IEP/IFSP information in ChildPlus for the Disablilities/Inclusion Manager to
determine eligibility under IDEA. _

e The agency may enroll up to 10% of children from families who are not income eligible if the child would
benefit from the program, such as a child with a current IEP/IFSP. In order for a COA to select a child in
this category, prior approval is needed from the ERSEA and Disabilities/Inclusion Managers. See the
Identifying Children with Possible Disabilities SAPPP.

e The agency may enroll an additional 35% of children from families with incomes that fall between the
poverty line and below 130% of the poverty line. In order to enroll children in this category, documentation
of outreach to children must indicate that the needs of the income eligible or children with disabilities who
would benefit from the program but are not income eligible (if the agency mandated 10% enrollment of
children with disabilities has not been met), are met first. In order for a COA to accept a child in this
category, the COA must inform the ERSEA Manager to obtain prior approval from the Division Director of
Program Services and the Executive Director,

NOTE: If the family expresses an immediate need or emergency during the intake and eligibility process the
center staff or COA will refer the family to outside resources and/or refer them to in-house services
immediately. All services provided will be documented in ChildPlus. (See Crisis and Family Emergency

Intervention SAPPP.)

Head Start Eligibility - Once a child has been found eligible and begins participation in the Head Start program,
the child will remain eligible through the current enroliment year and the immediately succeeding enroliment
year. If a child is determined to be age eligible to continue in the Head Start program for a third year, eligibility
must be re-verified and a new application and enrollment packet (if eligible) completed.

Early Head Start Eligibility - Once a child has been determined to be eligible and begins participation in the EHS
program, the child will remain eligible while participating in this program until their third birthday. When a child
transitions from EHS to Head Start, the family income must be re-verified and a new enroliment packet
completed (See Transition-Early Head Start SAPPP).

Once a child terminates from participating in the program the family’s eligibility must be re-verified for the child
to re-enroll in the program.

Note: When reviewing eligibility data in Child Plus, the following will be done:
e For EHS children, refer to Year 1 Eligibility
_ o For Head Start children, refer to Year 1 Eligibility for Year 1 and Year 2 participants; for Year 3
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participants, refer to Year 3 Eligibility

Fees

¢ Head Start and Early Head Start services are provided at no cost to all families that have been determined to
be eligible.

Fraudulent Misrepresentation
Head Start/EHS services are paid for with federal funds. Intentionally providing misleading, inaccurate or
untruthful information of a material nature could result in serious legal consequences for OCHS staff or parents

applying for services for their children.

By signing enrollment documents, parents are certifying under penalty of perjury that the income information
provided is accurate and that any fraudulent, incomplete, deceitful, or misleading information provided to
Orange County Head Start, Inc., regarding the status of income,.family size, employment, and seeking
employment/job training or school enroliment (for Full Day option), may result in serious legal consequences.

By signing enroliment documents, staff is certifying that they have reviewed the eligibility and enroliment
documents, and information that has been provided by the applicant, and to the best of their knowledge and
belief that all information regarding eligibility provided is true and accurate.

OCHS is committed to the deterrence, detection and correction of misconduct and/or dishonesty. The discovery,

reporting and documentation of such acts provides a sound foundation for the protection of innocent parties,

the taking of disciplinary action against offenders up to and induding dismissal where appropriate, the referral
' to law enforcement agencies when warranted by the facts, and the recovery of assets.

Definition of Misconduct and Dishonesty
For purposes of this policy, misconduct and dishonesty indude but are not limited to:

J Acts which violate the organization’s Code of Conduct

. Theft or other misappropriation of assets, including assets of the company, our customers, suppliers
or others with whom we have a business relationship
. Misstatements and other irregularities in company records, including the intentional misstatement of

the results of operations
Profiteering as a result of insider knowledge of company activities
o Disclosing confidential and proprietary information to outside parties
. Forgery or other alteration of documents
. Accepting or seeking anything of value (limits defined in [Code of Conduct, gift and entertainment
policy, other]) from contractors, vendors, or other persons providing services/materials to the company.
* Fraud and other unlawful acts

¢ Enrollment Application
e Application Documentation Checklist
e Required Eligibility Documents Checklist
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Family Member Information Form

Interview Certification Form Part 1 and 2

Food Substitution Physician’s Statement

Required Eligibility Documents Contact Letter
Enroliment Notes

Housing Eligibility Verification Form

Self-Declaration of Income Form

Employment Verification Form

Income Eligibility Worksheet

Eligibility Verification Form

Special Circumstance Rationale Form

Application Status Letter

Management Approval Form

Enroliment Interest Contact Log

Proof of Residency Form

Online Application Attempt to Contact — 1% Interview
Online Application Attempt to Contact — 2™ Interview

(F) Additional Resources:

Recruitment of Children SAPPP

Full Day Eligibility SAPPP

Identifying Children With Possible Disabilities SAPPP
Selection Process SAPPP

Enrollment Process SAPPP

Transition- Early Head Start SAPPP

Head Start/EHS Selection Criteria

Crisis and Family Emergency Intervention SAPPP
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Performance | Lead ,
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. Other
—— Regulation:

(A) Policy:
Per Delegate Agency Agreement, the City of La Habra Early Head Start program will follow the Grantee’s ERSEA
Policies and Procedures.

Orange County Head Start, Inc. (OCHS) must consider all eligible applicants and have a formal process for
establishing selection criteria for serving children and families.

(B) Rationale:

As defined in the Head Start Program Performance Standards 1302.14 OCHS will “establish selection criteria that |
weigh the prioritization of selection of participants, based on community needs identified in the community ‘
needs assessment as described in §1302.11(b), and including family income, whether the child is homeless,
whether the child is in foster care, the child’s age, whether the child is eligible for special education and related
services, or early intervention services, as appropriate, as determined under the Individuals with Disabilities
Education Act (IDEA) (20 U.S.C. 1400 et seq.) and, other relevant risk factors.”

(C) Responsibility:

ERSEA Manager, Community Outreach Advocates, ERSEA Specialist, ERSEA Data Entry Clerks, ERSEA Program
Services Technician, Family Engagement Advocates, Center Directors, Site Supervisors, Home Base Supervisor,
Program Services Administrative Assistant

(D) Procedure:
CHILDPLUS TERMINOLOGY

Accepted Date: The date the child or pregnant woman met the eligibility criteria and completed the
enroliment process with the Community Outreach Advocate (COA).

Enrollment Date: The date a child has attended at least one class for center-based or at least one home visit
for the home-based option. This date will be entered into ChildPlus when the Center Director/Home Base or Site
Supervisor has verified the child’s first day in the classroom/home visit. All developmental, health and
educational assessment timelines start from the enrollment date.

Accepted, but Pending Documentation: A child who has completed the enrolliment packet but Is missing

documentation required prior to participation in the program (i.e., due to health or safety, or regulatory
requirements).
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Non-Scheduled Days: Any day an enrolled child is not scheduled to attend.

Entry Date: The date a child attends class for the first time, or the date of the first home visit for home-based
programs. Enrolled and Entry Date will be the same date. All developmental, health and educational assessment

timelines start from the entry date.

Priority Waitlist:

e & @ o o @

ChildPlus will rank each child on the Priority Waitlist. (See Determining, Verifying and Documenting
Eligibility SAPPP.) A new waitlist will be developed at the beginning of each enrollment year and
maintained throughout the year that ranks children according to the Selection Criteria. Those children on
the wait list from the prior program year who are still age eligible for the program must have income re-
verified for the new program year using the new HHS Poverty Guidelines. If the W-2 from the immediate
prior year was used to determine eligibility, new income does not need to be submitted by the parent,
but eligibility still heeds to be re-verified using the new HHS Poverty Guidelines. If eligibility was verified
using pay stubs or eligibility documentation, new documentation must be submitted.

For all children enrolling in April or later, only children that are eligible to return for the succeeding year
will be selected. Eligibility will be determined using the new HHS Poverty Guidelines and the new
Selection Criteria. Children will be placed on the waitlist for the current year and on the waitlist for the
upcoming program year if they will still be age eligible.

Selection Criteria define the types of children and families who will be given priority for recruitment and
selection based on the results of the Community Assessment. Selection Criteria are updated annually and
are reviewed and approved by the Policy Council and the Board of Directors. Based on the Selection
Criteria, the selection process may be influenced by information that may include but is not limited to the

following:

Parental status

Income level

Age of child
Homelessness

Foster care

Extraneous Circumstances

Selection:
Based on Community Assessment data, OCHS has elected to reserve up to 3% of its slots for children

experiencing homelessness and in foster care,

The funded enroliment level for Head Start and EHS will be maintained throughout the program year. When a
vacancy becomes available, the vacancy will be filled by the COA within 30 calendar days.

|

When an opening occurs, the COA will run the Priority Waitlist in ChildPlus and take the following steps to l
ensure that the child with the highest priority is contacted and offered the program:

Check for children transitioning from EHS to Head Start. Eligible children transitioning from any EHS
program to Head Start will be placed on the transfer waitlist at two years, nine months. These children
will receive EHS transitioning points and priority over Head Start to Head Start transfers, new or
waitlisted children (see Transition-Early Head Start SAPPP).

Check for enrolled children who wish to transfer into the center with the opening by reviewing the
Priority Waitlist report for transfers in ChildPlus. (Children wishing to transfer have priority.) (See the
____Transfers, Terminations, and Completions SAPPP.)
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o If there are no transfer requests and the agency is not currently meeting the minimum requirement for
10% of enrolled children eligible for services under IDEA (IEP/IFSP), the COA will select the next child
with an IEP/IFSP with the highest priority points. The Disabilities/Inclusion Manager and the ERSEA
Manager will track the enrollment of children with disabilities and keep the COAs informed of the status
in meeting the 10% requirement. Prior to enrolling a child with a disability and offering the slot to a
family, the COA will communicate with the Disabilities/Inclusion Manager to determine if the placement
is appropriate for the child. In order to maintain a full inclusion environment, enrollment of children with
disabilities will not exceed 20% in any classroom.

o If there are no children who wish to transfer and 10% or more of the children enrolled have identified
disabilities, the COA will run the Priority Waitlist report in ChildPlus and identify the child with the highest
priority points.

o Prior to making any enroliment offer, if the identified child is three years old, the COA will generate
ChildPlus report 2015 to determine the number of three year old children in the classroom with the
opening, as well as communicate with the Center Director to determine if placing the child in the
available slot will cause the classroom’s enroliment of three year olds to exceed capacity. If so, the COA
will determine if there is another appropriate placement available for the child at this center. If not, the
COA will select the next four year old child with the highest priority.

o If the identified child is a relative of any OCHS staff member, the COA must inform the ERSEA Manager
to obtain approval from the Executive Director prior to making the enroliment offer.

o If there is a special circumstance for which a child needs to be considered for enroliment, the ERSEA
Specialist, ERSEA Manager, PFCE Supervisor, Site Supervisor, Center Director or Education Manager will
complete a Special Circumstance Rationale form and submit it to the Division Director of Program
Services for review and approval by the Executive Director. The form will be filed in the child’s Eligibility
File at the Administration Office.

e Once the child has been selected, the COA will make at least two attempts to contact the family via
telephone within two business days. If the parent is reached, the COA will complete the Selection
Letter and attach it to the enroliment paperwork to later be placed in the ERSEA file. At the end of the
second business day, if the COA is not able to reach the parent, the COA will complete the Selection
Letter and mail it to the parent. The COA will check the appropriate box on the form indicating if the
form was mailed.

o If the family does not respond to the phone calls or the Selection Letter within five business days, one
more phone call will be attempted on the fifth day by the COA. If the family does not respond, the child
will remain on the Priority Waltlist for another selection cycle and the Attempt to Enroll letter will be
mailed.

e If the child goes through two selection cycles without response from the parent, the child will be
abandoned.

During major enroliment periods, timelines may vary.

o The COA will document all phone calls in the Enrollment Notes form and in ChildPlus.

e When a family has accepted the program, the COA will document it in ChildPlus and schedule an
appointment with the family. The COA will ask the family to bring:

o Child to be enrolled for sensory screenings (summer enroliment fairs)
o Proof of Immunizations/TB (See Immunization SAPPP.)

o Name, address and phone number of doctor and dentist

o Custody or Restraining Order Documents, if applicable

o The COA will notify the FEA and the Center Director/Home Base Supervisor/Site Supervisor of the
scheduled appointment time with the parent.
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Waitlist Ready to Enroll (WL-RTE)

Head Start (HS) and Early Head Start (EHS)
1. Children on the Accepted List — the First day of School
It is always OCHS goal to be fully enrolled on the first day of school.
a. The ERSEA Manager will send an email to Education, Program Services, ERSEA and PFCE staff 10
days prior to the first day of school.
b. All Program Services staff involved in the enroliment process will review the accepted list and
determine what, if anything needs to be done on their part to move the file through the process.
c. The file will be picked up from the main office within two business day
d. Once the file arrives at the center, the CD/SS will call the family and schedule an orientation
meeting.
i. Before the first day of the program year, the CD/SS will invite family to attend the group
orientation and the child will begin on the first day of scheduled class.

2. Children on the Accepted List — After the first of School
When OCHS is not fully enrolled, it is the goal to reach full enrollment as quickly as possible, but never later
than the last day of school for each month.
a. The ERSEA Manager will send an email to Education, Program Services, ERSEA and PFCE staff 10
days before the last day of school for the month.
b. All Program Services staff involved in the enroliment process will review the accepted list and
determine what, if anything, needs to be done on their part to move the file through the process
¢. The file will be picked up from the main office within two business day.
d. Once the file arrives at the center, the CD/SS will call the family and schedule an orientation
meeting.
i. After the first day of the program year, the Orientation meeting will include at least a one
hour classroom experience for the child. If the family is able to come to orientation prior
to class starting for the day, the child may stay for the whole session.

EHS Only

1. Transfers -

a. Summer: ERSEA Manager will complete transfers (see Transfer, Termination and Completion
SAPPP).

b. Throughout program year: The child’s last day at the current center will reflect the business day
prior to attending the new center. (Example for current year: End date on 9/4/18 and Start Date
on 9/5/18) The CD/SS of the new center will notify the COA what classroom the child will be
assigned to (see Transfer, Termination and Completion SAPPP).

2. Transitioning EHS children to HS — Complete children on the business day prior to enroliment in HS and
enroll them in HS on their first day. (Example for the current year: Complete in EHS on 9/4/18 and Enroll
in HS on 9/5/18; if they are present on the 5™.) If child is not present, start attendance policy (10
business days of follow up; phone calls, home visit and notification letters; See Attendance Monitoring
SAPPP) and move forward accordingly.

3. New Children — There will be “extra children” that are on the accepted list who will be replacing
transitioning children from EHS to HS on the first day of school. This will ensure that OCHS is fully
enrolled in EHS at all times (we are not waiting the 30 days).

4. Selecting Children for the WL-RTE List

a. The COA will identify the children with highest points that are currently on the Waitlist and label
the file WL-RTE.

b. The file will move through the enroliment process and program setvices file review.
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c. The PSAA will file the WL-RTE file in the Main Office where it will remain until a vacancy becomes
available.
5. Waitlist - RTE List (WL-RTE) —

a. There should always be at least two children on the WL-RTE list for Part-Day and one child for Full-
Day so that when a child leaves the program, regardless of the reason, there is another child ready
to enter.

b. There should always be enough children on the WL-RTE list to be able to keep OCHS fully enrolled as
children transition (Example: If there are 5 children transitioning within in the next 30 days, then
there should be at least five children on the Waitlist -RTE list.

c. Once there is a vacancy in a class

i. The CD/SS/HBS will email the COA and cc the ERSEA Manager to let them know they have a
vacancy;
il. The COA will run the following reports and select based on the following priority:
e Waitlist ChildPlus Report #2025 — Transfer
o Waitlist ChildPlus Report #2025 — Homeless/Foster Families; unless a Homeless/Foster
family Is already on the WL-RTE list
o Waitlist ChildPlus Report #2025: Classroom WL-RTE — Review each child’s record to
determine program option and enroliment packet completion date to determine which
child will fill the vacancy. Vacancy will be filled based on the earllest date of enrollment
packet completion. If the children on the list have the same date of enrollment packet
completion the COA will review and compare the eligibility points.
iii. The COA will call the family to be sure they are still interested; if the family is no longer
interested the COA will select the next child following steps c.i - ii above.
iv.  If the child is on multiple centers’ WL-RTE, the COAs will communicate with each other.
v. Once the parent has agreed to start at the center with the vacancy, the COA will notify the
other COAs and they will take the child off the other center's WL-RTE lists.
vi.  The COA will give the file to the Program Services Administrative Assistant (PSAA) to prepare
it for the Center.
vii.  The PSAA will notify the CD/SS/HBS via email that the file is ready for pick up.

(E) Forms:

e Special Circumstance Rationale Form
e Selection Letter
e Attempt to Enroll Letter

(F) Additional Resources:

o Determining, Verifying and Documenting Eligibllity SAPPP
o Head Start/EHS Start Selection Criteria
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2020-2021 Head Start & Early Head Start Selection Criteria Points Eligibility Status

HOMELESS/HOUSING ELIGIBILITY (Please select ONLY ONE)

If more than one category applies, hiahest points supersede. if a family Is Homeless, income does not apply and should nof bs verified. -
o oo HMLS1 400 | Living in a shelter, motelhotel, camparound, park, trailer park or car ]
Ef 3 Hwsaz | 300 | Living in shared housing -
| FOST 300 | Foster (i.e., Foster Group, Foster Home with court order or social service order]
Based on poverty guidelines and family size (Please select ONLY ONE) N - 3 ‘
. PAR | 100 ] Pubiic Assistance (TANF, SS}) B B - ]
L -100% 75 | Below 100- 75% of poverty quidelines - - ]
L T5% 65 | Below 74-50% of poverty quidelines B B ]
~ -50% 55 | Below 49-25% of poverty cuidelines - |
2 5% 45 | Below 24-0% of poverty quidelines B ]
8 | H00% | 35 | Atpoverlylevel 101-108% — |
2 ~ +108% | 30 | Between 109-116% -
= ~ #116% | 25 | Between 117-124% - |
&5 | +124% | 20 |[Between125-130% @ B ) 7
+130% | 15 | Abovet31137% 0000 - - Il
| #137% | 10 | Above 138-144% S |
[ +144% 5 Above 145-150% - - ]
B +151% 0 | Above 151% 1
o PARENTAL STATUS (Please select ONLY ONE) —
w FOST GRP 50 | Group Home (e.g., Olive Crest, Orangewood) - -
Eg FOST HOME 40 | Foster Home (Foster, Relative Care, Guardian) B -
= 8 ONE | 30 | OneParent B -
° TWO 15 | Two Parents B =
DISABILITY (Please select ONLY ONE)
o . IEP 100 | Diagnosed with Current IEP (Head Start only) -
=3 IFSP 100 | Diagnosed with Curent IFSP (EHS only) -
28 PREN | 100 | Identified Disability of Child During Gestation (EHS only) B '
© NON 0 | NoDisability -
AGE (Please select ONLY ONE)
- Head Start
#yr#m 40 | 4 years, 6 months-compulsory school age (on or before Sept. 1%) -
é #yr#m 30 | 4 years, 0 months - 4 years, 5 months - - o
=3 #yrm 15 | 3years,6months-3 years, 1imonths - |
& #yrdfm 10 | 3years,0 months - 3 years, 5 months - |
fyim | 5 2 years, 5 months - 2 years, 11 months B
g Early HeadStat -
® #m | 50 | 6 months and younger - - ) -
3 #yr#m 40 | 1 year- 7 months - ml
@ | #rm | 30 | 1year, 6months- 1 year, 1 month - o ]
& #yri#km 20 | 1year, 11 months - 1 year, 7 months - -
= #yrfm 10 | 2 years, 5 months - 2 years, 0 months
© #ylm | 5 | 3 years, 0 months- 2 years, 6 months T ]
__ ADDITIONAL FACTORS (If more than three apply, please select the three highest points) ]
EHS 1 | 500 | Transitioning EHS child (HMLS 1 & 2, Foster, Efigible - OCHS & La Habra) - i
EHS2 | 250 | Transitioning EHS child 100-130% above the poverty guidelines (OCHS & La Habra) o
EHS3 | 100 | Transitioning EHS child 131% and above the poverty ouidelines (OCHS & LaHabra) .'
EHSOC1 | 450 | Transitioning EHS child (HMLS 1 & 2, Foster, Eligible -EHS Program within Orange County) 'f
EHSOC2 | 200 | Transitioning EHS child 100-130% above the poverty guidelines (EHS Program within Orange County) ]
EHSOC3 50 | Transitioning EHS child 131% and above the poverty quidelines (EHS Program within Orange County)
g EHS OSA 1 50 Transitioning EHS child (HMLS 1 & 2, Foster, Eligible - EHS Quiside-of-Service Area)
S . EHSOSA2 26 | Transitioning EHS child 100-130% above the poverty guidelines (EHS Outside-of-Service Area)
2 PREG | 100 | PregnantWoman - ]
] TP 50 , Teen Parent (af application date) - j
(4] N 40 | Nolmcome - -
~ RPTCP | 25 | Resident of a Partnering Tax Credit (GGUMC) - -
HRP | 25 High-risk Pregnancy (EHS only) o
MTTP | 20 | Mother in third trimester of pragnancy (EMS only)
| NEPC 20 | Non-English Proficient Child - B
LTOP 10 I_ Long-term Disabled Parent
REF 10 | Agency Referral (Social Services, Shelter, School District)
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Service Area Plans, Policies & [Procedures

| SAPPP Subject: | Enroliment — __l_ _SAPPP: l_I_E_R-OG
B Part: | 1302-Program Operations | Approval Date: '
Subpart: ’ easgﬁggg,al:‘gc;u&ten;ggﬁcgelectlon, Effective Date: l [Effective Date)
'~ Section Title(s): Enrollment |_Revision Date: | 2/12/2020
Performance Lead | ,
1
| Standm@:_’ 1302.15 Responsibilitys | ENS Coordinator
. Other
HS Act: Regulation:

(A) Policy:
Per Delegate Agency Agreement, the City of La Habra Early Head Start program will follow the Grantee’s ERSEA

Policies and Procedures.
Orange County Head Start, Inc. (OCHS) must maintain its funded enrollment level and fill any vacancy as soon

possible. A program must fill any vacancy within 30 calendar days.

(B) Rationale:

As defined in the Head Start Performance Standards 1302.14 OCHS will “establish selection criteria that weigh
the prioritization of selection of participants, based on community needs identified in the community needs
assessment as described in §1302.11(b), and including family income, whether the child is homeless, whether
the child is in foster care, the child’s age, whether the child is eligible for special education and related services,
or early intervention services, as appropriate, as determined under the Individuals with Disabilities Education Act
IDEA) (20 U.S.C. 1400 ef seg.) and, other relevant risk factors.”

(C) Responsibility:
ERSEA Manager, Community Outreach Advocates, ERSEA Specialist, ERSFA Data Entry Clerks , ERSEA Program
Services Technician, Health Assistants, Health Specialist, Health Manager, Nutrition and Food Services Manager,
Disabilities/Inclusion Manager, Family Engagement Advocates, Center Directors, Site Supervisors, Home Base

Supervisors, Program Services Administrative Assistant

(D) Procedure:

Enroliment:
During the appointment, the COA will complete the following with the parent:

+ Child Center File Checklist, the Program Services Enrollment File Checklist, the documents listed
below;

Health History(HS only)/Pediatric Health History (EHS only)

Parent Request for Alternate Formula (EHS only, infants only, if applicable)

Admissions Agreement

Acknowledgement of Forms Required by Licensing as proof of parent recelpt of these forms (Parents Rights,
Personal Rights, Caregiver Background Check Process)

Parent Directory Form

Parent Interest Survey (only completed through September 30%)

Parent/Guardian Permission Form for Use of Child’s Photograph _
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Parent Authorization for Exchange of Information
The COA will verify receipt of all documents as they are completed using the Child Center File Checklist.
At the end of the enroliment appointment, the COA will provide the parent with a Physical Exam Form,
Required Oral Examination Form and Food Substitution Physician’s Statement if the child has any
food allergies (See Food Allergies SAPPP.) The parent will also receive a copy of the Child and Adult Care
Food Program (CACFP) Parent Letter, WIC information, and other resource information.

» The COA will inform the parent of any missing documents needed to continue the enroliment process,
provide any necessary forms, and document this conversation on the Enroliment Notes in Child Plus.

¢ If enroliment occurs at an Enrollment Fair, after completing the enroliment documents, the parent will rotate
through each of the Program Services stations for additional screening and assessment. At each of the
stations, program staff will review the necessary enroliment documents with the parent, discuss any
identified concerns, and respond to any questions asked by the parent. When possible, services will be
provided at the enrollment fair, such as parent education, consultation, providing written information, or
giving a referral to a community agency (e.g., WIC, Food Stamps, food bank, CUIDAR, medical or dental
providers). Potential concerns will be documented in ChildPlus. Any services provided or actions taken will
also be documented on ChildPlus. After reviewing the file, the program staff will check the appropriate
service area box (e.g., Health, Nutrition, Disabilities) on the Center File Enrollment File Checklist and
initial. If there is a concern, the program staff will also check the concern box in the appropriate area.

NOTE: If the family expresses an immediate need or emergency during the Determining, Verifying and

Documenting Eligibility process, the COA, program or center staff, will refer the family to outside resources

and/or refer them to in-house services immediately. All services provided will be documented in ChildPlus. (See

Crisis and Family Emergency Intervention SAPPP.)

s At the Enroliment Fair, the Center Director/Home-Base Supervisor/Site Supervisor will greet the parents and ‘
will be responsible for giving each parent an Orientation Letter indicating the date scheduled for
orientation.

e At the Enroliment Fair, after each enroliment packet is complete, the Lead COA will review each file to
ensure all documentation is complete with signatures. The Lead COA will pull the second copies of the
documents below from the Enrollment Application File and place them in the Temporary File.

» Copy of the Application
» Copy of Birth Certificate (or other valid proof of age documentation)
= Copy of the Custody Documents (if applicable)

e Once these documents are separated the child will then have a Temporary File and an Eligibility File.
The Eligibility File folder will be placed inside the Temporary File. Both files will be labeled with the
child’s name, date of birth, and the name of the center the child will be attending. The Program Services
Enrollment File Checklist will be stapled to the front of the Temporary File.

o The Temporary File will contain:

Center File Checklist

Copy of the Application

Copy of Birth Certificate (or other valid proof of age documentation)
Copy of the Custody Documents

Original copy of the Admissions Agreement

Permission to Photograph

Health History(HS only)/Pediatric Health History (EHS only)

Parent Request for Alternate Formula (EHS only, infants only, if applicable)
Parent Directory Form

Parent Interest Survey (only completed through September 30t)

= Copy of the Immunization Record
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California School Immunization Record (blue card)
Acknowledgement of Required Licensing Forms (center base only)
Parent Authorization for Exchange of Information

Individual Education Plan/ Individualized Family Service Plan

o The Eligibility File will contain:

Eligibility Verification Form

Proof of Income

Copy of Birth Certificate (other valid proof of age documentation)
Enroliment Application Form

Interview Certification Part I & Part II

Selection Letter

Application Status Letter

Print out of Enroliment Notes from Child Plus

Housing Eligibllity Verification Form

Proof of Residency Form (if applicable)

Required Eligibility Documents Contact Letter (if applicable)
Special Circumstance Rationale Form (if applicable)

Copy of Custody Documents (if applicable)

Management Approval Form (if applicable)

The box of Temporary Files and Eligibility Files will be brought to the Administration Office by the COA
or designated staff and given to the Health Data Entry Clerk after the COA or designated ERSEA staff
documents in ChildPlus Enroliment Notes that the enroliment packet was completed. The COA will add an
Enroliment File Review program year for the file and document the date the file was forwarded to Health
for review. COA’s will change the enroliment status of the child from Waitlisted to Accepted in ChildPlus,
except during summer Enrollment Fairs, the Lead COA will provide the ERSEA Manager with a copy of the
enrollment schedule of children who completed an enroliment packet and the ERSEA Manager will change
the enroliment status of the child from Waftlisted to Accepted in ChildPius. NOTE: The Health Data Entry
Clerk will send an email to the Program Services Manager and Disabilities/Inclusion Manager to notify that
there is a file for homeless/foster children pending review. The Program Services Manager and
Disabilities/Inclusion Manager will review the file within 24 hours.

The Health Assistants will forward the Temporary Files to the Health Spedialist for Quality Assurance
review.

Temporary Files of children with health concerns and/or missing immunizations will be forwarded to the
Health Services Manager for review. If the Health Specialist determines that there are no health concerns or
missing immunization the Temporary Files will be forwarded to the Disabllities/Inclusion Manager and
Nutrition and Food Services Manager. Health will have five days to review the files and will then forward the
Temporary Files to the Disabilities Manager and Nutrition and Food Services Manager who will have a total
of two days to review the files. NOTE: All staff members reviewing the Temporary Files will document
under Enroliment Notes once their review has been completed and indicate which department or staff
member the file was forwarded to. All staff members will also add their department review date in the
Enroliment File Review tab. If a child has multiple concerns noted, the file will go to the Integrated Services
Team (IST) after the Program Services Managers and Disabilities/Inclusion Manager have reviewed the file,
but before the file is sent to the center and the child is able to enter the program. (See Integrated Services
Team Process SAPPP.) The lead Manager will inmediately document in the Enroliment section of Child Plus
that file has a stop and the case will be reviewed in IST so the Center Directors/Home Base Supervisors/Site
Supervisors are aware of the child’s status.

Once all the Temporary Files for each center have been reviewed, the last Program Services Manager to
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review the Temporary Files will give the box of files to the Program Services Administrative Assistant. If any
files are being held for IST, the Division Director of Program Service, Program Services Managers or
Disabilities/Inclusion Manager will inform the Program Services Administrative Assistant of the names of the |
children whose files are being held. The Program Services Administrative Assistant will indicate the names of
the children being held for IST on the File Box List. A copy of the Fife Box List will also remain with the box
of Temporary Files.

The Program Services Administrative Assistant will separate the files, type a list of children’s names for files
that are contained in each box (File Box List).

The Program Services Administrative Assistant will give the Eligibility Files to the ERSEA Manager with a
copy of the Flle Box List. The ERSEA Manager (or ERSEA Program Services Technician when needed) will
review all Eligibility Files. All Eligibility Files will be reviewed to ensure: (1) All of the appropriate documents
are In each file; (2) All information is complete and accurate; and (3) All information is entered correctly into
ChildPlus.

The ERSEA Manager will give all files that have been reviewed to the ERSEA Program Services Technician.
The Eligibility Files will be stored in the FRSEA Quality Assurance File Drawer 2to be reviewed. Files will not
be left out on staff desks. The ERSEA Program Services Technician will create permanent Eligibility Files
for each child and will file them by center in the £RSEA File Drawers.

The Program Services Administrative Assistant will add on the Enrolilment File Review tab the date
notification of file pick was sent and will also document under Enrollment Notes. The Program Services
Administrative Assistant will email the COA, Center Director/Site Supervisor/Home Base Supervisor and
Education Manager informing them that the Temporary Files are ready to be taken to the center. The |
emall will also contain the list of files that are ready for pick-up. The COA, Center Director/Home-Base
Supervisor/Site Supervisor or assigned staff will pick up the box from the Enroliment Files cabinet two
business days of notice, sign-off on the FAile Box List, and deliver the box to the center, The Program
Services Administrative Assistant will keep a copy of the signed Fife Box List. If the COA is not available to
deliver the box to the center, the Center Director/Home-Base Supervisor/Site Supervisor, or assigned staff,
may pick up the box from the Program Services Administrative Assistant following the same process.

Boxes of files ready to be picked up by the Center Director/Home-Base Supervisor/Site Supervisor will be
stored each day in the Enrollment File cabinet which will be locked.

If the enroliment is not completed at an Enroliment Fair, the COA will be responsible for ensuring all steps
above. The Temporary File will be taken to the center by the COA, Center Director/Home-Base
Supervisor/Site Supervisor within two business days or before the 30 day enrollment timeline, whichever
comes first.

Once the Temporary File is received at the center, the Center Director/Home-Base Supervisor/Site
Supervisor will review all documents in the Temporary Files to verify that all documents are accounted for
and any life-threatening health concens or accommodations have been addressed.

The Center Director/Home-Base Supervisor/Site Supervisor will contact the family within two business days
of receiving the file to schedule orientation. If there is a problem scheduling an orientation date, the Center
Director/Home-Base Supervisor/Site Supervisor will contact the Education Manager for guidance.

The Center Director/Home-Base Supervisor/Site Supervisor will add the Initial File Review/Orientation
Scheduled date on the Enroliment File Review tab and document under Enroliment Notes.

If a parent does not show up on the scheduled orientation date the center staff must follow the attendance
procedure. (See Attendance-SAPPP.)

If there is a STOP on the child’s file for any reason (e.g., food allergy form, immunization records or
accommodation needed), the child will not be able to start school until the missing documents are received
and/or the appropriate measures have been taken to address the reason for the STOP, and approval for the
child to start school has been received by the appropriate Manager.

For outstanding food allergy/medically based diet or immunization documentation:
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o For enroliments completed during summer enrollment fairs, parents will have until the end of
September to submit the required information. (Children with outstanding immunization or food
allergy/medical diet documentation will be excluded until the information Is received and the child is
approved to start by the appropriate Manager.)

o If the enroliment is completed anytime during the program year, the parent will have 30 days from
the enroliment date to submit the required information.

The Center Director/Site Supervisor will contact the parent directly, and send a notice to the parent, within two
days of receiving the child’s file to request the required information and notify the parent of the following:

o The timeline for submitting the information;

o The child cannot attend school until this information is received;

o The child will be terminated and placed on the waitlist If the requested information is not received by

the designated deadline;
o The Center Director/Site Supervisor will offer the parent assistance in obtaining the required
information, with the help of the Family Engagement Advocate (FEA) and Health Assistant.

If this information is still not received one week prior to the designated deadline, the Center Director/Site
Supervisor will send a reminder notice to the parent informing the parent that if this information is not
submitted by the designated deadline, the child will be terminated. If this information is still not received the
day prior to last day of September or the 30™ day deadline, the Center Director/Site Supervisor will verbally
inform the parent of the termination. If this information is still not submitted by the designated due date,
the Center Director will send a final notice to the parent stating that the child has been terminated. The
Center Director/Home-Base Supervisor/Site Supervisor will change the child's enroliment status in ChildPlus
from Enrolled to Dropped. (Any child that is dropped (terminated) from the program for even one day will
require to be re-qualified by the COA and will be added back on waitlist upon eligibility.) The Center
Director/Site Supervisor will then inform the COA, Nutrition and Food Services Manager (if the child had a
food allergy) and/or the Health Manager (if immunization records were missing) that the child has been
terminated. All attempts to notify or assist the parent in obtaining the missing information will be
documented in ChildPlus.
Note: Any time missing documentation is identified upon enroliment, Health, Nutrition, and Disabilities
Services and center staff must follow up with parent to assist with obtaining the information. Prior to
terminating any child, steps taken to help the family obtain the necessary information must be documented
in ChildPlus, including discussion at Center Level Case Management.
Once the orientation is completed with the parent, the Center Director/Home-Base Supervisor/Site
Supervisor will add the Orientation Completed date on the Enroliment File Review tab and document
under Enroliment Notes.
The Center Director/Site Supervisor will enter the child's Enrolled/Entry Date (the day the child first attends)
into ChildPlus once the child has step foot in the classroom. If the child does not attend on the scheduled
Entry Date, the Attendance SAPPP will be followed. For home-base, the Enrolled/Entry Is the date of the first
scheduled home visit.
Children In the center-based Head Start program must be three years old to enter the program.
When the Center Director/Site Supervisor receives a Food Substitution Physician’s Statement from a
parent, the process for submitting the information for approval and contacting the kitchen regarding the
child’s entry date must be followed, including documenting in the child’s file and ChildPlus that the
information has been received and submitted to Nutrition Services and the kitchen (See Food Allergies
SAPPP.)
The Center Director/Site Supervisor will give the Temporary File to the Family Engagement Advocate to
create the Child Center File (see Child Center File SAPPP) and enter health data into ChildPlus. (See Child

and Family Documentation SAPPP.)
The ERSEA Manager will monitor ChildPlus reports bi-weekly to ensure that children are being moved from
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accepted to enrolled in a timely manner, and that all enrolled children have an assigned Entry Date. The
ERSEA Manager is also responsible for monitoring the following ChildPlus reports:

o Cumulative Enroliment Numbers
Waitlists
Terminations and Completions
Income Eligibility
Family Demographics
PIR
Each month the ERSEA Manager will send the Enrollment File Department Review (EFDR) report that details
the children with a status of Accepted and the latest department review to Education and Program Services.
The list will be sent via email 10 business days before the last business day of the month.
Children enrolled during the months of March, April and May, if age eligible throughout the immediate
succeeding enroliment year will complete re-enrollment for the next program year with the COA during the
same appointment.

O 0 00O

Pregnant Women

Once a mother gives birth to the child, the Home Base Supervisor, the COA will accompany the designated
Health staff member on the two-week post-partum visit to complete a new enroliment packet for the newborn
and request a copy of the Birth Certificate (other valid proof of age documentation). (See Services to Pregnant
Women SAPPP.) The COA will complete the following forms for the newborn at the two-week post-partum visit:

]

Enroliment Application
EHS Enroliment Packet
Center File Checklist
Original copy of the Admissions Agreement
Permission to Photograph
Pediatric Health History
Parent Request for Alternate Formula, if applicable
Parent Directory Form
Parent Interest Survey (only completed through September 30t)
Copy of the Immunization Record
California School Immunization Record (blue card)
Parent Authorization for Exchange of Information
Obtain a copy of the Custody Documents, if applicable
E||g|b|hty Verification Form - Eligibility is not re-verified at this time
o Income, Parental Status, Disability points will be the same as the ones assigned to the child’s mother
o Assign Age points (OM/S0PTS)
o Retrieve mother's ERSEA Eligibility File and include newborn’s application, proof of age and Eligibility
Verification Form and forward to ERSEA Manager for Quality Assurance review.
The ERSEA Manager will forward the newborn’s Enroliment and ERSEA Eligibility files to the ERESA DEC to
enter child’s demographics and points in ChildPlus. NOTE: DEC will update existing “Unborn Child” with
child’s legal name and date of birth.
The DEC will return Enroliment and ERSEA Eligibility files to the COA who will forward both files to Health for
Program Services File Review and document in ChildPlus under Enrollment Notes and Enroliment File Review
Tab that the file was forwarded. Note: The Program Services department reviews for two-week postpartum
visit files will be completed within 72 hours of file submission.
After the two-week postpartum visit, mom will continue to be enrolled in ChildPlus while the child’s
Enroliment File is reviewed by Program Services.
Orientation can be held for the newborn child during this time, even if the child’s Enroliment File has not

O 0000000 O0O0
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‘been received. -
o Once the child has had their first home visit the Home Base Supervisor will complete mom and inform the

COA.
o The COA will accept the child in ChildPlus and inform the Home Base Supervisor that the child is ready to be

enrolled.

‘ Proof of Enroliment Letters
All requests for a Proof of Enroliment Letter must be submitted to the ERSEA Manager. The ERSEA Manager
will have five business days to complete the letter for the parents. Proof of Enroliment Letters will only be
prepared if the ERSEA Manager is able to retrieve the child’s enroliment record from ChildPlus or storage. Note:

| OCHS onli maintains enrollment records archived in storaie for three iears.

Special Circumstance Rationale Form

Selection Letter

Child Center File Checklist

Center File Enroliment File Checklist

Enroliment Application

Physical Examination Form

Required Oral Examination Form

Parent & Personal Rights

Acknowledgement of Forms Required by Licensing
Parent Directory

Admissions Agreement

Parent/Guardian Permission Form for Use of Child's Photograph
California School Immunization Record (Blue Card)
Student Emergency Information Card

Health History

EHS Pediatric Health History

Individual Needs and Service Assessment

Parent Authorization for Exchange of Information
Parent Request for Altemate Formula

Income Eligibility Worksheet

Eligibility Verification Form

Self-Declaration Form

Housing Eligibility Verification Form

Orientation Letter

Food Allergy/Immunization Exclusion Letter

Food Allergy/Immunization Request Two Week Reminder Letter
Food Allergy/Immunization Request Termination Letter

(F) Additional Resources:

® & & ¢ 0 & 8 O P P O O B O O O O O S S O O G O OO

Determining Verifying and Documenting Eligibility SAPPP
Head/EHS Start Selection Criteria

Transition-Early Head Start SAPPP

Transfers, Terminations, and Completions SAPPP

CACFP Parent Letter

WIC Information
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Crisis and Family Emergency Intervention SAPPP
Integrated Team Services (IST) Process SAPPP
Child’s Center File SAPPP

Food Allergies SAPPP

Immunization SAPPP

Child and Family Documentation SAPPP
Attendance SAPPP

Services to Preghant Women SAPPP

.
| o ¢ o o 0 o o
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(A) Policy:
Per Delegate Agency Agreement, the City of La Habra Early Head Start program will follow the Grantee’s ERSEA

Policies and Procedures.

If an Orange County Head Start, Inc. (OCHS) child has been found eligible and is participating in a Head Start
program, he or she remains eligible throughout the enroliment year and throughout the immediate succeeding
enrollment year. Children age eligible to return to the new school year for a third consecutive year must have

their family’s eligibility re-verified.

(B) Rationale:
| It Is in the best Interest of the child and family to maintain consistent comprehensive child development services
until the child becomes eligible for kindergarten.

(C) Responsibility:

ERSEA Mangager, Center Directors/Site Supervisor, Health Specialists, Inclusion Support Facilitators, Registered
Dietitian, Nutrition and Food Services Manager, Health Services Manager, Disabilities/Inclusion Manager,
Community Outreach Advocate, Family Engagement Advocate (FEA).

(D) Procedure:

1. In February, the ERSEA Manager will run ChildPlus Report #2030 to determine the number of returning
children at each center. The ERSEA Manager will e-mail a copy of the report to each Center Director/Site
Supervisor.

2. The ERSEA Manager will post ChildPlus Report #2030 in Public Share by center so it will be accessible to the
Nutrition and Food Services Manager/Registered Dietitian, Health Specialists, Inclusion Support Facilitators,
and other staff as needed.

3. For all children age-eligible to return to the program for a second consecutive year, the parent will be |
required to attend a re-enroliment appointment.

4. For all children age-eligible to return to the program for & third consecutive year, the family will be required
to submit updated proof of income and be re-verified for eligibility by the Community Outreach Advocate, If
the child continues to be eligible, the Community Outreach Advocate must complete a new enroliment
packet with the parent during an enroliment fair. (See Determining, Verifying and Documenting Eligibility

SAPPP).
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5. Prior to the Re-Enroliment Day at each center, each content area Manager will be responsible for reviewing
ChildPlus Report #2030 to identify any children that have existing health, nutrition or disability concerns that
need accommodations at school (e.g., seizures, asthma) The content area Managers will provide the Center
Director/Site Supervisor and FEA with a list of children with concerns who will need content area specialists
present at the re-enroliment appointment.

6. The Center Director/Site Supervisor will distribute the Returning Children Survey Letter to parents and
provide full day parents with the Returning Full Day Children Reminder Letter. The parent will be
responsible for completing the letter by selecting one of the following options:

= My child will be returning to this center for the new school year,
» My child will be returning to the new school year, but I wish to transfer to another center.
» My child will not be returning to Head Start for the new school year.
o Once the survey letter has been completed, the parent will be responsible for submitting the signed
survey letter to the Center Director/Site Supervisor/Home Base Supervisor.

7. The Center Director/Site Supervisor/Home Base Supervisor, with the assistance of the FEA/HE, will schedule

re-enroliment appointments with the families who selected:
= My child will be returning to this center for the new school year.
= My child will be returning to the new school year, but I wish to transfer to another center.

8. During the re-enroliment appointment the FEA will obtain a second signature on the Enrollment Application,
review the Health History and other health documents and will also collect the Employment Verification
Forms/class schedule for full day parents/parents requesting to transfer to full day.

9. Additional support staff will be involved in the re-enrollment appointments of children with existing heaith,
nutrition or disability concerns that need accommodations at school. The Center Director/Site Supervisor will
notify the appropriate content area Manager of any children with newly identified concerns.

10. The Health Staff will put together a packet of forms that need to be updated for each returning child. The

| Nutrition and Food Services Manager will work with the Health Staff to ensure that a new Food Substitution
Physician’s Statement is included in the packet for children with food allergies or medical diets.
11. During the re-enrollment appointment with the parent:
The FEA will obtain a second signature from the parent on the Enrollment Application. The FEA will also be
| responsible for signing the application.
o The FEA will interview the parent and determine if any information needs to be updated. The
following documents will be reviewed by the parent and the FEA.
= Health Documents
Immunizations (update if needed)
Medication Administration Form (if applicable)
Physical Exam (new form will be given to the parent if needed)
Dental Exam (new form will be given to the parent if needed)
Health History-Upon review, if no changes have occurred, the parent and FEA must
re-sign the Health History. If changes have been identified, a new Health History must
be completed by the parent.
s Parent Authorization for Exchange of Information
= Pending Nutrition Forms
e Food Substitution Physician’s Statement or Milk Substitution Form (new form will be
given to the parent if applicable)

e« Sensory screenings will be completed by the Health Educators with support from the FEA’s when

needed.
o If the parent requests to transfer to another center for the new school year, the Center Director/Site

Supervisor/Home Base Supervisor will provide the parent with a Transfer Request form. The parent

must complete a Transfer Request form and submit it to the Center Director/Site Supervisor. If the
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parent is requesting a transfer to Full Day, the Center Director/Site Supervisor will provide the parent
with a Employment Verification Form and inform the parent that the child will not be waitlisted to
transfer until a completed form has been turned in.

e Once all Re-Enroliments have been completed, the Retuming Children Survey Letters must be
submitted to the ERSEA Manager for review. NOTE: Parents of children in full day HS/EHS must
submit an updated Employment Verification Form with the Returning Children Survey Letter. The
Transfer Request Forms must be scanned into the Enrollment section of ChildPlus and the original
Transfer Request Form must be placed in the child’s file. For families requesting a transfer to full
day, the Employment Verification/class schedule form must be submitted with the Transfer Request
Form.

12. A new Center File Checklist will be added to each returning child’s file and will be completely filled out by the
Center Director/Site Supervisor/Home Base Supervisor.

13. If any new health, nutrition, or other concerns are identified at the re-enroliment meeting, the Center
Director/Site Supervisor/Home Base Supervisor will notify the Health Specialist and provide the name of the
child and the concem. After completing the re-enroliment paperwork, the Center Director/Site Supervisor
will review each file using the Center File Checklist as a guide to ensure all forms are in the file and re-
enroliment signatures were obtain for the parent and FEA. Note: Head Start children are eligible for two
program years and should have no more than one re-enrollment signature. If age eligible for a third year,
the family must re-apply, see Determining, Verifying and Documenting Eligibility SAPPP. Early Head Start
children are eligible up untill their third birthday and should have no more than two re-enroffment
signatures.

14. After verifying the forms and signatures the Center Director/Site Supervisor/Home Base Supervisor will sign
and date the form. Any food allergies, immunizations, medications/Epi-pens or other accommodations will
need to be addressed with the appropriate Manager prior to the child starting school.

15. At the beginning of the program year, a/l transfer files that have a Health, Nutrition or
Disability/Mental Health concern will be brought to the Administration Office and given to the
ERSEA Manager, who will forward the file to the appropriate Program Services Manager for review. After the
final review, the last Program Services Manager to sign off the Transfer Request Form and will give the
files to the Program Services Administration Assistant for processing for the Center Director/Site
Supervisor/Home Base Supervisor to pick up along with any other new enroliment files.

At the end of the program year, the ERSEA Manager will be responsible for completing all transitioning children
in ChildPlus as Completed--Aged out of the Program. All children that are age eligible to return will be added to
the new school year and marked as Accepted on the first day of the new program year. Center Directors/Site
Supervisor will be responsible for re-enrolling the child using the expectedfirst day of school as the “Enroliment
Date” and “Entry Date” in Child Plus. For home-base, the Home-Base Supervisor will be responsible for re-

enrollini the child using the expected first home visit as the “Enroliment Date” and “Eni Date” in Child Plus.

Health History

EHS Child Nutrition History

Food Substitution Physician’s Statement
Individualized Development Plan
Physical Examination Form

Dental Examination Form

Transfer Request Form

Center File Checklist
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¢ Returning Children Survey Letter
¢ Parent Authorization for Exchange of Information
e Returning Full Day Children Reminder Letter

(F) Additional Resources:

o Determining, Verifying and Documenting Eligibilty SAPPP
o Selection Process SAPPP
o Enroliment Process SAPPP
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. Other
HS Act: Regulation:

(A) Policy:
Per Delegate Agency Agreement, the City of La Habra Early Head Start program will follow the Grantee’s ERSEA

Policies and Procedures.
Orange County Head Start, Inc. (OCHS) children will be transferred, terminated and completed based on the

best interest of the child, requlations and availability.
(B) Rationale:

Procedures for transferring, terminating and completing children in the Head Start/Early Head Start program
must be uniform from center to center to ensure accurate records.

(C) Responsibility:

Center Director, Site Supervisor, Home Base Supervisor, Community Outreach Advocates (COA), Family
Engagement Advocates, Home Educator, ERSEA Manager, EHS ERSEA Specialist, ERSEA Specialist, Education
Manager

' Disabilities/Inclusion Manager, Health Manager, Nutrition and Food Services Manager
(D) Procedure:

TRANSFERS

Priority for Transfers:

Head Start

Any child currently enrolled wishing to transfer will take priority over waitlisted children. For enrolled children
the following will take place:

Full day transfers to another full day center:
» Children already enrolied in full day will take priority over part day and Home Base children wishing to

transfer to the full day option.

o Children alreacy enrolled in part day will have priority to transfer to full day over children on the full day
waitlist. If during the school year a child currently enrolled in part day is seeking to transfer to full day
the COA must verify eligibility for full day services. (See Transfer Process below and Full Day Eligibility
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SAPPP.)

Part day transfers to another part day center and Home Base transfers to center base:
o If more than one child requesting to transfer is on the Priority Waitlist the COA will select the child with

the highest priority points first.
Early Head Start

Transfers to another center:

¢ Children already enrolled in center base will take priority over Home Base children wishing to transfer to
center base.

e Home Base children currently enrolled have priority over children on the waitlist to transfer into the
center base option.

o Eligible children transitioning from any EHS program to Head Start will be placed on the waitlist at 2
years 9 months or whenever eligibility is determined. These children will receive EHS transitioning points
and priority over Head Start to Head Start transfers, new or waitlisted children (see EHS Transition

SAPPP).

NOTE: A child transitioning from EHS to Head Start is not considered a transfer; the child is completed in the
EHS program and newly enrolled in the Head Start program, if eligible.

Transfer Process Head Start and Early Head Start

e The parent must request the transfer through the Center Director/Site Supervisor/Home Base
Supervisor. The Center Director/Site Supervisor/Home Base Supervisor will give a Transfer Request Form
to the parent to complete and sign.

« Prior to scanning the Transfer Request Form in ChildPlus the Center Director/Site Supervisor/Home Base
Supervisor will review the child’s file for any concerns in Health, Nutrition, Disabilities, Mental Health and
PFCE and ensure that concerns are listed on the concerns portion of the Transfer Request Form. The
Center Director/Site Supervisor/Home Base Supervisor will also sign the Transfer Request Form before

scanning.

Template Revision Date: 3/10/2017



ER-08 Transfers, Terminations and Completions of Children

Page 30f9 -

*EXETLOR CFNTFR DIRFCTOR/STTE SUPERVISOR/HOME BASE SUPERVISOR USF ONLY**x5x
Note: Center Directur/Site Supervisss/Home Base Superviser must complete this form and list any concerns this chifd may have that needto be addressed
prior to the child starting at the new center or new dassroom.
CD/SS/HBS CONCERN NOTES & INFORMATION

DEPARTHENT PROGRAM SERVICE MANAGER REVIEW CONCERN
— | MedicabionyGCare Planjriezlth Concern:
Filled out by Center Director/Site Supervisor/Home Base Superviso
HEALTH Heakh Mam:ey.r: Dake: : OYESONo

Foog Allergyfistolerance/Resriction:

Filled out by Center Director/Site Supervisor/Home Base Supervisor
NUTRITION o s Tanager: : O YES O NO

TERfFSPTACoom MOt ot 0L BERAVIO FIED;

Fhled out by Center Director/Site Supervisor/Home Base Su iso
INCLUSION | Disablities "[Erﬁui'un Hanager: Bate: O YES O NO
B Court Order:
Filled out by Center Director/Site Supervisar/Home Base Su r
PFCE “PRE mmagerl:.I - { Bata: O YES C1NO

File Reviewed by anvent CDJSS/HBS: illed out by Center Director/Site Supervisor/Home Base Supervisor  Dates

The Center Director/Site Supervisor/Home Base Supervisor will scan the Transfer Request Form and save
a copy as an attachment in ChildPlus under the Enroliment Tab. The Center Director/Site
Supervisor/Home Base Supervisor will notify the COA by email (copy the ERSEA Manager and ERSEA
Specialists on the email) that the request has been made. The Center Director/Site Supervisor/Home
Base Supervisor will place the original form in the child’s file.

The COA will place the child on the requested waitlist(s) in ChildPlus if the request is from part day to
part day, home base to part day or full day to full day.

If during the school year a child currently enrolied in part day or EHS/HS Home Base seeks to transfer to
full day, the Center Director/Site Supervisor/Home Base Supervisor must provide the parent with an
Employment Verification Form (Emp. Ver. Form) or request a current schoal schedule to verify eligibility
for the full day program. (See Full Day Eligibility SAPPP.) This information must be received with the
Transfer Request Form prior to processing. Once this information is received, the Center Director/Site
Supervisor/Home Base Supervisor will scan the Transfer Request Form and the full day eligibility
verification documentation and save as an attachment in ChildPlus under the Enroliment tab. The Center
Director/Site Supervisor/Home Base Supervisor will notify the COA by email (include ERSEA Manager and
ERSEA Specialists on the email) that the request has been made. The Center Director/Site
Supervisor/Home Base Supervisor will place the original Transfer Request Form in the child’s file and
place the original full day verification documentation in the center’'s Completed Enroliment Applications
Folder for the COA to pick up and give to the ERSEA Manager/ERSEA Specialist to verify. (See Full Day
SAPPP and Determining, Verifying and Documenting Eligibility SAPPP.)

The ERSEA Specialist will place the child on the requested waitlist(s) in ChildPlus if the request is from
part day to full day, Head Start home base or EHS home base to EHS center base full day.

Transfers for Children with Concerns

If the child has an IEP/IFSP, severe heaith or behavior concern and the transfer request is for a change
in program option or to another center, the Center Director/Site Supervisor/Home Base Supervisor will
indicate this on the Transfer Request Form.

Prior to adding the child on the waitlist, if a child has been identified as having an IEP/IFSP, severe
health or behavior concern the COA will email the Disabilities/Inclusion Manager, Nutrition and Food
Services Manager andfor Health Manager (include ERSEA Manager and ERSEA Specialist) seeking
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approval to add the child on the waitlist. The COA will also document under Enroliment Notes that
approval was requested. If the child is approved or denied to be added to the transfer waitlist, the
appropriate Manager(s) will document under Enrollment Notes and inform the COA by email.

» If there is a question about appropriate placement, the transfer will be addressed on a case-by-case
basis and taken to the Integrated Services Team (IST) if needed.
Once the child has been approved, the COA will enter the transfer location preference in ChildPlus.
Transfer files for children with concerns will be brought to the Administrative Office for review by the
appropriate Program Services and Disabilities/Inclusion Manager. (See Confidentiality and Protections for
the Privacy of Child Records SAPPP.)

NOTE: For all home base children transferring to center base, the COA will notify the Health department to
ensure that immunization schedule and TB risk assessment are up to date and in compliance with Performance

Standards and Licensing.

Center to Center Transfer Process
When the center of the parent’s choice has an opening:
¢ The COA will check for children transitioning from EHS to Head Start. Eligible children transitioning from
any EHS program to Head Start will be placed on the waitlist at 2 years, 9 months. These children will
receive EHS transitioning points and priority over Head Start to Head Start transfers, new or waitlisted
children (see EHS Transition SAPPP).
o The COA will check for enrolled children who wish to transfer into the center with the opening by
reviewing the Priority Waitlist report for transfers in ChildPlus.
e Prior to selecting the child, the COA will notify the Center Director/Site Supervisor/Home Base Supervisor
that the child is next on the waitlist, and will check in with the Center Director/Site Supervisor/Home
Base Supervisor to see if the child has any new special needs or severe health concerns. If there are
new concerns, the Center Director/Site Supervisor/Home Base Supervisor will document the new
concemns on the original Transfer Request Form. The COA will inform the Disabilities/Inclusion Manager,
Nutrition and Food Services Manager or Health Manager for approval prior to selecting the child.
« Transfers files for children with concerns will be brought to the Administrative Office for review by the
appropriate Program Services and Disabilities Manager. (Confidentiality and Protections for the Privacy of
Child Records SAPPP.)

Note: If the parent chooses a delegate agency center, the Center Director/Site Supervisor/Home Base
Supervisor will inform the parent that they must apply at the delegate agency program and that we cannot
transfer children from our centers to delegate agency centers. With parent permission (signed Parent
Authorization for Exchange Information form) copies of the child’s file can be sent to the delegate agency
program of the parent’s choice, or, upon parent request, the Center Director/Site Supervisor/Home Base
Supervisor can provide the parent with a copy of the child’s file to give to the delegate agency. (See
Confidentiality and Protections for the Privacy of Child Records SAPPP).

Once the child is selected:

The COA assigned to the center of choice will be responsible for the entire transfer process.
The COA assigned to the center of choice will call the parent to offer the space at the requested center.
Once the family has agreed to transfer the child to the center of choice, the following must occur:

e The COA assigned to the center of choice will email the corresponding COA (copy the ERSEA Manager,
ERSEA Specialist and ERSEA Technician) of the drop date for the original vacancy. The corresponding
COA must use the original vacancy drop date, and not the date the child was transferred, in order to
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meet the 30 day deadline for filling the vacancy. At this time, the COA will start the selection and
enroliment process to fill the vacancy.
The COA assigned to the center of choice will send an email to both Center Directors/Site
Supervisors/fHome Base Supervisors and the current COA to Inform them that the child will be
transferring and will arrange the date and time that he/she will be picking up the file and bringing it to
the new center.
The current Center Director/Site Supervisor or Home Base Supervisor will ensure that the FEA or Home
Educator has completed any necessary documentation and follow-up before the file is picked up. If the
child has any special concerns or accommodations (e.g., food substitutions, medication/Epi-pen), the
current Center Director/Site Supervisor/Home Base Supervisor will inform the family that because of the
special accommodations there may be a delay with the transfer.
The current Center Director/Site Supervisor/Home Base Supervisor, will make the following copies prior
to the COA removing the file from the center:
Enroliment Application
Licensing Forms
Emergency Card
Any information documenting special concerns (Health Plan, Food Substitution Form, IEP/IFSP, Behavior
Intervention Plan, Behavior Strategy Plan)
The Center Director/Site Supervisor/Home Base Supervisor will put this information into a manila folder,
label it with the child’s name, and file it with the other children’s files at the current center. When the
child is no longer attending at the current center, this file will be stored with the dropped files.
The current Center Director/Site Supervisor/Home Base Supervisor will review the file to ensure that all
documents are up to date and included in the file. The current Center Director/Site Supervisor/Home
Base Supervisor will arrange for any medications or accommodation equipment to be transferred with
the child to the new center. Any medications must be transferred to the new center by the parent. (See
Medication Administration SAPPP.)
The COA for the new center will then be responsible for picking up and delivering the file to the center
that the child will be transferring to. This process will take no longer than two business days from the
date the parent accepts the transfer. Upon picking up the file, the COA will ensure that the Transfer
Request Form has been fully completed prior to leaving the center. (See Confidentiality and Protections
for the Privacy of Child Records SAPPP.)
Once the COA has delivered the file to the center, the new Center Director/Site Supervisor /Home Base
Supervisor will review the child’s file and will address any concerns and/or STOPS (e.g., food allergies,
medications). The child cannot start school at the new center or attend socializations until any stops are
removed. The Center Director/Site Supervisor/Home Base Supervisor will contact the family within two
business days to inform the family of the child’s orientation and start date. The Center Director/Site
Supervisor/Home Base Supervisor will notify the parent of any information that needs to be submitted
prior to the child starting at the new center. The child may be excluded for health, safety or regulatory
issues until these issues are resolved, or continue to attend at the previous center until the issues are
resolved.
The new Center Director/Site Supervisor/Home Base Supervisor will notify the COA of the classroom the
child will be assigned to and the start date at the new center. The new Center Director/Site
Supervisor/Home Base Supervisor will also have no longer than two business days to inform the COA of
if there are issues that need to be resolved prior to the child starting at the new center. The COA will
transfer the child in the ChildPlus data entry system once the Center Director/Site Supervisor/Home Base
Supervisor confirms that the child has been physically in the classroom/have a home visit for home base.
If the child will not be able to start at the new center on the designated date, the Center Director/Site
Supervisor/Home Base Supervisor will inform the COA that the child’s transfer date is being delayed. The
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Center Director will continue to communicate with the COA and Center Director/Site Supervisor/Home
Base Supervisor at the current center during this process until a new transfer date is determined. At that
time the Center Director/Site Supervisor/Home Base Supervisor will inform the COA and current Center
Director/Site Supervisor/Home Base Supervisor of the new transfer date, and the COA will transfer the
child to the new center in ChildPlus on the date designated.

¢ For Home Base to center base transfers, the parent will sign the licensing forms at orientation at the
new center with the Center Director/Site Supervisor, prior to the child starting.

If a child is transitioning from EHS to Head Start, see the EHS Transition SAPPP.
Classroom to Classroom or Session to Session Transfer Process

When a parent requests a session change (e.g. AM to PM, PM to AM, or classroom to classroom), the parent will
fill out a Transfer Request Form and sign it. The Center Director/Site Supervisor/Home Base Supervisor will
review the form and sign it. The Center Director/Site Supervisor/Home Base Supervisor will scan all requests
and save in an electronic folder in their Center Share file labeled Transfer Requests. The hard copy will be
placed in a folder In the Center Director's/Site Supervisor's/ Home Base Supervisor’s files. If the child has been
identified as having concerns, the Center Director/Site Supervisor/Home Base Supervisor will communicate with
the appropriate Program Services Manager informing that the child’s parent is requesting a transfer to a

different session.

All contact with the parent regarding transfers, and actual changes will be documented in Child Plus in the
Enroliment Notes Section of the Enrollment tab. The Center Director/Site Supervisor/Home Base Supervisor will
be responsible for tracking all transfers within the center.

Terminating a Child from the Program

A child may be terminated from the program under the following circumstances (but not limited to):
o Parent voluntarily drops the child
o Attendance issues (see Attendance SAPPP for clarification)
o Extreme behavior that becomes a serious threat to other children or self (see Child Guidance and

Behavior Management SAPPP and Suspensions and Expulsions SAPPP)
o See Admissions Agreement for other reasons
» The Center Director/Site Supervisor /Home Base Supervisor will document the Drop and Drop Reason in

the Enroliment Notes of ChildPlus.
¢ For potential terminations due to attendance, extreme behavior that becomes a serious threat to other

children or self and/or Admissions Agreement reasons the Center Director/Site Supervisor/Home Base
Supervisor will obtain approval according to the appropriate SAPPP.

o If the child being terminated has a food accommodation, the Center Director/Site Supervisor /Home
Base Supervisor will notify the Nutrition and Food Services Manager and the Food Services Supervisor of

the termination immediately.

Procedure for Terminating a Child in ChildPlus:
s Go to the Enrollment section of ChildPlus
Click on the Drop option
Enter the Drop date. (The Drop date is the date the Center Director/Site Supervisor/Home Base
Supervisor determines that the child is not coming back to the program. Do not backdate. The date
must be entered in ChildPlus and the COA notified by email (copy the ERSEA Manager in the email)

within 24 hours of the Drop date.
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e Enter the Drop Reason
¢ Under Enrollment Notes provide additional comments supporting the termination andfor refer to the

notes in the Family Services section

Abandoning a Child’s Program Record:

o If a child has been Accepted but the child never enters the program (non-participant - child is never
physically in the classroom/never receives a home visit for home base), the Center Director/Site
Supervisor/Home Base Supervisor will document under Enroliment Notes the reason why the child will
not attend the program and/or the attempts to contact the family. The Center Director/Site
Supervisor/Home Base Supervisor will notify the ERSEA Manager (copy the COA in the email) of the
status and the ERSEA Manager will update the status from Accepted to Abandoned and group the child
to one of the selections below:

Children expected to return:
o RTN: Left County
o RTN: State Preschool
o RTN: Transitional Kinderg
o RTN: Unable to Contact
Children who recently completed an enroliment packet:
o NEW: Left County
o NEW: State Preschool
o NEW: Transitional Kinderg
o NEW: Unable to Contact
!
Note: Only the ERSEA Manager can change the Accepted status to Abandoned for children that do not
participate in the program.

Once the child has been terminated/abandoned from the program the Center Director/Site Supervisor/Home
Base Supervisor will keep the child’s file at the center in a locked archived cabinet.

Completing the Program

Head Start:
¢ When a child has completed the program year, the ERSEA Manager is responsible for changing the

child’s status from Enrolled to Completed in ChildPlus.
Early Head Start :

o When a child ages out of the program:

» During the program year, the Center Director/Site Supervisor /Home Base Supervisor is responsible for
completing the child in ChildPlus.

+ At the end of the program year, the ERSEA Manager is responsible for completing the child in ChildPlus.

o If the Child will be transitioning on to Head Start, the COA will create a Head Start program term in
ChildPlus and begin the eligibility process with the family. (See Selection, Enrollment, and Determining
Verifying and Documenting Eligibility SAPPPs.)

« For children still attending in July, the ERSEA Manager will add a new program term for the child for the
upcoming Yyear and label the child’s status as accepted. The Center Director/Site Supervisor /Home Base
Supervisor will be responsible for assigning the classroom and enrolling children based on their first day
physically in the classroom (center base)/first home visit (home base).
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Pregnant Moms:
Once a mother gives birth to the child, the Home Base Supervisor, the COA will accompany the designated
Health staff member on the two-week post-partum visit to complete a new enroliment packet for the newborn
and request a copy of the Birth Certificate (other valid proof of age documentation). (See Services to Pregnant
Women SAPPP.) The COA will complete the following forms for the newborn at the two-week post-partum visit:

o Enrollment Application

¢ EHS Enrollment Packet

Center File Checklist

Original copy of the Admissions Agreement

Permission to Photograph

Pediatric Health History

Parent Request for Altermate Formula, if applicable

Parent Directory Form

Parent Interest Survey (only completed through September 30%)

Copy of the Immunization Record

California School Immunization Record (blue card)

Parent Authorization for Exchange of Information

Obtain a copy of the Custody Documents, if applicable

. Ellglblllty Verification Form - Eligibility is not re-verified at this time

o Income, Parental Status, Disability points will be the same as the ones assigned to the child’s mother

o Assign Age points (OM/50PTS)

o Retrieve mother's ERSEA Eligibility File and include newborn’s application, proof of age and Eligibility
Verification Form and forward to ERSEA Manager for Quality Assurance review.

¢ The ERSEA Manager will forward the newborn’s Enroliment and ERSEA Eligibility files to the ERESA DEC to
enter child’s demographics and points in ChildPlus. NOTE: DEC will update existing "Unborn Child” with
child’s legal name and date of birth.

o The DEC will return Enroliment and ERSEA Eligibility files to the COA who will forward both files to Health for
Program Services File Review and document in ChildPlus under Enroliment Notes and Enroliment File Review
Tab that the file was forwarded. Note: The Program Services department reviews for two-week postpartum
visit files will be completed within 72 hours of file submission.

e After the two-week postpartum visit, mom will continue to be enrolled in ChildPlus while the child’s
Enroliment File is reviewed by Program Services.

e Orientation can be held for the newborn child during this time, even if the child’s Enroliment File has not

been received.
» Once the child has had their first home visit the Home Base Supervisor will complete mom and inform the

COA.
» The COA will accept the child in ChildPlus and inform the Home Base Supervisor that the child is ready to be

enrolled.

0O 0000000 O0OO0

(E) Forms:

¢ Parent Authorization for Exchange of Information
Application

Licensing Forms

Emergency Card

Individual Care Plan

Food Substitution Physician’s Statement
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« IEP/IFSP
o Transfer Request Form
¢ Employment Verification Form

(F) Additional Resources:

o EHS Transition SAPPP ]
Selection SAPPP

Enroliment SAPPP

Determining, Verifying and Documenting Eligibility SAPPP

Full Day Eligibility SAPPP

Medication Administration SAPPP

Food Allergy SAPPP

Individual Care Plan SAPPP

Services to Pregnant Women SAPPP
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