Attachment 2

Head Start Monthly Report
October 2023

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: $1587.33

9/4/23 $101.00 Fairgrounds Recruitment
9/18/23 $56.62 Pizza Hut PC meal
9/18/23 $30.00 American Airlines A Esser
9/19/23 $30.00 Metro A Esser
9/21/23 $6.11 UVC Washington A Esser
9/22/23 $10.00 Metro A Esser
9/22/23 $30.00 American Airlines A Esser
9/25/23 $60.00 Dayton Internatl A Esser
9/23/23 $1,263.60 Hyatt Crystal City A Esser

B. Program Information Summary

District affiliated events Director participated in include: Board meeting, Admin mtg,



External committeés / meetings affiliated with Head Start - WeeKly Directors meetings, |
OHSAI Executive Board, OHSAI Futures Group, OHSAI Community of Learners Director,
OHSAI Regional Meeting, NHSA FLI presentation prep meetings, Presenter for 2 sessions at
NHSA FLI, congressional Hill visits with Senators Vance & Brown, Congressman Davidson &
Jordan, NHS call for possible government shutdown, NHSA Executive Leadership Group
meeting,

Internal committees / meetings - Policy Council meetings, Administrative meetings, NHSA,
Discussion with Treasurer regarding budgets, Recruitment, Monthly call with Regional
Office (OHS), PC nomination and election meeting, Staff meeting to address government
shutdown, playgrounds, child incidents, and other grant recipients investigating service
area, meeting with financial consultant to plan for end of year spending, meeting with
Family Engagement team, meeting with tech support to discuss future planning and
purchases of tech infrastructure, meeting with Carl Huber to discuss schematics of 1303
renovation project

Trainings provided - Presented on COLT for ECE in the community

Training received - Mtg w/ CORS to learn more about 1303 planning, Salary & wage
planning with HHWP, OHS Workforce Wednesday

Recruitment Report - The program continues to enroll eligible children as they contact the
program. Annual recruitment plan begins in January. Revisions to the plan occur in
December.

Community Partnerships - Director is currently in process of updating MOUs with
community agencies.

Education - 1 HT vacancy being covered by a TA, TA position left unfilled at the beginning of
the year due to Head Start employee bidding on a position with the school district.

Family Engagement - Policy Council elections were conducted. DOGS and MOMs groups
underway. Currently have 1 parent in the OHSAI Parent Ambassador program.

Health - 14 children excluded for not having a physical within first 30 days, 75 children
need dental examinations

Mental Health - 36 referrals were made to the Mental Health Consultant

Disabilities - 17children are currently be served on IEPs

C. Enrollment / Attendance
Cumulative enrollment reported is 123

Enrollment by Program Option:

Half Day PY Head Start 44
Full Day School Year Ed Complex 60
Full Day School Year Rockford 12

Attendance by Program Option:



Half Day PY Head Start 87%
Full Day School Year Ed Complex 88%
| Full Day School Year Rockford 86%

D. CACFP report - CACFP claimed meals

Month September
Served 2023
Total Days Rockford - 17 Part Day
Attendance programming - 17
Ed Complex Full day
Programming - 19
Total 1409
Breakfast
Total 1592
Lunches i
Total 1254 ’
Snacks -
Total 4255
Meals

E. Financial Audit -
F. Annual Self-Assessment
e Completed May 2023
G. Community Assessment
e Reaching out to WSU for a comprehensive assessment
H. Communication and guidance from the Secretary
e Pls, IMs - see attached

Attachments to report:
Director is asking for the approval of attached Subpart A service plans and coinciding policies.
Respectfully submitted,

Amy Esser
Executive Director
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AMY ESSER CREDITS PURCHASES CASH ADV TOTAL ACTIVITY
5563-7580-0004-9768 $0.00 $4,587.33 $0.00 $1,587.33
ACCOUNTING CODE:
Purchasing Activity
Post Tran:
pate Date Reference Number Transactlion Description Amount
09-04 08-01 55436873245122454560504 MERCER COUNTY FAIRGROU CELINA OH 101.00
Total Purchasing Activity $101.00
Travel Activity
Post Tran
Date Date Reference Number Transaction Description Amount
09-18 09-14 52704873258400005000014 PIZZA HUT 12757 CELINA OH 56.62~
09-18 09-17 55417343261872610183940 AMERICAN 0010267214642 PHOENIX AZ 30,00~
ESSER/AMY DEPART: 09-17-23
P.C.S.: SALES TAX: $0.00
DAY AA L DCA
090-1¢ 09-17 (5436843261200053213587 METRO 045-CRYSTAL CITY AR LINGTON VA 30.00 -

Page 2 of 6

Continued on next page.

Post Tran :
Date Date Reference Number Transaction Description Amount
09-21 09-20 55432863263204480832875 SQ *UVC WASHINGTON DC 611~
P.O.S.: DD023058430184363 SALES TAX: 0.00
08-22 00-20 05436843264200059341779 METRO 058-CAPITOL S WASHINGTON DC 10.00 =
08-22 00-21 55417343265872650220038 AMERICAN 0010267455268 PHOENIX AZ 30,00~
ESSER/AMY DEPART: 09-21-23
P.0.S.: SALES TAX: $0.00
DCA AA N DAY
09-25 08-21 22303793285001451260258 09938 - DAYTON INTERNA VANDALIA OH 60.00 -
P.0.S.: P94005310 SALES TAX: 1.80
D9-25 09-21 52704873265722424513090 HYATT REGENCY CRYSTAL ARLINGTON VA 1,263.60
29287032 ARRIVAL: 08-17-23
Total Travel Activity $1,486.33
CONNIE ROSE CREDITS PURCHASES CASH ADV TOTAL ACTIVITY
5563-7580-1236-5418 $0.00 $21,554.70 $0.00 $21,554.70

ACCOUNTING

CCDE:

a L as. W




Category
Policy Council

At- Home Activities
Anchors Away
Captain's Crew
Lighthouse Leaders
lakeside Learners
Turtle Troop
Starboard Seacaptains
Rockford

Total

HSAC

NURSING STUDENTS
KITCHEN

PARENT VOL
COMMUNITY VOL
TOTAL

FOURU
DONATED GOODS
TOTAL

ECE FUNDING

UTILITIES
TOTAL

CCS PERSONNEL SUPPORT

IT DIRECTOR

ASST TREASURER 1
ASST TREASURER 2
SUPT SEC
CUSTODIAL SRVCS
MAINTENANCE
TOTAL

CCS FRINGE
CCS BENEFITS

HALEY THOMAS

MOMENTUM

TOTAL
YTD TOTAL

Rate Hours
43.37 4,25

18.65/ HR
18.65 / HR
18.65 / HR
18.65/ HR
18.65/ HR
18.65/HR
18.65/HR

13.76
18.65
18.65

Total
184.33

4333.34
2142
6475.34

737.34
506.34
373.09
444.17
2520.25
1261
5859.02

524.17
6359.95
6919.76
4657.59

24,096.04
206,477.76

Comments

School not in session
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Mercer County Head Start Policies and Procedures

PIP Topic: | Verifying eligibility - PIP #:
Income
Part: | 1302 Program PC Approval Date: | 10/5/23
operations
Subpart: | A Eligibility, Last Reviewed Date: | 3/9/23
Recruitment,
Selection, Enroliment,
and Attendance
Section Title(s): | Determining, verifying, Implementation | Family Advocates
and documenting Responsibility:
eligibility
Related | 7302.12 (c), Monitoring | MH Manager
Performance | (i)(1)(2)(3)(4) Responsibility:
Standard(s):

(A) Policy

(1) A pregnant woman or a child is eligible if:

(i) the family’s income is equal to or below the poverty line; or,
(ii) The family is eligible for or in the absence of childcare would
be potentially eligible for public assistance; including TANF child

only payments; or,

(iii) The child is homeless as defined in part 1305; or
(iv) The child is in foster care
(2) If the family does not meet a criterion under paragraph (c)(1) of
this section, a program may enroll a child who would benefit from
services, provided that these participants only make up to 10
percent of a program’s enrollment in accordance with paragraph

(d) of this section.

ACF-IM-HS-22-03 — The Administration for Children and
Families (ACF) strives to ensure that programs minimize the
burden on families seeking public assistance and to coordinate
benefit programs in such a way that families who are eligible for
one benefit program can more easily participate in other services
for which they are eligible. ACF issues the Information
memorandum (IM) to set forth its interpretation of the phrase
“public assistance” in Sec. 645 of the Head Start Act to include the
Supplemental Nutrition Assistance Program (SNAP).

(B) Responsibility

Family Advocates

(C) Procedure

The family advocate will assist the parent / guardian in completing
the income verification document.

If the family is eligible for or is receiving child care benefits or
other benefits deemed TANF (including SSI and SNAP), the
appropriate box will be marked on the income verification form.

Each family will complete a residency document. This document
outlines the parameters of the McKinney Vento definition of




homeless. If the family indicates that they are homeless the
appropriate box will be marked on the income verification form.

During the application, if the parent / guardian indicate that the
child is in foster care or an out of home placement based on court
order, the Family Advocate will obtain a release of information to
obtain the legal documentation to verify placement. In the event
that the child’s placement meets the definition of foster care, the
appropriate box will be marked on the income verification for.

It is the responsibility of the Family Advocate to help secure this
documentation once the child is enrolled in the program.

During the application process the parent / guardian must provide
documentation to prove the family’s income or lack thereof.
Documentation accepted includes: tax forms, pay stubs, written
statements from employers, self-employment disclosures for the
relevant time period (12 months either immediately previous to the
application date or the previous calendar year tax forms), SNAP
eligibility confirmation and a copy of the family’s SNAP card are
sufficient.

*Per federal guidance, COVID (pandemic) unemployment
compensation / insurance and stimulus payments are not to be
counted in income. Staff are to note unemployment on the income
verification document and that it is NOT counted in income.

If the family reports that a significant change has happened in the
relevant time period, family advocates may calculate income based
on current circumstances.

The Family Advocate will calculate the family’s total income. If
the total income falls at or below the federal poverty guidelines the
family is deemed eligible for services. If the family’s income is
above the federal poverty guidelines, the family can be considered
for services but is deemed ineligible.

The income verification form must be reviewed and signed by a
parent / guardian, and staff member completing the form. The
form is then reviewed for accuracy by the Mental Health Manager
and Executive Director.




Mercer County Head Start Policies and Procedures

P/P Topic:

ERSEA Eligibility P/P #:

Training

Part:

1302 Program PC Approval Date: | 10/5/523

operations

Subpart:

A Eligibility, Last Reviewed Date:
Recruitment,
Selection, Enrollment,

and Aftendance

Section Title(s):

Implementation | Executive Director

Responsibility:

Determining, verifying,
and documenting
eligibility

Related
Performance
Standard(s):

Monitoring | Human Resources

Responsibility:

1302.12m
(DO EN(2)(3)(4)

(A) Policy

Training on eligibility.

(1) A program must train all governing body, policy council,
management, and staff who determine eligibility on applicable
federal regulations and program policies and procedures. Training
must, at 2 minimum;

(i) Include methods on how to collect complete and accurate
eligibility information from families and third party sources;

(ii) Incorporate strategies for treating families with dignity and
respect for dealing with possible issues of domestic violence,
stigma, privacy; and,

(iii) Explain program policies and procedures that describe actions
taken against staff, families, or participants who attempt to provide
or intentionally provide false information.

(2) A program must train management and staff members who
make eligibility determinations within 90 days of hiring new staff.
(3) A program must train all governing body and policy council
members within 180 days of the beginning of the term of a new
governing body or policy council.

(4) A program must develop policies on how often training will be
provided after the initial training.

(B) Responsibility

Executive Director

(C) Procedure

Staff identified as those who determine eligibility are family
advocates, Mental Health Manager, and Executive Director. These
staff must receive ERSEA training specifically eligibility training
within the first 90 days of hire (See orientation / onboarding
documentation) Others defined to meet this requirement include
policy council members and school board members. These
individuals must receive ERSEA, specifically eligibility training
within 180 days of seating a new governing board.

Training includes: income verification form, various methods to




collect and calculate income, McKinney Vento definition of
homelessness, definition of foster care / kinship care, and methods
of verifying information through the use of releases of information
via a 3" party contributor.

Training includes methods that support anti-bias, customer
services, and privacy.

Individuals are informed of the policies procedures and
repercussions of individuals who attempt to commit fraud to secure
placement in the Head Start program whether the offender is a
parent, community member, staff member, policy council member,
or board member.

ERSEA training is provided to all new staff within the orientation
& onboarding time period. For those individuals who are
responsible for determining eligibility for the program, review
training is held annually prior to the start of the traditional
recruitment period.

Proof of training is documented on in-service forms.




Mercer County Head Start Policies and Procedures

P/P Topic: | Plans of Action P/P #:
Part: | 1302 Program PC Approval Date: | 10/5/23
Operations
Subpart: | D — Health Program Last Reviewed Date: | 1/13/17
Services
Section Title(s): | Collaboration and Implementation | Family Advocate,
communication with Responsibility: | Teaching staff,
parents HCSM
Related | 1302.41(a)(b)(1)(2) Monitoring | HCSM
Performance Responsibility:
Standard(s):
(A) Policy (a) For all activities described in this part, programs must

collaborate with parents as partners in the health and well-being of
their children in a linguistically and culturally appropriate manner
and communicate with parents about their child’s health needs and
development concerns in a timely and effective manner.

(b) at a minimum, a program must:

(1) Obtain advance authorization from the parent or other person
with legal authority for all health and developmental procedures
administered through the program or by contract or agreement,
and, maintain written documentation if they refuse to dive
authorization for health services, and;

(2) share with parents the policies for health emergencies that
require rapid response on the pare of staff or immediate medical
attention.

ODE Licensing 3301-37-07 (4)(c)

When administering a medication, food supplement, modified diet,
or fluoride supplement, the program shall:

Prior to administration: Secure the written instructions
of a licensed physician or licensed dentist as

appropriate for the administration of any medication,
food supplement, modified diet, or fluoride supplement;
and

(i)

Each time medication is administered, a written record
or log including dosage, date, and time shall be made.
That record or log shall be kept on file for one year.

(ii)

Only employees who are health professionals or who
have completed drug administration training may
administer medication pursuant to section 3313.713 of
the revised code.

(iii)




(iv)  Medication shall be stored in a designated locked
storage place, except drugs requiring refrigeration shall
be kept in a refrigerator not accessible to children.

(B) Responsibility

Family Advocate, Teaching staff, H & S Mgr

(C) Procedure

Family Advocate and or Health & Safety Manager:

1. Obtain a release of information for the primary physician to
obtain necessary medical information.

2. Once the diagnostician report is obtained, a plan of action will
be created by the H & S Mgr in collaboration with the physician
and / or dentist.

3. Parents will be an integral part of the gathering of information,
delivery of medical care and development and implementation of
a classroom care plan with the assistance of the H & S Mgr.

4. Documentation of services will be made by utilizing regular
health forms, (Administration of Medication) and in addition,
children with special needs may have documentation in case
notes.

5. Delivery of services to a child with special needs is performed in
coordination with other specialists, family advocates, home
visitors, center nurse, teaching staff as well as the child’s parents.
6. A copy of the child’s plan of action will be kept in the
classroom, child’s file, and with transportation staff. If the child’s

*| plan of action involves a modified diet, a plan is kept by the

cafeteria staff.

No child requiring a Plan of Action will be in the center
without a signed Plan of Action in place. Staff must be trained
on the Administration of Medication prior to the child
attending school.

Documentation of Medication Administration training is kept in
the employee’s file.

Once medication is administered to a child the information is
documented on the Administration of Medication form by the
individual who administered the medication.

Any deviations from the child’s Plan of Action is to be reported to
the parent(s) / guardian(s) immediately and documented on an
incident form.

The H & S Mgr and Executive Director will review the incident
and decide if any further notifications are warranted.

Medications required for life-saving purposes will NOT be locked,
but rather “out of the reach of children”.

The H & S Mgr monitors administration of medication and Plans
of Actions routinely as a part of the overall Health Monitoring




Plan.




Mercer County Head Start Policies and Procedures

P/P Topic:

Services to Children
with Special Needs

P/P #:

Part: | 1302 Program PC Approval Date: | 10/5/23
Operations
Subpart: | C — Education & Child | Last Reviewed Date: | 1/12/17
Development
Program Services
Section Title(s): | 7302.33 Child Implementation | Teaching Staff
Screening & Responsibility:
Assessment
Related | 1302.33(a)(4) Monitoring | Early Childhood
Performance Responsibility: | Services Director
Standard(s):

(A) Policy If a child is determined to be eligible for services under IDEA, the
program must partner with parents and the local agency
responsible for implementing IDEA, as appropriate, and deliver
the services in subpart F of this part.

Teaching Staff, Family Advocate
(B) Responsibility
(C) Procedure A child’s disability status alone is not an eligibility qualifier that

meets the definition of categorically eligible. Mercer County Head
Start ensures that the program’s eligibility criteria adds eligibility
points for children who are identified as special needs and also
children who are suspected to have a disability or developmental

delay.

Mercer County Head Start will participate in meetings, per
parental request throughout the ETR process. If it is in the best
interest of the child, Mercer County Head Start will advocate that
the child remain in the Head Start program with supportive
education / specialized services provided by the local ESC /LEA

services.

Mercer County Head Start will incorporate all aspects of the IEP
into the child’s services provided by the program.

Family Advocates will provide all family and community
engagement services to the family.
Mercer County Head Start and Mercer County ESC / LEA
currently have an MOU in place that outlines the specialized
services offered by both programs.
If Head Start is deemed to NOT be the best placement for the child
due to the needs of the child or lack of resources by the program,
Head Start staff will support the family in identifying and enrolling
in a program that best meets the needs of the child.







Mercer County Head Start Policies and Procedures

P/P Topic:

Enroliment PIP #:

Part:

1302 Program PC Approval Date: | 10/5/23

Operations

Subpart:

A — Eligibility, Last Reviewed Date: | 1/13/17
Recruitment,
Selection, Enroliment,

and Attendance

Section Title(s):

Family Advocate

1302.15 Enrollment Implementation

Responsibility:

Related | 71302.15 (a) Monitoring | MH Manager
Performance Responsibility:
Standard(s):

(A) Policy A program must maintain its funded enrollment level and fill any
vacancy as soon as possible. A program must fill any vacancy
within 30 days.

Family Advocate
(B) Responsibility
(C) Procedure Once an application is completed and income verified the

Executive Director accepts the child into the program.

The family advocate then notifies the parent either verbally or by
letter that the child has been accepted and schedules an
enrollment appointment. During an enrollment appointment the
following items are completed:

Completion of the child’s emergency transport paperwork,
identifying those individuals over 18 years old who may
pick the child up from the center or can be contacted in the
case of an emergency.

Bus Transportation rules

Parent Orientation

Center-based Parent contract

Parent Interest Survey

Parent Education Form

Media Consent

ASQ-3

ASQ-SE2

Routine Field Trip Permission Slip

CACFP Enrollment

Permission for Program Services

Release of information (if nceded)

Plan of Action (if needed)

Upon completion of enrollment paperwork, the Family Advocate
provides the family with a start date and transportation
arrangements (if needed).

The family advocate will provide the parents with a physical and
dental form and inform parents of the 30 day requirement for




physicals and 90 day requirement for dentals. If the family needs a
referral to a provider(s) the family advocate will furnish it.

The family advocate will notify the MH Mgr to ensure services
begin in the COPA system.

The family advocate will inform the teacher(s) of the child’s start
date and any and all pertinent information.

Maintaining enrollment via process of recruitment is addressed in
Recruitment policy.

Director is responsible to report enrollment monthly to OHS via
the HSES on the 3" of each month.




Mercer County Head Start Policies and Procedures

P/P Topic: | Continuity of Care P/P #:
Part: | 1302 Program PC Approval Date: | 10/5/23
Operations
Subpart: | A — Eligibility, Last Reviewed Date: | 1/12/17
Recruitment,
Selection, Enroliment,
and Attendance
Section Title(s): | 71302.15 Enroliment Implementation | Family Advocate
Responsibility:
Related | 7302.15 (b) Monitoring | MH Manager
Performance Responsibility:

Standard(s):

(A) Policy

Continuity of Enrollment.

(1) A program must make efforts to maintain enrollment for
eligible children for the following year.

(2) Under exceptional circumstances, a program may maintain
a child’s enrollment in Head Start for a third year, provided
that family income is verified again. A program may
maintain a child’s enrollment in Early Head Start as
described in 1302.12(5)(2).

(3) If a program serves homeless children or children in foster
care, it must make efforts to maintain the child’s
enrollment regardless of whether the family or child moves
to a different service area, or transition the child to a
program in a different service area, as required in
1302.72(a), according to the family’s needs.

(B) Responsibility

Family Advocate

(C) Procedure

Enrollment for eligible children is good for 2 years. Any child
deemed over income and accepted for 1 year will be reviewed the
second year for acceptance consideration.

In the event that a child is age eligible to attend Head Start for a
third consecutive year (meaning the child will not turn 6 during the
planned program year), the child may be considered but must
complete the application process which includes verification of
income.

For children enrolled in the program who meet the definition of
homeless or placed in foster care, the family advocate will inform
the family that the child’s enrollment in Head Start is maintained
regardless of where the family resides. In the event that a family
moves out of the service area and continuation in the Head Start is
no longer convenient for the family despite efforts made by the




program and family, then the family advocate will support the
family in locating another Head Start program in the service area
in which the family now resides. The family advocate will provide
transition services as needed for the individual family until the new
Head Start program takes over.




Mercer County Head Start Policies and Procedures

P/P Topic:

Reserved Slots PIP #:

Part:

1302 Program PC Approval Date: | 10/5/23

Operations

Subpart:

A — Eligibility, Last Reviewed Date: | 1/16/17
Recruitment,
Selection, Enrollment,

and Attendance

Section Title(s):

Family Advocate

1302.15 Enroliment Implementation

Responsibility:

Related
Performance
Standard(s):

Monitoring | Executive Director

Responsibility:

1302.15 (c)

(A) Policy

(1) Reserved slots. If a program determines from the
community assessment there are families experiencing
homelessness in the area, or children in foster care that
could benefit from services, the program may reserve one
or more enrollment slots for pregnant women and children
experiencing homelessness and children in foster care when
a vacancy occurs. No more than three percent of a
program’s funded enrollment slots may be reserved. If the
reserved enrollment slot is not filled within 30 days, the
enrollment slot becomes vacant and then must be filled in
accordance with paragraph (a) of this section.

(B) Responsibility

Family Advocate

(C) Procedure

The Executive Director is responsible for the completion and
annual update of the community needs assessment. The Director
will report any instances that indicate a high number of children in
foster care or deemed homeless from data collected in the
community needs assessment. Additionally, the Director will
communicate periodically throughout the program year with the
Director of Children Services and Department of Job & Family
Services investigating if there is an increase or decrease in the
number of children experiencing foster care or homelessness.

If, there is a significant increase in the number of preschool
children experiencing homelessness and foster care placement, the
Director will reserve slots to ensure these identified possible
enrollees have an opportunity to participate in the Head Start
program. If after 30 days these reserved slots are not filled, they
are to be filled with eligible applicants.







Mercer County Head Start Policies and Procedures

P/P Topic: | Required P/P #:
immunizations
Part: | 1302 PC Approval Date: | 10/5/23
Subpart: | A Last Reviewed Date: | 2/16/17
Section Title(s): | Enroliment Implementation | Family Advocates
Responsibility:
Related | 1302.715 Monitoring | H & S Mgr
Performance Responsibility:
Standard(s):

(A) Policy State immunization requirements. A program must comply with
state immunization enrollment and attendance requirements, with
the exception of homeless children as described in 1302.16©(1).

(B) Responsibility | Family Advocates

(C) Procedure At the time of enrollment, parent / guardian will produce the

child’s most up to date immunization record.

The Family Advocate will compare the child’s record with the
ODH required immunization guideline.

If the child is up to date according to the ODH immunization
guideline the child’s file will be considered for acceptance.

If the child’s immunization record is missing required
immunizations the Family Advocate will educate the parent on the
need for immunizations and provide the family with a referral to
their primary medical provider or Mercer County Health District.
The child MAY not be considered for acceptance until the
minimum immunization requirement is met.

If a parent / guardian chooses to waive immunizations, the Family
Advocate will contact the Health & Safety Manager.

The Health & Safety manager will educate the parent on the
importance of immunizations. If after the consultation the parent /
guardian still chooses not to immunize their child, the parent /
guardian may sign an immunization waiver.

The exception to this rule is in the case of homeless children for
whom the requirement may cause a hardship for entry.




Mercer County Head Start Policies and Procedures

P/P Topic: | Immunization Record P/P #:
Part: | 1302 PC Approval Date: | 10/5/23

Subpart: | Subpart D — Last Reviewed Date:

Health program

Services
Section Title(s): | Child health status Implementation | Family Advocates
and care Responsibility:
Related | Performance standard Monitoring | H & S Mgr

Performance | # 1302.42 (b)(1)(i) Responsibility:

Standard(s):

(A) Policy

(i). Obtain determinations from health care and oral health care
professionals as to whether or not the child is up to date on a
schedule of age appropriate preventative primary medical and oral
health care, based on: the well-child visits and dental periodicity
schedules as prescribed by the Early and Periodic Screening,
Diagnosis, and Treatment (EPSDT) program of the Medicaid
agency of the state in which they operate, immunization
recommendations from the local Health Services Advisory
Committee that are based on prevalent community health problems

(B) Responsibility

Family Advocates

(C) Procedure

At the time of application, Family Advocates MUST obtain the
most recent immunization record for the child.

If a parent / guardian does not have a copy of the child’s
immunization record, the Family Advocate may obtain a release of
information for any known health providers who may have the
child’s health records to locate the immunization record.

The Family Advocate may ask the H & S Mgr to obtain
immunization records through the SIIS, state system.

To be accepted into the program the child must have at least the
first series of immunizations as prescribed by the APA.

Family Advocates record the child’s immunization record into the
COPA data base.

Any child who is behind on immunization will have a goal
established on the FPA with referrals to local providers ensuring
that the child is as up to date as possible based on the child’s age
and APA regulations.

Immunization reports are conducted by the Health & Safety Mgr.
Services / enrollment / acceptance cannot be held from children

who are deemed homeless because of the inability to locate /
produce an immunization record. Family Advocates are to support




families in obtaining immunization records.




Mercer County Head Start Policies and Procedures

P/P Topic: | Attendance PIP #:
Part: | 1302 PC Approval Date: | 10/5/2023
Subpart: | A Eligibility, Last Reviewed Date: | 8/11/2022
Recruitment,
Selection, Enrollment,
and Aftendance
Section Title(s): | Attendance Implementation | Education staff, family
Responsibility: | advocates,
secretaries
Related | 1302.16(a) Monitoring | MH Mgr
Performance Responsibility:
Standard(s):

(A) Policy

(a) Promoting regular attendance. A program must track
attendance for each child.

(1) A program must implement a process to ensure children are
safe when they do not arrive at school. If a child is unexpectedly
absent and a parent has not contacted the program within one hour
of program start time, the program must attempt to contact the
parent to ensure the child’s well-being.

(2) A program must implement strategies to promote attendance.
At a minimum, a program must:

(i) Provide information about the benefits of regular attendance;
(ii) Support families to promote the child’s regular attendance;

(iii) Conduct a home visit or make other direct contact with a
child’s parents if a child has multiple unexplained absences (such
as two consecutive unexplained absences); and,

(iv) Within the first 60 days of program operation, and on an
ongoing basis thereafter, use individual child attendance data to
identify children with patterns of absence that put them at risk of
missing ten percent of program days per year and develop
appropriate strategies to improve individual attendance among
identified children, such as direct contact with parents or intensive
case management, as necessary.

(3) If a child ceases to attend, the program must make appropriate
efforts to reengage the family to resume attendance, including as
described in paragraph (2)(2) of this section. If the child’s
attendance does not resume, then the program must consider that
slot vacant. This action is not considered expulsion as described in
§1302.17.




(B) Responsibility

Education staff, family advocates

(C) Procedure

Attendance is taken as each child enters the classroom. This kept
on a “hard-copy” attendance document.
J Attendance is recorded within COPA by the
teaching staff within the first 30 minutes of children's
arrival. Children are marked "present”, "absent (excused)"
or "absent (not excused)" in the agency tracking system.
. Absences due to child illness, Dr. appointment, or
emergency/death in the family are marked as "absent
(excused)". All other absences are considered unexcused.
Whenever possible, staff is to document the reason for the
absence in the agency tracking system.

o Absences due to a child’s specialized attendance
plan are to be marked as “Modified” in the COPA system.
o Tracking absences are as follows:

1) Parents are to notify the agency by call or text to account for
each day their child cannot attend and to explain the reason for the
absence. It is the parent’s responsibility to keep their phone
number current.

2) If a child is considered absent and the parent / guardian has not
contacted the program within 1 hour of the start of class, then Head
Start staff will attempt to contact the family. Contact includes but
is not limited to phone calls, texts, emails, or home visits.

3) After 2 consecutive days or frequent intermittent days of
absence with no contact with the family, an agency staff person
will go to the home and leave a note asking the family to contact
the agency within 2 days.
4) If there is no contact with family within 2 days of the visit to the
home, a letter is sent to the family. The letter will explain agency
attendance policy as well as the need to develop appropriate family
support or "attendance plan" with the family to assist in making
sure the child attends school on a regular basis.
5) If the child continues to be absent and there has been no contact
with the family, a letter is sent to the family by the MH Mgr
explaining that the child will be moved to the agency wait list by a
stated date if still no family contact.
° All attempts, whether calls, texts, letters, etc., are
documented in the agency data base within 2 days, at the
latest. All letters are scanned or pasted into the data base.

Attendance Plan: is designed to assist and support the family in
establishing regular attendance. This plan will be detailed and
specific so family and agency staff is clear with the goal and action
steps.

The program must monitor each child’s attendance to identify
trends and patterns. If any child demonstrates a pattern of chronic
absenteeism (on a trajectory to be absent 10% or more), the




program must establish an attendance plan to support the child
attending school on a regular basis.

To support child attendance, information is provided to the family
at the time of enrollment and included in the parent handbook. As
the child proceeds through the program year, and his / her
attendance meets the definition of chronic absenteeism, the Family
Advocate and / or MH Manager will meet with the family to
develop a plan that supports regular attendance.

If a child is absent on a consistent basis and staff have attempted
multiple means of contact (phone calls, texts, emails, and home
visits) and have not been able to communicate with the parent /
guardian, the child will be moved to the waiting list after missing
10 consecutive scheduled days. A letter will be sent to the parent /
guardian outlining the attempts made to the family and providing
an open invitation to re-engage in the program when the family is
able to do so.




Mercer County Head Start Policies and Procedures

P/P Topic: | Request for Mental P/P #:
Health Consultant
Part: | 1302 Program PC Approval Date: | 10/5/2023
Operations
Subpart: | A. ERSEA Last Reviewed Date: | 2/16/17
Section Title(s): | Suspension & Implementation | Teaching Staff, Family
Expulsion Responsibility: | Advocates
Related | 7302.17(3), Monitoring | Early Childhood
Performance | 1302.45(a)(1) Responsibility: | Services Director, MH

Standard(s):

Mar

(A) Policy

(3). Before a program determines whether a temporary
suspension is necessary, a program must engage with a
mental health consultant, collaborate with the parents,
and utilize appropriate community resources - such as
behavior coaches, psychologists, other appropriate
specialists, or other resources as needed, to determine no
other reasonable option is available.

(1)To support a program-wide culture that promotes
children’s mental health, social, and emotional well-being,
and overall health, a program must:

(1) Provide supports for effective classroom management
and positive learning environments; supportive teacher
practices; and strategies for supporting children with
challenging behaviors and other social, emotional, and
mental health concerns

(B) Responsibility

Education Staff, PFCE staff, Early Childhood Services Director

(C) Procedure

Process for Referral to Mental Health Consultant (before

enrollment)

During anytime prior to enrollment of a child (application,
screening day, etc), a member of the administrative team may
make a referral to the MHC for observation and services. This
determination can be made based on information provided by
the parent / guardian and / or other service providers,
observation of the child’s skills. Any child placed on a modified
schedule for any reason receives a referral to the MH

Consultant.

Process for Referral to Mental Health Consultant (after




enrollment)

After a child has been in the program for 30 days,

education staff will complete a DECA screen in the EDECA

system.

When children begin displaying behaviors of concern or who
verbalize comments (threats to self or others) and cannot be
redirected by typical classroom intervention strategies the
following procedure will be followed:

1.

2.

Education staff will review child’s ASQ-SE for any
behavioral indicators shared by the parent

Discuss child’s behavioral concerns with assigned
Family Advocate (FA); inquiring as to possible
mitigating factors in child’s life that may be causing
behaviors, case note.

To submit the referral for an individual observation, the
teacher must enter the REFERRAL under the CHILD tab
in COPA.

The referral reason, referred to, service area, and email
notification to mental health consultant must be
completed.

Once the MH Mgr receives the referral via email
notification, the MHC will email the teacher to notify
when the MHC will be observing in the classroom.

Prior to completing the individual observation, the MHC
will speak with the teaching staff.

Based upon the MHC findings the process now begins
the behavior plan process. Please see that policy.

The MHC is responsible to record notes and plans in the
MENTAL HEALTH tab under CHILD in COPA.




Mercer County Head Start Policies and Procedures

P/P Topic: | Tuition P/P #:
Part: | 1302 Program PC Approval Date: | 10/5/23
Operations
Subpart: | Subpart A ERSEA Last Reviewed Date:
Section Title(s): | Fees Implementation | Director
Responsibility:

Related | 7302.18 (b) Monitoring | Superintendent
Performance Responsibility: | Treasurer
Standard(s):

(A) Policy (b) Allowable fees

(1) A program must only accept a fee from families of enrolled
children for services that are in addition to services funded by
Head Start, such as child care before or after funded Head Start
hours. A program may not condition a Head Start child’s
enrollment on the ability to pay a fee for additional hours.

(2) In order to support programs serving children from diverse
economic backgrounds or using multiple funding sources, a
program may charge fees to private pay families and other non-
Head Start enrolled families to the extent allowed by any other
applicable federal, state, or local funding sources.

(B) Responsibility

Director

(C) Procedure

Fees will not be assessed to any child for Head Start services.

Mercer County Head Start in partnership with the Ohio
Department of Education and Celina City Schools coordinates the
Early Childhood Education (state-funded) preschool program.

ECE slots are designed to serve 4-year old, PreK children whose
income is 200% of the federal poverty guidelines or below.

No fees will be administered to the children who meet the
aforementioned eligibility criteria for ECE slots.




