Attachment 4

Head Start Monthly Report
March 2016

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;

A. Monthly Financial Statements including credit card expenditures:
e March 2015 - Credit Card statement
¢ 2/13 Hilton Garden Inn - 2 rooms @ 218.00 each (OHSAI conference stay)
e 2/17 Survey Monkey - Community Needs Assessment

B. Program Information Summary
Executive Director attended several meeting throughout the month of February. These
included weekly administrative meetings with Head Start management team, bi-monthly
administrative meetings with Celina City Schools administrative team, monthly meeting
with Treasurer. Conducted a meeting with Celina City Schools principals, Michelle Duncan
and Kelli Thobe to discuss kindergarten transition and school readiness. Training and
Technical Assistance was provided to the Head Start management team through the early
childhood Specialist focusing on school readiness implementation plan. A planning meeting
for Head Start programming (2016-17) was held including the Superintendent and
Treasurer.

In efforts to determine whether or not Head Start services are warranted in the Mendon
area, Executive Director sent flyers home with parkway elementary students. As ofthis
date, no feedback has been received.

Executive Director completed the contract for mental health services with Foundations.
Head Start staff interviewed candidate for mental Health Consultation position. Mental
Health policy, procedure, and forms have been completed and provided to all required
parties. The contract will be for the remainder of this program year, ending November 30,
2016. Foundations will be providing classroom observations and mental health
consultative services to our families. This type of collaboration is mandated by Head Start
standards.



Conscious Discipline training has begun for management, education, and social service staff.
Conscious Discipline is an evidence-based social emotional approach to behavior
management.

Self-Assessment training was provided to all staff. Team assignments were developed and
resources and tools were provided.

Executive Director and Director of Early Childhood Services attended transition agreement
meeting (IAG) with Education Service Center (ESC) and Help Me Grow (HMG) for annual
review.

Executive Director completed session 3 of the New Director training series provided by
QHSAI. Executive Director completed the CLASS reliable training course and passed
assessment. Executive Director is now a CLASS-reliable observer and can observe
classrooms utilizing authorized tool. Health & Community Services Manager and Family
Engagement & Community Services manager attended OHSAI advisory boards as well as
program-specific trainings. Management team was able to attend presentation by Kay
Wilmoth, Head Start Region V Director. Ms. Wilmoth presented information on up-coming
grant opportunities for Early Head Start & Head Start.

Executive Director interviewed & hired Tami LaRue as Head Start Secretary replacing Karen
Uhlenhake who retired.

Head Start Funded Enrollment | 158 | Actual 157
Enrollment

Celina Preschool | Funded Enrollment | 12 | Actual 12
Enrollment

Sliding Fee Available Enrollment | 22 | Actual 21
Enrollment

Head Start remains under enrolled as of February, 2016. Active recruitment efforts
continue. Director has been notified that the grantee will be on an under enroliment
plan with the Regional Office.

Enrollment by Program Option:

Home Base 3

Half Day PY Head Start 134

Full Day School Year (6 hour day) 20
Attendance by Program Option:

Home Base Not reportable
Half Day PY Head Start 84%

Full Day School Year 84%




D. CACFP report - February CACFP claimed meals

Month February

Served 2016

Total Days Rockford

Attendance -16
Franklin
-16

Total 1129

Breakfast

Total 1989

Lunches

Total 861

Snacks

Total 3973

Meals

E. Financial Audit - N/A
F. Annual Self-Assessment
* Training completed February 2016
¢ Board members / Policy Council have been asked to participate
G. Community Assessment
* Management team is currently working on community assessment
H. Communication and guidance from the Secretary
¢ None to report

Executive Director is asking for review and approval of Mercer County Head Start’s
CONFIDENTIALITY policy (see attached). Update includes more clear references to client and staff
information as well as regulatory standards. Once approved, policy will provided to all staff and
incorporated in personnel policy manual.

Respectfully submitted,

Amy Esser
Executive Director



Mercer County Head Start
In-Kind Tracking Form
February 2016

In-Kind
Support Personnel

Itinerant Teachers

Custodian Monthly & Uniform

oT

PT
ELL

Speech Shelly Grothause
Spegch

buildihé Usage 7

Frankiin Utilties
Mgintenance_
Treasurer's Office Personnel
Volunteer

Qafete[ig Assistants

Tri Star / WSU Voluntegrs

Goods & Services
Goods & Services
Family Activities
At-H;m_;Activities 7

Parent C_Iassroo[n Volunteer |

Parent Committee Meeting

Policy Council / HEAC

Mlleage
Total Mlles

Total This Month

Hours Amount per hour Total

7375 sa721  $2,744.24

Mornthly $5002.36 Uniform $23.40 ~ $5,025.76
0.5 $40.10 $20.05

7 $61.60 | $0.00

7| $27.70 | $193.90

"Monthly $6339.75 $6,339.75]

$52.00 $0.00

Sub Total $14 323.70

lelectric, sewage,
\trash snow/mow,

B  $4,183.27
; $519.13 per month $519.13
11131.20 per month $1,131.29
Sub Total  $5,833.69
| 13.75 $15.82  $217.53

104.75 $15.82  $1,657.15
, $1 B 82 $0.00
| Sub Total  $1,874.67 |
| ~ Total __
| | | i
| 588 ,$‘| 5. 82 99, 3Q;16
B B B $15. 82 $110.74
| $15.82 $0.00
3 15.75| - $61.54  $969.26
Sub Total $10,382.16
_ A[ngun} Per Mile
Total Miles ] -
30 0.555 $16.65
$32,430.86

In-Kind Needed Each Month: $22,639 |

Annual required inkind  $271,657.00
Inkind needed to date ~ $184,662.10




MICHAEL W DAVIS
CEL HOO
585 E LIVINGSTON ST
CELINA OH 45822-1742
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PALATINE IL 60084-4014
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Menage your sccount online: Customer SBervice:
BUSINESS CARD STATEMENT ! www,chass,comnk g 1-800-945-2028 '

_ ACCOUNT SUMMARY

| _PAYMENTINFORMATION

Moblle: Visit chase.com
on your moblie browser

H Ay -

Hece's & Copy
oSt Ceunrd Credut
ekt - ek
Astwd ckwufyA e

b 400
(Yoot pwyg
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| CHASE ULTIMATE REWARDS® SUMMARY

alance
ent Due Date
ium Payment Due

(‘Sp oJr Payment Warning: If we do not receive your minimum payment

1 due date, you may have to pay up to a $39 late fee.

um Payment Warning: Enroll in Auto-Pay end avoid missing &
Co f'd snt. To envoll, call the number on the back of your card or go fo

3b site listed above.

Sout's

Previous points balance

+ 1 Point per $1 eamed on all purchases
+ 4 Pis per §1 Internt,cable,phons,ofc eply
+ 1 Point per $1 on hotels & gas stations
= Total points avallable tor redemption

ARy TN e SR
Date of
Transaction Merchant Name or Transaction Description
02/18 HILTON GARDEN INN DUBLIN OH
02/13 HILTON GARDEN INN DUBLIN OH
CAROL SCHROYER

TRANBACTIONS THIS CYCLE (CARD 2033) $438.00

02/17 SURVEYMONKEY.COM 971-2445555 CA

AMY ESSER

TRANSACTIONS THIS CYCLE (CARD 6223) $228.00

.. 2016 Totals Year-to-Date
Total fees charged In 2018

Year-to-date totals do not reflect any fee or interest rafl.;nds

. INTEREST CHARGES

Your Annual Percentage Rate (APR)is tﬂe
Belance Type

PURCHASES

Purchases
CASH ADVANCES

You may have received.

annual interest rate on your account.

Annual
Percentage
Rate (APR)

13.48% (v)

Balance
Subject To
Interest Rate

-0-

218.00
218.00

228.00 —

Interest
Charges

-N



CONFIDENTIALITY

POLICY: To comply with applicable law, and to ethically safeguard the privacy and
well-being of our employees and those we serve, Mercer County Head Start requires
confidentiality and discretion from all employees, volunteers, and contractors.

PROCEDURE: All medical and personnel records are classified as confidential
information. Medical records are governed by The Health Insurance Portability and
Accountability Act of 1996 (HIPAA) regulations and Head Start performance Standards
referenced below and all personnel are expected to comply with their storage,
transmission, and communication. Any questions about disclosure may be directed to
the Executive Director or Superintendent of Celina City Schools or designee.

Client’s confidential information will be seen and discussed only with staff members
who have need of the information to perform their job. Any information that must be
shared will only be done after the consent to do so is obtained.

Staff personnel records will not be disclosed without written consent of the staff
member. Staff members have the right to examine their own personnel files and to
respond to the contents of the file in accordance with OAPSE negotiated agreement
Article XI-Personnel Files.

Efforts to ensure confidentiality in all aspects include but are not limited to: keeping
paper documents in locked file cabinets, maintaining and following records retention
policy as prescribed by state & federal mandates, ensuring safety policies for
electronic databases and communications systems.

RELEVANT AUTHORITIES:

The Health Insurance Portability and Accountability Act of 1996 (HIPAA)

Head Start Performance Standards 1304.51 (9), 1304.22 (b), 1304.41 (1), 1304.52 (ii),
1308.6 (4), 1308 (appendix)

Mercer County Head Start Code of Ethics

Celina City Schools Bylaws & Policies
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