Attachment 10

Head Start Monthly Report
May 2019

Conduct of Responsibilities -
Each Head Start agency shall ensure the sharing of accurate and regular information for use by the
Governing Body and Policy Council, about program planning, policies, and Head Start agency
operations, including:
(A) Monthly financial statements, including credit card expenditures;
(B) Monthly program information summaries
(C) Program enrollment reports, including attendance reports for children whose care is
partially subsidized by another public agency;
(D)Monthly reports of meals and snacks provided through programs of the Department of
Agriculture;
(E) The financial audit;
(F) The annual self-assessment, including any findings related to such assessment;
(G) The communitywide strategic planning and needs assessment of the Head Start agency,
including any applicable updates;
(H) Communication and guidance from the Secretary;

In accordance with the New Head Start Performance Standards that went into effect on
November 7, 2016:
1301.2 (b) Duties & Responsibilities of the Governing Body -

(1) The governing body is responsible for activities specified at section 642©(1)€ of the Head
Start Act.

(2) The governing body must use ongoing monitoring results, data on school readiness goals,
and other information described in 1302.102, and information described at section 642(d)(2) of the
Act to conduct its responsibilities.

Please see Program Information Summary & attachments to this monthly report for monitoring
reports.

A. Monthly Financial Statements including credit card expenditures:

Credit Card: Program Information Summary $447.66
4/10/19 Doubletree $256.16 A. Esser
4/16/19 CMT Chicago $66.80 A. Esser
4/16/19 American Airlines $30.00 A. Esser
4/16/19 American Airlines $30.00 S. Stammen
4/18/19 Chicago Taxi $64.70 A. Esser

Staff were informed that MCHS had received Duration Grant award dollars and COLA. COLA dollars
should be reflected in staff wages in May or June. The Director and administrative team will begin
implementing the Duration Grant award In May.

During the month of April there were a significant amount of activities for internal auditing,
recruiting for next year, and long-term planning for the program. Internally, the Director presented
the self-assessment report and plan to both Policy Council and Board. The HCSM completed
internal audits of the program’s emergency release policy and procedure and reported findings.
The Director and IT Secretary reviewed the program’s progress in achieving NON-Federal match
requirements for PY 18/19.



The FESM an Director met with social services staff periodically throughout the month. Additional
items for recruitment activities were addressed and ordered. The team updated the overall
program recruitment plan. The HCSM, FESM, and FAs participated in the YMCA Healthy Kids Day.
Congressman Davidson visited MCHS to show appreciation for early childhood and local support of
the program during the Week of the Young Child. Throughout the week classroom staff conducted
numerous events for children and families.
The Director attended the monthly COLT meeting, quarterly OHSAI meeting, OHSAI Board meeting,
and kindergarten transition meeting with Celina City Schools kindergarten principals. Staff
participated in CPR, First Aide, and Child Abuse and Neglect training in-house. External trainings
provided were Mental Health First Aide by Foundations and Relationship-Based Competencies
through STGI. The Director and Education Manager attended the Organizational Management &
Design Institute provided by Office of Head Start. The Director and Family Engagement Manager
visited Butler County ESC / Head Start to learn more about Parent Gauge, a software program that
monitors and tracks parent engagement progress.
At the end of the month, the admin team conducted the first meeting of the Continuous
Improvement Planning team. This team consists of staff from all aspects of the program and all
longevity levels as well as a parent. Utilizing tools gained from the Organizational Management &
Design Institute, the team was able to begin working on how to increase parent engagement. The
group decided to meet once a month.

Education - Kindergarten transition activities were completed. Head Start teachers met

with Public School teachers regarding children going on to kindergarten.

Mental Health - Continue to see significant social emotional concerns with some children.

MHC has provided services to 32 children thus far this program year. Four children have

significant behaviors that warrant modified attendance plans.

Disabilities - 48 children have been served in the program with an IEP. 4 children are

suspected to have a possible delay, they are DLLs.

Health - The late outbreak of Influenza A impacted attendance in spring months. HCSM

coordinating partnership with Mercer Health to combat childhood obesity in the program.

ERSEA - Program has maintained full enrollment. Some currently enrolled families have

difficulty ensuring that their child is in attendance every day. For those families, their

attendance plan includes a modified schedule.

Family Engagement -FESM is currently developing a family engagement plan for PY 19/20

that incorporates more involvement by fathers and activities to educate parents.

B. Enrollment / Attendance
158 children are currently enrolled.

Enrollment by Program Option:

Half Day PY Head Start 120

Full Day School Year Ed Complex 18

Full Day School Year Rockford 20

ECE - State - funded (CPPS) 13
Attendance by Program Option:

Half Day PY Head Start 84.4%

Full Day School Year Ed Complex 90.18%

Full Day School Year Rockford 87.22%

CPPS 82.43%




C. CACFP report - CACFP claimed meals

Month April 2019

Served

Total Days Rockford - 18 , Part Day

Attendance programming - 18
Ed Complex Full day
Programming - 19

Total 1469

Breakfast

Total 2583

Lunches

Total 1467

Snacks

Total 5519

Meals

D. Self-Assessment
e Completed March 2019 - see attached
E. Community Assessment
e In Progress
F. Communication and guidance from the Secretary

Head Start Director is asking for an approval of 3 student calendars for SY 17-18.
Part Day Part Year Head Start = 133 days

Full Day School Year Head Start = 165 days

Full Day Part Year Head Start (Rockford) = 136 days

Attachments to report:

Recruitment report
CIP Report

Respectfully submitted,

Amy Esser
Executive Director
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Internal
Strategy
Recruitment
meeting

Review required

~ forms

Update required
forms

Review
marketing
materials

Update
marketing
materials

Order Marketing
materials

Run returning
eligible student
& sibling report
in COPA

Copy ITR forms

External Strategy

MERCER COUNTY HEAD START RECRUITMENT PLAN

Position
Responsible
Director,
FESM, FAs

Director,
FESM, FAs

HS Secretary

Director,
FESM, FAs,
Secretaries,
Parents

Director,
FESM, HS
Secretary

HS Secretary

IT Secretary

HS Secretary

Costs

_ Neutral

Copying
/$20

Neutral

Neutral

$125

$1500

Neutral

55

Objective

Inform staff of
expectations, identify
benchmarks, identify
potential places to
recruit for target
audiences

Make necessary
changes

Keep things up to
date

Make necessary
changes & updates

Marketing materials
to be appealing to
target audiences
Have materials ready
for 1** quarter
distribution

Provide updated list
of children eligible for

upcoming program
year

Prepare for
distribution

Outcome

Staff are informed of
expectations.

Updated expectations
for the enroliment
paperwork completion.
Updated enrollment
forms to reflect licensing
requirements.
Completed.

IT Secretary ran report.

Changing this form to be

n

a “refer a friends form”.

Eomments

nosu_mﬁma :._mmz:mm_
with both FAs.

On-going through
February.

On-going through
February.

FA requested more
magnets and less
door hangers. Add
word FREE, remove
Mercer County
Resident verbiage.
Moved to January
Completed

Moved to January
Moved to February

In addition to eligible
returning students
and siblings,
program requires
additional 30
students to be full.
No longer needed.
Utilizing the COPA
report.



| Januc Recruitment
L Meeting

| Distribute and
collect ITRs

o, g Facebook &
I ~ website

e

Internal Strategy

Comparison
report of ITRs
with COPA

~ eligibility &
~ sibling list

~ Begin
applications for
returning
children and
siblings

Distribute marketing
materials at local
social service
agencies and other
entities identified.

Distribute
recruitment
information to COLT
members

External Strategy

Target mailing
through VPP for low

Director,
FESM, FAs

FAs, HS
secretary

FAs

HS Secretary

Director

Position
Responsible
IT Secretary

FAs

Director,
FESM, HS
Secretary

MERCER COUNTY HEAD START RECRUITMENT ,_u_.>2

Neutral

Neutral

Neutral

Neutral

Neutral

Costs

Neutral

Neutral

$350

Distribute marketing
materials and list of
places for distribution
ITRs distributes as
children return from
winter break, must be
returned within 10
days.

Saturate area with
Head Start
information

Inform visitors that
Head Start is taking
referrals for upcoming
program year

Provide agency
directors with
information about the
program.

Obijective Outcome
Identify new children

and children in

program who did not

complete an ITR

Reach 50%
enrollment with
returning children,
Reach 60%
enrollment with
siblings

Identify children
throughout entire
county

No longer doing ITR
forms.

Not completed

Moved to March

Moved to March

Comments

FAs to get list to
FESM. FESM to meet
with Director to
compare lists.

Not doing this



All ITR
information
completed and
followed up
Recruitment
meeting

Start PO for yard

signs

Begin
applications on
new referrals

income families in
Mercer County
Val Pak advertising

Recruitment
presentations to
WIC, JFS,
Foundations
Attend & present at
No Wrong Door

Provide school
districts with flyers
to be sent home
with elementary
students

Support ESC with
Child Find Activities

MERCER COUNTY HEAD START RECRUITMENT PLAN

Director,
FESM, HS
Secretary
Director,
FESM, FAs

Director,
___nmm__s. FAs
FAs

Director,
FESM, FAs,
Secretaries
Director / HS
Secretary

FAs

HS Secretary

FAs

$500

S50

$25

Neutral

Neutral

$750

Neutral

$50

Neutral

Identify children
throughout entire
county

Educate social service
agencies on program

Provide materials to
other non-profits
Close out referrals on
existing children

Share information,
discuss strategy,
modify plan if needed
Marketing materials

Reach 70%
enrollment

Identify younger
siblings of school aged
students throughout
the county

Identify potential
eligible children
through screening

Distributed in May

JFS scheduled for
March.

Completed.

Not scheduled.

Not doing this. Have
plenty left over from
last year.

Flyers made in print
shop in April,
distribute in May

Completed.
Minimal referrals
result.



MERCER COUNTY HEAD START RECRUITMENT PLAN

External Strategy

mcuuon local districts with
kindergarten screens

Order yard signs to be in by
end of the month

Post flyers throughout the
community.

applications on new
-applicants

% | Week of the Young Child

Parent flyers

Position
Responsible
FAs

HS Secretary

FAs

FAs

~ All Staff

All Staff

Parents

Costs

Neutral

Neutral

$250

Neutral

Neutral

$250

$50

Ohjective
|

Identify potential enrollees/
students not yet ready to enter
kindergarten

Meet deadlines

Saturate the area with visual
flyers with tags

75% of enrollment complete

Door to door canvassing to
recruit new applicants,
distribute yard signs

Bring awareness to local Head
Start program

Provide parents with flyers and
info sheets to distribute among
friends

Outcome

Comments |

Public

schools
not
interested
in our
help.

Not doing
this.

April 26 —
Replaced
old fliers
with new
fliers.

This ended
up being
FE staff
only.
Second
recruitmen
t day
scheduled
for May.
Did not
spend
budgeted
dollars.
Parent
doing
magnets at
Wiiliamsbu
rg.



Continue to complete
applications on new

applicants

Distribute Yard Signs

Kindergarten Screens

Public Service

MERCER COUNTY HEAD START RECRUITMENT PLAN

FAs, FESM

FAs, FESM

Director, FESM

announcements

Elementary school flyers FESM
FAs

Replenish flyers / posters FAs

throughout county agencies

Low income housing FAs

applications

$50

Neutral

Neutral

Neutral

Yard signs distributed to local
businesses

Recruit & assist with
kindergarten screens

Provide articles to local
newspapers

Provide elementary schools with
half sheet flyers for upcoming
preschool year

78% of enrollment complete

Keep information available &
current

Reach families in low income
housing units

Distributed
signs at
end of
year event.
Public
schools
not
interested
in our
help.

Copied in
April,
distributed
in May.
75% full

N_.a
recruitmen
t day
5/10/19



MERCER COUNTY HEAD START RECRUITMENT PLAN

External Stratezy Position Objective Outcomes Comments |
R Responsible . : e
Information table set up at FAs, FESM Neutral  Reach qualified applicants FAs do not
Health Department & JFS find this
‘ beneficial.
Meeting with ESC to Director, FESM Neutral  Obtain names of possible
discuss referral applicants
process for the
summer
months
Contact local FESM Neutral  Obtain names of possible Celina
kindergarten principals applicants returned
for children not ready approxim
for kindergarten ately 10
children.
No
response
from
Parkway
or
Coldwater
Facebook boosts 4 HS Secretary $75 Reach qualified candidates via
weeks social media
Health Screening Day HCSM  $250 Complete screenings on children
enrolled in program &
encourage families to bring
eligible friends
Continue completing FAs Neutral  85% full enrollment
applications and
enroliments
Staff & families participate in  FESM, FAS, Salary Advertise the program within
local parade Driver costs the community
Public service FESM $300 Advertise the program in local
announcements and paid paper

advertising



MERCER COUNTY HEAD START RECRUITMENT PLAN

Contact no show FAs Neutral  Reach families with little to no
appointments and _ contact with center

families with no phone

at addresses provided

Continue completing FAs Neutral  92% full enroliment
applications and
enrollments
Replenish flyers and posters  FAs S50 Keep information available &
at local social service current
agencies
Contact local JFS for foster FAs Neutral  Locate children in foster care
care children placement _
Continue completing FAs Neutral  100% full enroliment

applications and
enroliments




Continuous Improvement Planning Committee
April 23 2019
Education Complex
Attendees: Amy Esser, Sandy Stammen, Angie Stephenson, Whitney Langston, Betty
Steinbrunner, Jill Bell, Amy Agler, Darrin Fuson

Reviewed purpose, direction , and expectation of the Continuous Improvement Planning Team.
Discussed development of 5 year planning cycle and goal development. The committee agreed
to meet monthly and decided that a member of the transportation staff should be included.
Amy Esser will send meeting reminder to team. Angie Stephenson will recruit a member of the
transportation team.

The team worked on “Increasing Parent Engagement” utilizing a creativity matrix.

The 7 top ideas (one for each category) include: More fun parent-child activities, Getting
parents together with other parents, Additional training for staff & time for training, Include &
increase communication with transportation staff, Administrative team more visible with
children and parents, Policy Council & Board more involved in parent engagement activities,

community in our classrooms and our classrooms in the community.

Targeted (low cost & important) - more fun parent / child activities, getting parents together
with other parents, community in our classrooms, our classrooms in the community

Luxuries (high cost & important) — additional training & time for training for staff
High-value (low cost / difficult) — include & communicate with transportation staff

Strategic (high cost & difficult) — PC & Board more involved in parent engagement,
Administrative team more visible

Next steps to create a “road map” for 5 year planning which incorporates the 4 areas above.

Next meeting is May 21° from 4 — 5:30 p.m. at Education Complex.



HEAD START - 2019 GRANT

REVENUE

FEDERAL OTHER TOTAL REVENUE REMAINING

BUDGET SOURCES REVENUES RECEIVED FUNDING
Federal Revenue 1,698,712.00 - 1,698,712.00 429,000.00 1,269,712.00
CACFP Revenue - 88,230.00 88,230.00 29,000.24 59,229.76
Other Local - - - 7.956.35 (7.956.35)
Refund prior year exp & - . - -
Board advance - - - - -
Total 1,698.712.00 88,230.00 1,786,942.00 465,956.59 1,320,985.41

EXPENSES

FEDERAL OTHER TOTAL ACTUAL EXPENDABLE ENCUMBERED/ REMAINING ANTICIPATED

BUDGET SOURCES BUDGET EXPENDED BALANCE REQUISITIONS BALANCE ACCRUAL
Salary 805,411.00 50,400.00 855,811.00 242.453.88 613,357.12 - 613,357.12
Fringe Benefits 562,021.00 9,100.00 571,121.00 143,391.42 427,729.58 275.00 427,454.58
Programming USAS (400's) 176,306.00 4,230.00 180,536.00 41,2449 139,291.09 36,295.61 102,995.48
Supplies USAS (500) 89.914.00 24,500.00 114,414.00 33,170.87 81,243.13 18,090.75 63,152.38
Capital Cutiay - - - - - - -
Other Expenditures USAS (800's) 12,125.00 % 12.125.00 1,940.00 10,185.00 - 10,185.00
PA22 subtotal 1,645,777.00 88,230.00 1,734,007.00 462,201.08 1,271,805.92 54,661.36 1,217,144.56
Training & Technical Services
Training & technical serv (job code 400) 419 24,319.00 - 24,319.00 1,261.00 23,058.00 3,189.50 19,868.50
Staff out of town travel 439 24,966.00 % 24,966.00 3.612.63 21.353.37 6,173.41 15,179.96
Subtotal Purch Service 49,285.00 - 49,285.00 4.873.63 44,411.37 9,362.91 35,048.46
Training & Tech Supplies 3.650.00 - 3.650.00 284.83 3,365.17 600.00 2,765.17
Subtotal Supplies 3,650.00 - 3,650.00 284.83 3,365.17 600.00 2.765.17
T&TA -PA20 52,935.00 - 52,935.00 5,158.46 47,776.54 9,962.91 37.813.63
Retumn of Board Advance = - - & ] - E
TOTALS 1,698,712.00 88.230.00 1.786942.00  467,359.54 1,319,582.46 64.624.27 1,254,958.19

TOTAL REVENUE OVER/UNDER TOTAL EXPENDITURES (1,402.95)



439 Early Childhood Purchased Capital

Salaries Fringes Services Supplies Outlay Other Total
100 200 400 500 600 800

Original
CCIP Budget 31,400.00 20,600.00 - - - - 52,000.00
Adjusted
CCIP Budget 31,400.00 20,600.00 - - - - 52.,000.00
Exp thru 9/30 -
Exp thru 10/31 3,925.00 2,468.24 6,393.24
Exp thru 11/30 3,925.00 2,548.80 6,473.80
Exp thru 12/31 3,925.00 2,190.51 6,115.51
Exp thru 01/31 3.925.00 3,822.56 7,747.56
Exp thru 02/28 3,925.00 2,463.39 6,388.39
Exp thru 03/31 3,925.00 2,304.06 6,229.06
Exp thru 04/30 3,925.00 2,393.13 6,318.13
Exp thru 05/31 -
Exp thru 06/30 -
Exp thru 07/31 -
ADIJ Entry 5/31/18 -
Exp thru 08/31 -
Total Expenditures ~ 27.475.00 18,190.69 - - - - 45.665.69
CCIP Budget

Remaining 3,925.00 2,409.31 - - - - 6,334.31
CAN SPEND UP TO 34,540.00 22,660.00

BUDGET PLUS 10%

Q:\CCIP\CCIP versus Actual 2019.xIsx



Non-Federal Match

*FINAL* February 2019

Rate
In-Kind Hours per hour Total

Celina City Schools--Administrative / Support Personnel
Superintendent - $8,398 / year $699.83
Treasurer's Office - 3 employees / $15,109 / year $1,259.08
Fringe for All - $3,890 / year $324.17
Technology Support - 2 employees / $10,878 / year $906.50
Speech Therapist - $57,412 / (Sept-May) $6,379.11
ELLTutor - $1,848 / year (Sept-May) $205.33
Itinerant Teachers - $58,234.04 / (Sept-May) (Classroom) (2) $6,470.45
Board of Education $56.92 $0.00
ESC Staff-VS 20 $58.80 $1.176.00
ESC Staff-TN $68.78 $0.00
ESC Staff-SG $34.35 $0.00
A. A. Ttinerant 21.5 $27.74 $596.41
A. B. Itinerant 19.25 $24.27 $467.20
T. S. Itinerant 315 §12.55 $470.63
D. D. Itinerant 25.25 $46.20 $1,166.55

Sub Total $20,121.25
Building Usage
Utilities - $17,136 / year $1,428.00
Custodian - $65,328 / year $5,444.00
Maintenance - $13,575 / year $1,131.25
Summer Custodian - July $9.75 $0.00
Custodian Retro $222.92

Sub Total $8,226.17
Volunteers (from In-Kind Sheets)
Cafeteria Helpers 53.25 $11.37 $605.45
Tri-Star Students 23.5 $16.83 $395.51
College Students / Interns 47.75 $16.83 $803.63
Parent - Classroom 20.5 $16.83 $345.02
At Home Activities 124.5 $16.83 $2,095.34
TA/FA Asst besides Tri-Star, Student, Parent 1.75 $16.83 $29.45
Office Helpers 1 $14.53 $14.53
Bus Aide 0 $11.91 $0.00
Policy Council 9 $38.01 $342.09
Mileage 0 $0.545 $0.00
Donations: MerCo Civic Foundation-Bowling night/J Spencer $529.00
Tri-Star Photography for Bowling Night $396.92

Sub Total $5,556.93
Goods & Services
CJ's Highmarks for Policy Council - 20% discount $90.00 20.0% $18.00
HSAC
Conscious Discipline $13,294 / 9 months(Dec-May, Sept-Nov) $1,477.11
Foundations Behaviorial Health $15.00 $0.00
Foundations Behaviorial Health-Kinship 1.25 $100.00 $125.00
Amber Savage--Dental Health Education 1.5 $33.01 $49.52

Sub Total $1,669.63
Total This Month $35,573.99
In-Kind Needed Each Month: $34,255.75

Annual required inkind| $411,069.00

Inkind needed to date

$304,604.93




l Manage your account online: \  Customer Service:
—_A.e'ﬂ;é . Loy o byl (b

fron CHASE O

ACCOUNT ACTIVITY

Date of
Transaction Merchanl Name or Transaction Description
04712 Payment Thank You - Web
0321 FACTS4ME, INC 630-5150928 IL
THOMAS S SOMMER
TRANSACTIONS THIS CYCLE (CARD 0928) $13426 64-
INCLUDING PAYMENTS RECEIVED
04/17 CROWNE PLAZA COLUMBUS COLUMBUS OH
04/17 CROWNE PLAZA COLUMBUS COLUMBUS OH
04/17 CROWNE PLAZA COLUMBUS COLUMBUS OH
04/17 CROWNE PLAZA COLUMBUS COLUMBUS OH
04/17 CROWNE PLAZA COLUMBUS COLUMBUS OH
0417 CROWNE PLAZA COLUMBUS COLUMBUS OH
TIM BUSCHUR
TRANSACTIONS THIS CYCLE (CARD 0936) $732.00
03/27 RISEVISION TORONTC ON
04/02 PENSKE TRK LSG 022310 FORT WAYNE IN
03721 OED EDUCATOR LICENSURE 614-644-2636 OH
03/22 OED EDUCATOR LICENSURE 614-644-2636 OH
03725 RISEVISION TORONTO ON
03/25 ELECTRIC EEL MFG CO INC SPRINGFIELD OH
03/30 GOPHER SPORT &877-699-7927 MN
03/29 DAVIS AND NEWCOMER DAVISANDNEWCO OH
03/28 OED EDUCATOR LICENSURE 614-644-2636 OH
03/29 WILLIAM V MACGILL & CO 603-8882564 IL
04/04 YOUCANBOOK.ME BEDFORD
04/08 CARDINAL BUS SALES AND SE 419-2255552 OH
04/08 IN "FLAGS USA LLC 630-2330277 IL
04/08 DNH"GODADDY COM 480-5058855 AZ
04/08 DAVIS AND NEWCOMER DAVISANDNEWCO OH
04/08 DSS"ACHIEVMNTPRODUCTS 800-482-5846 CA
04/08 RISEVISION TORONTO ON
04/08 THE LIBRARY STORE INC 309-925-3923 IL
04/15 MARATHON PETROB6696 FORT WAYNE IN
04/13 PENSKE TRK LSG 022346 COLDWATER OH
04118 WENGER CORPORATION 800-493-6437 MN
04/18 Scholastic Education 573-632-1834 MO
0418 DUDE SOLUTIONS INC 877-655-3833 NC
04/18 HERFF JONES SCHOL 7300 317-612-2583 IN
CONNIE ROSE
TRANSACTIONS THIS CYCLE (CARD 0944) $14485.92
03/27 WAL-MART #1433 CELINA OH
04/03 WAL-MART #1433 CELINA OH
KENNETH SCHMIESING
TRANSACTIONS TRIS CYCLE (CARD 0969) $77.49
0410 DOUBLETREE BY HILTON CAW COLUMBUS CH
04/16 CMT CHICAGO IL27680015 CHICAGO IL
04/16 AMERICAN AIR0010287475936 FORT WORTH TX
0416151 ¥ EBC  FEE
04/16 AMERICAN AIR00102874758952 FORT WORTH TX
0416191 v EBC FEE
04/18 CHI TAXI 3248 CHICAGO IL
AMY ESSER
TRANSACTIONS THIS CYCLE (CARD 0977) $447 66
2019 Totals Year-to-Date
Total fees charged in 2019 $0.00
| Total interest charged in 2019 $0.00
Year-lo-date tolals do not refiect any fee or interest refunds
you may have received
THOMAS S SOMMER Page 2of3

000000 FiS3I3QCH Y § 20 1930420 Page 2013 OBE30  MADA 74730

‘,; Mobila: Download the
L/ Chase Mobie® app loday

$ Amount

-13.47¢.64
50.00

122.00
122.00
122.00
12200
122.00
122.00

-4,088 37
-76.00
25.00
25.00

4,088 .37
81.37

226.74
1.054.00
25.00
11250
7.00
21394
204.00
7568
401.08
47.28

3.812.00
8369
16.88

356.42
632.00
546.35

3.173.49

344252

19.46
58.03

256 16
66.80
30.00
30.00

6470

Statemen! Date:  04/20/19

110100000 10007573002
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Mercer County Head Start Policies and Procedures
%

P/P Topic: | Employee Physicals PIP #:
Part: | 1302 PC Approval Date:
Subpart: | /- Human Resources | Last Reviewed Date:
Management
Section Title(s): | Staff health and Implementation | HCSM & IT Secretary
wellness Responsibility:
Related | 7302.93(a) Monitoring | Director / IT Secretary
Performance Responsibility:
Standard(s):

“

(A) Policy

A program must ensure each staff member has an initial health
examination and a periodic re-examination as recommended by
their health care provider in accordance with state, tribal, or local
requirements, that include screens or tests for communicable
diseases, as appropriate. The program must ensure staff do not,
because of communicable disease, pose a significant risk to the
health or safety of others in the program that cannot be eliminated
or reduced by reasonable accommodation, in accordance with the
Americans with Disabilities Act and section 504 of the
Rehabilitation Act.

(B) Responsibility

HCSM & IT Secretary

(C) Procedure

In accordance with Ohio Department of Education preschool
licensing, MCHS requires that all staff have a physical
examination prior to hire.

To support the ongoing wellness of staff, MCHS Health Services
Advisory Committee has established that all staff members will be
required to have an annual updated physical every 3 years.

If a staff member’s insurance covers the cost of the annual
physical, the employee is to utilize that benefit. However, if the
staff member can provide proof that their insurance does not cover
an annual physical or the employee has no insurance coverage, the
program will cover the cost. To cover the cost, the employee must
agree to utilize the physician / network in which the program has
an established agreement for services in place.

Bus Drivers receive a T-8 physical annually which exceeds the 3-
year update requirement.




Mercer County Head Start Policies and Procedures
“

P/P Topic: | Employee Plan of PIP #:
Action

Part: | Program Operations PC Approval Date:

Subpart: | /. Human Resources Last Reviewed Date:

Management

Section Title(s):

Personnel Policies

Implementation
Responsibility:

Administration

Related | 7302.90 Monitoring | Director
Performance Responsibility:
Standard(s):

“

(A) Policy A program must establish written personnel policies and
procedures that are approved by the governing body and policy
council or policy committee and that are available to staff.

(B) Responsibility | Administration

(C) Procedure Evaluation tools are designed utilizing key core competencies

specific to each position.

Supervisors are responsible to conduct an annual evaluation with
each employee between the months of April and June.

The employee receives a copy of the evaluation. A copy is
provided to the District Superintendent’s office. The original is
kept in the employee’s personnel file in the Head Start office.

Evaluation tools identify when an employee has an area or areas
that require additional skill development to meet program
requirements and expectations. When this occurs, the supervisor is
to develop an Employee Plan of Action that clearly outlines
expectations, goals, identified needs, resources and or training,
opportunities for measurement , and timelines for completion. The
supervisor and employee will meet to assess progress on a routine
basis as established in the plan.

An Employee Plan of Action does not replace an Individual
Professional Development Plan.

If the Employee Plan of Action is not successfully completed, the
supervisor is to complete an additional evaluation on the employee
to reevaluate skills. The supervisor will then confer with the
Director as to next steps in the disciplinary process per the
negotiated agreement.




Mercer County Head Start Policies and Procedures

P/P Topic: | Contracted Services PIP #:
Part: | Program Operations PC Approval Date:
Subpart: | B. Program Structure Last Reviewed Date:

Section Title(s):

Determining Program
Structure

Implementation
Responsibility:

Administration

Related | 1302.20(b) Monitoring | Director
Performance Responsibility:
Standard(s):

[ — o ————— —————— e

(A) Policy All program options must deliver the full range of services, as
described in subparts C, D, E, F, G of this part, except that 1302.30
through 1302.23 and 1302.34 do not apply to home-based options.

(B) Responsibility | Administration

(C) Procedure

In an effort to ensure that all comprehensive services are made
available to children and families and that these services meet the
high standards established by the HSPPS some services may be
contracted.

Individuals with whom contracts are developed must meet the
criteria established in the HSPPS whenever possible (availability
in the community, budgetary constraints, etc.)

Contracts are developed through the MOU process with local
agencies or individual contracts. Costs for services are negotiated
by comparability of wage study.




Mercer County Head Start Policies and Procedures
“

P/P Topic: | Annual Evaluations P/P #:
Part: | Program Operations PC Approval Date:
Subpart: | /. Human Resources Last Reviewed Date:
Management
Section Title(s): | Staff qualifications Implementation | Administration
and competency Responsibility:
requirements
Related | 1302.91(a) Monitoring | Director /
Performance Responsibility: | Superintendent
Standard(s): Secretary

%

(A) Policy

A program must ensure all staff, consultants, and contractors
engaged in the delivery of program services have sufficient
knowledge, training and experience, and competencies to fulfill the
roles and responsibilities of their positions and to ensure high-
quality service delivery in accordance with the program
performance standards. A program must provide ongoing training
and professional development to support staff in fulfilling their
roles and responsibilities.

(B) Responsibility

Administration

(C) Procedure

Evaluation tools are designed utilized key core competencies
specific to each position.

Supervisors are responsible to conduct an annual evaluation with
each employee between the months of April and June.

The employee receives a copy of the evaluation. A copy is
provided to the District Superintendent’s office. The original is
kept in the employee’s personnel file in the Head Start office.

*The annual evaluation is in addition to any provisional
evaluations conducted for newer employees or employees on a
Plan of Action.




Mercer County Head Start Policies and Procedures
h

P/P Topic: | Required Training P/P #:

Part: | Program Operations PC Approval Date:

Subpart: | /. Human Resources Last Reviewed Date:
Management

Section Title(s): | Training and Implementation | Administration

Professional Responsibility:

Development
Related | 7302.92 Monitoring | HCSM / IT Secretary
Performance Responsibility:
Standard(s):

(A) Policy

A program must establish and implement a systematic approach to
staff training and professional development designed to assist staff
in acquiring or increasing the knowledge and skills needed to
provide high-quality, comprehensive services within the scope of
their job responsibilities, and attached to academic credit as
appropriate.

(B) Responsibility

Administration

(C) Procedure

HSPPS and ODE licensing provide guidance as to trainings that
are REQUIRED for staff working with preschool-aged children.
MCHS has adopted the following cycle for required trainings.

All Staff
Active Supervision — Within 2 months of hire and annually
thereafter
Communicable Disease - within 6 months of hire and every 3
years thereafter
Child Abuse & Neglect — within 6 months of hire and every 3
years thereafter
Head Start philosophy & mission - annually
Bloodborne Pathogen annually — annually

Staff with Regular Contact with Children
CPR — within first year of hire and every 2 years thereafter
First Aid — within first year of hire and every 2 years thereafter

Staff MUST obtain these required trainings as prescribed. MCHS
makes every effort to provide training opportunities to meet the
needs of staff. If staff choose not to participate in trainings offered
at MCHS, they must locate and attend a training that meets the
requirement at their own cost on their own time.
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P/P Topic: | Job Descriptions P/P #:

Part: | Program Operations PC Approval Date:

Subpart: | I. Human Resources Last Reviewed Date:
Management

Section Title(s): | Staff qualifications Implementation | Administration

and competency Responsibility:

requirements
Related | 7302.91(a) Monitoring | Director / Board
Performance Responsibility:
Standard(s):

e e e e e e e e e e e e e

(A) Policy

A program must ensure all staff, consultants, and contractors
engaged in the delivery of program services have sufficient
knowledge, training and experience, and competencies to fulfill the
roles and responsibilities of their positions and to ensure high-
quality service delivery in accordance with the program
performance standards. A program must provide ongoing training
and professional development to support staff in fulfilling their
roles and responsibilities.

(B) Responsibility

Administration

(C) Procedure

Job Descriptions are created and updated to reflect the
requirements and core competencies of the Head Start Program
Performance Standards.

Likewise, job descriptions can be modified to reflect the unique
needs of the community served and the needs of the program.

Job descriptions will be provided to individuals who are
interviewing and to existing employees as updates are made.
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P/P Topic: | Requirements for PIP #:
Employment

Part: | 1302 PC Approval Date:

Subpart: | /| - Human Resources | Last Reviewed Date:
Management

Section Title(s):

Personnel Policies

Implementation | Administration

Responsibility:

Related | 7302.90 (a) Monitoring | Policy Council / Board
Performance Responsibility:
Standard(s):

“

(A) Policy

A program must establish written personnel policies and
procedures that are approved by the governing body and policy
committee and that are available to all staff,

(B) Responsibility

Administration / Hiring Team

(C) Procedure

In accordance with HSPPS and ODE Preschool licensing rules,
regulations and laws there are requirements that must be met prior
to an individual being considered for a recommendation to hire:

1.

2.
3.
4.

Applicants and recommendations for hire are submitted through
Policy Council and Board of Education.

Successful clearance of the 5 required background checks
(please see background check policy)

Reference checks (3 individuals not related to applicant)
Successful clearance of physical examination and TB test
Valid Driver’s License (as applicable to position — see Job
Description)

College Transcripts and Degree (as applicable to position —
see Job Description)

Proof of licensure / certification (as applicable to position —
see Job Description)

Proof of High School Diploma or equivalent (as applicable
to position — see Job Description)
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P/P Topic: | Employee Wellness PIP #:
Program
Part: | 1302 PC Approval Date:
Subpart: | /- Human Resources | Last Reviewed Date:
Management
Section Title(s): | Staff health and Implementation | HCSM
wellness Responsibility:
Related | 7302.93(b) Monitoring | Director
Performance Responsibility:
Standard(s):

L= . —— — ——————————— e

(A) Policy A program must make mental health and wellness information
available to staff regarding health issues that may affect their job
performance and must provide regularly scheduled opportunities to
learn about mental health, wellness, and health education.

(B) Responsibility | HCSM

(C) Procedure CCS conducts an on-going wellness program that is directed by the

district wellness team. MCHS HCSM is a member of that team.
MCHS staff have access to and are encouraged to participate in the
CCS wellness programs throughout the year.

In addition, at a minimum once annually, MCHS will hold a
wellness event. The event will be conducted during normal work
schedule hours. The event will take place on a day where no
children are in session.

The HCSM is responsible to coordinate the event. The Director
will ensure the budget includes funds available for the event.
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PIP Topic: | Consideration for PIP #:
reemployment
Part: | 1302 PC Approval Date:
Subpart: | /| - Human Resources | Last Reviewed Date:
Management

Section Title(s):

Personnel Policies

Implementation
Responsibility:

Administration

Related | 7302.90 (a) Monitoring | Policy Council / Board
Performance Responsibility:
Standard(s):

“

(A) Policy

A program must establish written personnel policies and
procedures that are approved by the governing body and policy

committee and that are available to all staff,

(B) Responsibility

Administration / Hiring Team

(C) Procedure

Applicants who have been employed with Celina City Schools
Head Start previously and are applying for a position may NOT be
considered for employment if they left employment either by
termination or resignation if their resignation or termination was

affiliated with or caused by:

1. Violation of the program mission statement
2. Violation of the active supervision policy & / or procedure
3. Violation of the child guidance & discipline policy & / or

procedure

o

Violation of the code of conduct
Violation of the confidentiality policy.




