Attachment 4

Head Start Monthly Report
November 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: $1,680.76

10/6/23 $103.84 Friendly Market Policy Council
10/16/23 $129.32 Cbus Marriott A Esser
10/16/23 $122.00 Cbus Marriott S Stammen
10/16/23 $122.00 Cbus Marriott A Stephenson
10/16/23 $122.00 Cbus Marriott A Searight
10/16/23 $122.00 Cbus Marriott M Jett
10/17/23 $7.32* CREDIT Cbus Marriott
10/25/23 $483.46 SW Airlines A Esser
10/25/23  $483.46 SW Airlines A Searight

B. Program Information Summary
October was Head Start awareness month.

Internal district related meetings consisted of the Superintendent’s monthly admin mtg,
monthly Board meeting, and meetings with Treasurer’s office related to various personnel

issues.



Internal Head Start meetings consisted of multiple meetings with fiscal consultant, monthly
call with OHS, Policy Council, interviews for Family Advocate position, Admin, enrollment
meeting with FE Team.

External meetings directly related to MCHS include HMG partner meeting, mtg w/ District
Leader from Congressman Jordan’s office, mtg with DCYS director.

External meetings attended OHSAI community of Learners, Directors weekly call, Futures
Group mtg, OHSAI Board, and Exec Board, NHSA think tank.

Presentations for the month include OHSAI Directors Community of Learners and OHSAI
Board of Directors.

Projects currently working on: 1303 Building project.

Time in October was spent preparing for the possible government shutdown and ensuring
continuation of services in Mercer County. The program held the annual Fall Festival.

Education - ECERS reviews almost completed. There is an increase in the number of
children who are being served through modified schedules.

Social Services - The DOGS group has grown tremendously providing dads and other male
role models an environment to interact and learn with their children. The MOMs group has
been introduced this year. We are experiencing high transient mobility in families.

Health - see attached report
Mental Health - 33 children were referred to MHC. Of those 15 have been served and

closed.
Disabilities - 13 children currently enrolled receive IEP services. 54% of them also receive

mental health services.
C. Enrollment / Attendance
Turtle Troop PM won the class attendance award for the month of October!

120 reported for cumulative enrollment. 133 children have been actually enrolled in
the program thus far this year.

Enrollment by Program Option:

Half Day PY Head Start 45
Full Day School Year Ed Complex 63
Full Day School Year Rockford 12

Attendance by Program Option:

Half Day PY Head Start 83%
Full Day School Year Ed Complex 87%
Full Day School Year Rockford 85%




D. CACFP report - CACFP claimed meals

Month October 2023

Served

Total Days Rockford - 18

Attendance Ed Complex /PD -18
Ed Complex / FD - 20

Total 1514

Breakfast

Total 1753

Lunches

Total 1336

Snacks

Total 4603

Meals

E. Financial Audit - 2022 Completed

F. Annual Self-Assessment
e Completed May 2023

G. Community Assessment
e Underway

H. Communication and guidance from the Secretary
o PIs, IMs

Asking for approval of the updated Retention / Incentive Policy,

Asking for the approval of 2% increase to the Head Start Administrator’s Compensation Plan
/ Scale effective 12/1/2023.

Asking for the approval of updated HSPPS Service Plans and related policies Subpart B
ERSEA, Program Schedule, Active Supervision, Daily Routine (attached)

Attachments to report:

ACF-IM-HS-22-09

Health Screening Reports

Respectfully submitted,

Amy Esser
Executive Director
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Category
Policy Council

At-home Activities
Anchors Away
Captains Crew
Lakeside Learners
Lighthouse Leaders
Rockford
Starboard SeaCaptains
Turtle Troop

Total

HSAC

Nursing Students
Kitchen

Parent Vol
Community Vol
Total

Four U
Donated Goods
Total

ECE
Utilities
Total

CCS Personnel Support
IT

Asst. Treasurer |

Asst . Treasurer |
Supt. Sec

Custodial
Maintenance

Total

CCS Fringe

CCS Benefits

Speech Therapist
Momentum

Total
YTD Total

Rate

43.37

Hours

6.25

Total

$271.07

4333.34
2142
6475.35

737.74
506.34
373.09
44417
2520.25
1261
5859.02
524.17
6359.95
6919.76

19,525.20
226,002.96

Comments

Class not in session

23-jul



AMY ESSER CREDITS PURCHASES CASH ADV TOTAL ACTIVITY
5563-7580-0004-2768 $§7.32 $1,688.08 $0.00 $1,680.76
ACCOUNTING CODE: ,
Purchasing Activity
Post Tran
Date Date Reference Number Transaction Descri Amount
10-06 10-05 05140483278720212105585 FRIENDLY MARKE CELINA OH 103.84
Total Purchasing Activity $103.84
Travel Activity
Post Tran )
Date Date Reference N Transaction Deseri?tion ) Amount
10-16 10-11 55432863286201503076129 COLUMBUS MARRIOTT NW DUBLIN-OH 128,32
M28754 ARRIVAL: 10-11-23 :
10-16 1012 55.432863287201832625498 COLUMBUS MARRIOTT NW DUBLIN OH 122.00
M28801 ARRIVAL: 10-12-23 .
10-16 10-12 55432863287201832625504 COLUMBUS MARRIOTT NW DUBLIN OH 122.00
M28802 ARRIVAL: 10-12-23
10-16 10-12 55432B63287201832625512 COLUMBUS MARRIOTT NW DUBLIN OH 122.00
M28 ARRIVAL: 10-12-23
10-16 10-12 55432863287201832625520 COLUMBUS MARRIOTT NW DUBLIN OH 122.00
M28804 ARRIVAL: 10-12-23
Page 2 of 6 Continued on next page
Post Tran ) - )
pDate Date Reference Number Transaction Description Amount
- ) i OLUMBUS MARRIOTT NW DUBLIN OH 7.32CR
1017 1016 55432863200202617603703 32904 ARRIVAL: 10-16-23
55430863207204873533841  SOUTHWES 5262216688281 800-435-9792 TX 483.46
1023 A0S ) SEARIGHT/ASHLEY DEPART 12-04-23
P.0.5.. SALES TAX: $0.00
CMH WN G HOU WN G MSY WN C CMH
- 55432863207204873533858 SOUTHWES 5062216688282 800-435-9782 TX 483.48
Lo ESSER/AMY DEPART: 12-04-23
P.OS.: SALES TAX: $0.00
CMH WN G HOU WN G MSY WN C CMH
Total Travel Activity $1.576.92




Additional Filtering

Currently Enrolled -

. '8
Filter 1 |

View All

All Sites v All Classes

Marcar Countv Head Start ¥
Agency: Mercer County Site: All Currently Enrolled= 120
Head Start
‘ 406 - EPSDT status Report
| Up-To-Date Not Up-To-Date
Anemia (HCT/HGB) 65 55
(Mandated)
" Blood Pressure (Mandated) 88 32
' Dental 63 57
Growth (Mandated) 103 a7
Hearing (Mandated) 13 7
Lead Screening (Mandated) T 80 40
" Physical (Mandated) 115 5
' Vision {(Mandated) 13 7
Up-to-Date / Not Up-to-Date on ALL Mandated Exams
Up-To-Date Not Up-To-Date
48

Notes:

1- Numbers do not include unborn children

2- For Currently Terminated children, Up To Date status is calculated based on Termination Date ( instead of Today's

date). These children are marked with a RED asterisk in sub-reports.

3- If Class End Date is prior to Today's date, Up To Date status Is calculated based on Class End Date ( instead of

Today's date). These children are marked with two RED asterisks in sub-reports.



Mercer County Head Start Policies and Procedures

#

P/P Topic: | Incentive — Retention P/P #:
Part: | 45CFR 75.430(f) PC Approval Date: | 11/16/23
Subpart: Last Reviewed Date:
Section Title(s): Implementation | CFO
Responsibility:
Related | ACF-IM-HS-22-04 Monitoring | HS Director

Performance Responsibility:

Standard(s):

#

(A) Policy

This Information Memorandum describes providing competitive
financial incentives with existing grant funds as a short-term
strategy to invest in the Head Start workforce and promote
retention of current staff, as well as recruitment of new staff to fill
vacant positions. This policy applies to Mercer County Head Start

employees only.

(B) Responsibility

District Treasurer’s Office

(C) Procedure

High-retention workplaces tend to employ more engaged workers
invested in the mission and vision of the program. Employee
retention promotes the health and success of the program.
Seasoned employees maintain and demonstrate institutional
knowledge.

While employee retention is important in all work environments, it
is especially relevant and detrimental to the unique services Head
Start staff / programs provide to enrolled children and families.

For all Head Start employees who remain employed at the time
this incentive is scheduled (hire date with Mercer County Head
Start must be effective on or before 10/1/23) to be distributed, that
employee shall receive a one-time payment in the amount of 5% of
their budgeted salary (as of the approval of this policy).

*The incentive payment will be distributed on the scheduled 2nd
payroll distribution November 2023.

The MCHS employee must have been employed in FY 23 and
remain employed at MCHS to receive any retention incentive
payments as scheduled. All pending or potential incentive
payments will be forfeited by the employee upon termination,
regardless of the reason(s) for separation of employment.

This policy meets the definition of reasonableness per the IM
narrative address workforce shortages and allowable per the IM
directing grant recipients to utilize ARP, COVID related funds,




and base grant funds.

This policy will remain in effect provided grant funds are
available.




U.S. DEPARTMENT OF HEALTH
AND HUMAN SERVICES

ACF 1. Log No. ACF-IM-HS-22-06 | 2. Issuance Date: 09/12/2022

Administration for Children

and Families 3. Originating Office: Office of Head Start

Teacher Qualifications Waiver

4. Key Words: Head Start Workforce; Compensation; Wages; Benefits;
Bonuses; Recruitment and Retention; Apprenticeship; Career Pathways

INFORMATION MEMORANDUM
TO: All Head Start and Early Head Start Grant Recipients

SUBJECT: Strategies to Stabilize the Head Start Workforce

INFORMATION:

The federal Head Start program is a nationally recognized leader in the field of early childhood
education for providing innovative, high-quality services to the children and families who will
most benefit from early education and comprehensive services. In this memo, “Head Start” refers
to Head Start, Early Head Start, Migrant and Seasonal Head Start, and American Indian and
Alaska Native Head Start programs, services, and staff, unless otherwise specified. The
credentials and qualifications of Head Start staff have significantly increased over the past
decade, while their compensation has been persistently low. Stagnant wages and lack of
comprehensive benefits and wellness supports make it difficult to recruit and retain staff, which
contributes to classroom closures and high caseloads for current staff. A well-compensated and
supported workforce is essential to providing high-quality services to promote children’s optimal
development and family well-being. The Office of Head Start (OHS) draws upon the legacy of
Head Start leadership in the early childhood field to encourage programs to appropriately
compensate and support their staff.

Head Start staff are deeply committed to the mission of the program and are highly qualified
professionals. OHS encourages programs to look holistically at their organizational structure and
identify sustainable ways to support and compensate staff accordingly. As needed, OHS
encourages grant recipients to consider restructuring their programs as a sustainable mechanism
for providing increased compensation and other necessary supports to staff. This requires a
balance of effectively providing high-quality, comprehensive services to the highest need
children and families while improving staff compensation and supports. This may include
consolidating grants, restructuring management or organizations, or requesting a reduction in the
overall number of funded slots while continuing to prioritize services to the children and families

who are most in need.



During this process, we encourage programs to consider equity issues in pay and benefits for
staff. Research shows that, like other fields, there are ethnic and racial pay disparities in early
childhood education. We understand these are difficult decisions that will take time and careful
consideration of local wages, cost of living, data on current enrollment and staffing, and other
relevant information.

If a program requests an enrollment reduction to increase staff compensation, the request should
focus on those positions for which staffing challenges are most pressing and are impeding the
program from fully serving children and families. We encourage programs to take the time
needed to make such decisions through thoughtful, data-informed strategic planning, while not
reducing the quality of services for children and families. All enrollment reduction requests must
be submitted via the Head Start Enterprise System (HSES). Regional Offices will carefully
review each request to determine whether it can be approved.

This Information Memorandum (IM) highlights strategies to support the Head Start workforce
that grant recipients can begin working toward immediately.

Increase Compensation and Financial Supports for Head Start Staff

Permanently Increase Compensation

OHS strongly encourages Head Start grant recipients to permanently increase compensation,
which is the most effective strategy in retaining and recruiting qualified staff. When considering
an increase in staff compensation, OHS encourages programs to use findings from their
omparability v to help support their decisions. Programs can consider elementary school
settings for purposes of wage comparability, including neighboring school districts. OHS also
urges programs to consider benefits that might be critical to recruit and retain a qualified, diverse
workforce — such as health care, retirement, and paid leave benefits — and compete with other
employers providing comparable services in their local job market. Additionally, the
may help programs in restructuring existing budgets to align with program goals
and support high-quality program services.

Offer Bonuses, Short-term Pay Increases, or Other Financial Incentives

As detailed in | pet , programs
can use American Rescue Plan (ARP), other COVID-19 relief, or base grant funds to provide
retention bonuses, hiring bonuses, or other financial incentives to staff to support their workforce
in the short-term. OHS encourages programs to prioritize bonuses or incentives for staff who
have an established tenure with the program, and to consider distributing any hiring bonuses out
over time rather than in one lump sum. OHS also strongly urges programs to use their own data
on the workforce to determine for which positions bonuses might be most impactful. OHS
reminds programs that any bonuses or incentives for staff must be incorporated into their
personnel policies and procedures approved by the governing body and Policy Council or policy
committee. Since monetary bonuses likely count as income, grant recipients should understand
income requirements for public benefits to determine how such bonuses may impact staff
members’ access to these benefits.




At their discretion, programs can decide to require a service commitment as a condition of
receiving a bonus or financial incentive. However, any service requirement is solely the
responsibility of the grant recipient to establish, implement, and enforce as they see fit.

Compensate Staff During Closures and Transitions

OHS reminds programs that when centers are closed or in-person home visits are temporarily
suspended due to a disaster, they can continue to provide compensation for up to two weeks to
those staff who are unable to engage in employment activities as described in [-HS-19-

. Programs also may continue to pay health insurance premiums for up to 90 days for staff
subject to furlough, such as during a summer break ( ).

Public Service Loan Forgiveness (PSLF)

Programs can provide information to their staff about federal programs that could help make
student loans easier to pay back and lead toward loan forgiveness, such as the PSLE program.
The Department of Education is offering a et fo so borrowers can count
additional payments toward forgiveness. Watch this inar for additional information. The
waiver expires October 31, 2022. After that, normal PSLF rules will be in effect. Staff who wish
to take advantage of the time-limited changes are encouraged to apply for PSLF as soon as
possible to ensure they complete the required paperwork prior to the deadline.

Additional Supports and Flexibilities for the Head Start Workforce
Promoting a Positive and Empowering Work Environment

A healthy and supportive work environment is critical for recruiting and retaining staff, as well
as providing high-quality services to children and families. Programs are encouraged to consider
strategies to promote the mental health and well-being of their workforce. This may include
providing staff with regularly scheduled breaks, brief unscheduled wellness breaks, reflective
supervision, and access to employee assistance programs. These and other strategies are
described in ACFE pp g the

Additionally, programs can consider how personnel management could be improved to foster a
satisfying and engaging work environment, including through:

Effective communication and feedback with staff (e.g., two-way instead of top-down)
Improved orientation or onboarding practices

Clear personnel policies and procedures

Ample professional development, coaching, and mentoring opportunities that value the
work staff perform and help them improve and move forward in their careers



Recognizing Head Start staff as professionals, inviting innovative practices and ideas, and
including staff input in the program’s plans and operation contributes to job satisfaction and
employee retention.

Supports for Educational Attainment and Career Advancement

Head Start programs have a unique opportunity to invest in their communities by supporting the
career development of their staff. Programs may advertise and encourage existing staff to use
educational benefits, such as tuition and fee support, and opportunities for career growth that are
associated with increased educational attainment.

Apprenticeship programs are a strategy to support educational growth and provide consistent
pools of staff. Apprenticeship models recruit people who have interest and talent in working in
early childhood settings and support them in obtaining required credentials and employment with
Head Start programs. This includes, for example, starting as paid substitutes, floaters, or bus
monitors, and then moving into other positions as they obtain required degrees or credentials.
Increases in compensation typically accompany increases in qualifications and responsibilities.
Watch this » for resources on how to build and execute a successful registered
apprenticeship program. Grants to support apprenticeship programs are often available from the
U.S. Department of Labor.

Programs can also create partnerships with high schools, community colleges, and other higher
education institutions that are available to multiple staff and designed to promote successful
completion of degree or credential requirements (e.g., courses offered at times that accommodate
full-time workers or taught in non-English languages). Further, creating cohorts of staff enrolled
in the same education or credentialing program can facilitate shared support systems.

Costs associated with supporting educational attainment and development of career pathways for
staff, such as tuition and fees for obtaining a degree or credential or costs associated with
developing an apprenticeship program, can be paid for using Head Start base grant, ARP, or
other COVID-19 relief funds. If a program uses funds from the Coronavirus Relief and Response
Supplemental Appropriations or Coronavirus Aid, Relief, and Economic Security Acts, they
must document and justify that the expense is directly supporting their response to the COVID-
19 pandemic.

Qualification Waiver for Head Start Preschool Teachers

A program that has attempted unsuccessfully to recruit a qualified teacher for a Head Start
preschool classroom may submit to their Regional Office a request for a waiver of up to three
years for the position’s qualification requirements ( ). To be considered for the
waiver, the program must demonstrate that the Head Start preschool teacher is 1) enrolled in a
program that grants a qualifying degree and such degree will be completed in a reasonable time
not to exceed three years; and 2) has at least a current center-based preschool Child Development
Associate® (CDA) credential or a state-awarded certificate that meets or exceeds the CDA

credential.



As outlined in the Head Start Act, a qualifying degree includes an associate or bachelor’s degree
in early childhood education, or in a related field with coursework equivalent to an early
childhood education major along with experience teaching preschool-age children. A waiver
request must also adequately describe how the program’s attempts to recruit qualified individuals
were unsuccessful. The Regional Office will review each waiver request and determine whether
to grant the waiver. Programs could consider using the waiver process to promote a strong
assistant teacher to a lead teacher role, ensuring that teacher will receive the necessary degree in
a reasonable timeframe as described above.

OHS will continue to work with programs as they support a strong, qualified workforce that is
highly valued, healthy, and committed to the Head Start mission. Please direct any questions
about the content of this IM to your OHS Regional Office.

Thank you for all you do on behalf of children and families.

Sincerely,

/ Katie Hamm /

Katie Hamm

Acting Director
Office of Head Start
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Mercer County Head Start Policies and Procedures

E

P/P Topic: | Program Schedule PIP #:
Part: | Program Operations PC Approval Date: | 11/16/23
Subpart: | B — Program Structure | Last Reviewed Date:
Section Title(s): | Determining program Implementation | Executive Director
structure Responsibility:
Related | 7302.20(a) Monitoring | Policy Council

Performance | 1302.21 Responsibility:

Standard(s): | 1302.22

#

(A) Policy

| or on field trips.

A program must choose to operate one or more of the following
program options: center-based, home-based, family child care, or
an approved locally-designed variation as described in 1302.24.
The program option(s) chosen must meet the needs of children and
families based on the community assessment.

Staff-child ratios and group size maximums must be determined by
the age of the majority of children and the needs of children
present. A program must determine the age of the majority of
children and the needs of children in a class at the start of the year
and may adjust this determination during the program year if
necessary.

Until a program is operating all of its Head Start center-based
funded enrollment at the standard prescribed in paragraph
(€)(2)(iv) or (v) of this section, a program must provide at a
minimum, at least 160 days per year of planned class operations if
it operates for 5 days per week, or at least 128 days per year if it
operates 4 days per week. Classes must operate for a minimum of
3.5 hours per day.

The facilities used by a program must meet state, tribal, or local
licensing requirements, even if exempted by the licensing entity.
When state, tribal, or local requirements vary from Head Start
requirements, the most stringent provision takes precedence.

The home-based option delivers the full range of services
consistent with 1302.20(b), through visits with the child’s parents,
primarily in the home and through group socialization
opportunities in a Head Start classroom, community facility, home,

(B) Responsibility |

Director




(C) Procedure

The Director, in conjunction with the administrative team and
approved by Policy Council, develops the program schedule for
the program year and program project period.

To determine which program options best meet the needs of the
children and families of Mercer County, the Director consults the
community needs assessment.

When and if the center-based option is chosen, the Director in
consultation with the administrative team determines the number
of students / classrooms to be designated as full-day school year
programming, and part — day / part year programming. Similarly,
the amount of children in classrooms is determined by following
HSPPS 1302.21(b) [established on the first day of classes for
reporting purposes] and assessing the individual needs of children.
This includes any information garnered at the time of enrollment
for IEP needs, behavioral needs, and medical needs. Staffing
arrangements and classroom ratios may differ classroom to

classroom.

Classroom service days are scheduled on a calendar within the
framework of the Celina City School district operating calendar.
Service days vary upon guidance provided by the FOAs and
project period design.

Celina City Schools is a public education facility. As such, the
licensing agent is the Ohio Department of Education. Reference
the preschool licensing handbook for specific licensing guidelines.

Home-based options provide all the same services as center-based.
When extenuating circumstances present themselves (i.e. natural
disasters, local / state / national emergencies, long-term vacancies
in the program, severe disruptive behaviors) leadership must
determine if home-based services ensure the continuity of services
for families in need. These decisions are made on a case by case
basis. When home-based preschool programming in not an
approved program option within the approved 5 year project period
/ continuation grant, local leadership may opt to provide this
deliver option on a short-term basis by qualified staff.




Mercer County Head Start Policies and Procedures

#

P/P Topic: | Active Supervision P/P #:
Part: | Program Operations PC Approval Date: | 11/16/23
Subpart: | D. Health Program Last Reviewed Date: | 3/10/22
Services
Section Title(s): | Safety Practices Implementation | All staff
Responsibility:
Related | 1302.47(b)(5)(iii) Monitoring | Health & Safety Mgr,
Performance Responsibility: | Early Childhood
Standard(s): Services Director

—_—— . —————

(A)Policy All staff and consultants follow appropriate practices to keep
children safe during activities including at a minimum:
Appropriate indoor and outdoor supervision of children at all times
(B) Responsibility | All staff
(C) Procedure Active supervision is a set of strategies for supervising infants,

toddlers, and preschool children in the following areas: grantee,
delegate, and partner classrooms; field trips and socializations;
family child care homes; and on playgrounds and school buses.
Grantees should include action steps to implement each active
supervision strategy in their child supervision plans. These six
strategies work together to create an effective approach to child
supervision.

Set up the environment to supervise children at all times.
This may include developing and posting a daily classroom
schedule for children, teachers, substitutes, and volunteers
to follow that helps to keep the day predictable. The height
and arrangement of classroom furniture and outdoor
equipment should be considered to allow effective
monitoring and supervision of children at all times.
Position staff to see and reach children at all times. Plans
can include staffing charts that identify the teacher
responsible for each area or activity and his or her duties
during transitions before and after an activity.

Scan the environment, including assigned areas of the
classroom or outdoor area, and count the children. Staff
need to communicate with each other so everyone knows
where each child is and what each one is doing. This is
especially important in play areas and on the playground
when children are constantly moving.

Listen closely to children and the environment to identify
signs of potential danger immediately. Listen to and talk
with team members, especially when a staff person or a




child has to leave the area, so that staff knows where other
staff are located.

» Anticipate children's behavior to give children any needed
additional support, especially at the start of the school year
and during transitions. Children who wander off or lag
behind are more likely to be left unsupervised.

o Engage and redirect when children are unable to solve
problems on their own. Offer different levels of assistance
according to each individual child's needs.

o Develop specific plans for regular routines, such as
drop-off and pick-up times, including staff
assignments (who will monitor the door, etc.).

« Ensure teachers, teachers' aides, and volunteers
know when transitions will take place and are in
position to provide constant supervision.

« Discuss how the team will adjust to maintain
appropriate adult-to-child ratios at all times, including
when a teacher needs to leave the room.

« Ensure parents understand their responsibilities
during drop-off and pick-up of their child, and be alert
to and communicate potential child wanderings as

needed.

e Limit the amount of time children are waiting in line to
transition.

« Reaffirm to children what adults expect during
transitions.

« Include plans for irregular times, such as when a
center closes early due to weather or an outside door
is open to allow the delivery of supplies.

MCHS staft, contractors, consultants, and volunteers are to
communicate the number and whereabouts of children through
every aspect of the Head Start day beginning with the child
entering the classroom and / or boarding the school bus to the
parent / guardian picking the child up from the center or collecting
them from the bus.

MCHS staff, contractors, consultants, and volunteers are to always
have children in clear vision and within hearing distance. When
traveling in transitions staff are to walk with children in their direct
vision (which may mean staff are walking backwards), children are
to be accounted for at every transition. Counting is to be out loud
and preferably with a physical count (tapping each child on the
shoulder). Staff in custody of children are to openly communicate
the number of children present and if children leave and the child’s
whereabouts. For example, speech therapist comes to classroom to
take child for therapy. The speech therapist is to verbally inform
teacher child is leaving the room. The teacher is then to verbally
inform all other staff / volunteer/ contractor in room of child’s




departure and new physical attendance number in the room.
Staff are to maintain a 1:10 teacher student ratio at all times.

All staff regardless of job classification or duty are responsible to
safeguard the well being of children at all times. Any staff
member can and will be called to assist in classrooms, on buses, in
transitions, on-site, off — site to ensure that children are accounted

for at all times.

Any staff member who witnesses a breach of this policy is to
report the incident to their direct supervisor immediately.

Signature

Date




Mercer County Head Start Policies and Procedures

#

P/P Topic: | Daily Routine P/P #:
Part: | 1302 Program PC Approval Date: | 11/16/23
Operations
Subpart: | C. Education and Child | Last Reviewed Date:
Development Program
Services
Section Title(s): | Teaching and learning Implementation | Teaching Staff
environment Responsibility:
Related | 7302.31(a)(b)(c)(2)(d)€ Monitoring | Early Childhood
Performance Responsibility: | Services Director
Standard(s):

E

(A) Policy

(a) Teaching and the learning environment. A center-based and
family child care program must ensure teachers and other relevant
staff provide responsive care, effective teaching, and an organized
learning environment that promotes healthy development and
children’s skill growth aligned with the Head Start Early learning
Outcomes Framework: Ages Birth to Five, including for children
with disabilities. A program must also support implementation of
such environment with integration of regular and ongoing
supervision and a system of individualized and ongoing
professional development, as appropriate. This includes, at a
minimum, the practices described in paragraphs (b) through € of
this section.

(b) Effective teaching practices.

(c) Learning environment. A program must ensure teachers
implement well-organized learning environments with
developmentally appropriate schedules, lesson plans, and indoor
and outdoor learning experiences that provide adequate
opportunities for choice, play, exploration, and experimentation
among a variety of learning, sensory, and motor experiences and.:

(2) For preschool age children, include teacher-directed and child-
initiated activities, active and quiet learning activities, and
opportunities for individual, small group, and large group learning
activities.

(d) Materials and space for learning

(e). Promoting learning through approaches to rest, meals,
routines, and physical activity.

(1) A program must implement an intentional, age appropriate
approach to accommodate children’s need to nap or rest,
and that, for preschool age children in a program that




operates for 6 hours or longer per day provides a regular
time every day at which preschool age children are
encouraged but not forced to rest or nap. A program must
provide alternative quiet learning activities for children -
who do not need or want to rest or nap.

(2) A program must implement snack and meal times in ways
that support development and learning. For bottle-fed
infants, this approach must include holding infants during
feeding to support socialization. Snack and meal times
must be structured and used as learning opportunities that
support teaching staff-child interactions and foster
communication and conversations that contribute to a
child’s learning, development, and socialization. Programs
are encouraged to meet this requirement with family style
meals when developmentally appropriate. A program must
also provide sufficient time for children to eat, not use food
as a reward or punishment, and not force children to finish
their food.

(3) A program must approach routines, such as hand washing
and diapering and transitions between activities, as
opportunities for strengthening development, learning, and
skill growth.

(4) A program must recognize physical activity as important to
learning and integrate intentional movement and physical
activity into curricular activities and daily routines in ways
that support health and learning. A program must not use
physical activity as reward or punishment.

(B) Responsibility

Teaching Staff

(C) Procedure

e Daily schedule will be completed by the teaching staff of
each classroom. The Head Teacher will review the daily
routine with the Early Childhood Services Director for
approval prior to parent orientation.

e A daily routine, complete with teachers will be posted at
the child’s level, ensuring that children can visually see the
schedule at all times.

e A consistent daily schedule will provide the children a
sense of order and stability by allowing them to know what
comes next and what is expected during each segment of
the day.

e Consistency will be expected and practiced to ensure
children’s sense of trust, predictability, and repetition.

e Daily Schedule will be posted in each preschool classroom
and given to parent / guardian at the time of orientation.

e Daily activities will be developed to allow time for child-
initiated activities with staff support as well as staff-




initiated activities.

Daily schedule will designate blocks of time that encourage
and enhance children’s abilities to make plans, carry out
tasks and bring activities to completion in an unhurried
manner.

Daily schedules will reflect both active and quiet periods of
the day, allowing for child self-choice and staff initiated /
directed activities.

Children’s individual routines and rhythms will be
recognized and respected by adults who respond sensitively
to children’s cues and developmental changes.

Preschool daily schedule will include: greeting children,
attendance (taken as children cross the threshold), hand
washing, tooth brushing, work time, small and large group
times, meal time, and outdoor time. If weather conditions
prohibit staff from taking children outside, then planned,
structured physical activity will take place inside. Full day
schedule will also include nap / rest time, and extended |
activities in the afternoon. '
Children and families will be greeted with acceptance upon
arrival.

Children will be handled, cradled, and comforted in a
gentle and culturally sensitive manner.

Greeting time will be planned for connecting with children
and families, building relationships, I Love You rituals, the
day’s happenings, and interaction with peers.

Staff will physically interact and engage children through
the offering and changing of materials to stimulate all
senses and enhance natural curiosity and wonder.

Group times for children will be planned to include literacy
activities, music & movement activities, recording ideas,
writing experience stories, project work, and children
sharing about their day.

Small group times for children will include a variety of
intentionally planned activities that provide hands on
learning opportunities that build on children’s skill and
interest.

Activities within the daily schedule will provide an
opportunity for children to relate meaningful experiences to
their peers and teachers.

Daily schedule will reflect adequate time and opportunities
for the development of fine motor skills, both child and
adult initiated.

Language activities will be provided daily, such as reading
to children, singing, conversing with children, children
dictating to adults their comments and stories, writing and
spelling children’s names, graphs, charts, etc.

The daily schedule will provide ample opportunities for use
and development of language, books, music, songs, games,




and puppets to support emerging literacy &
communication.

Time and opportunities will be provided daily for children
to be introduced to and use new and interesting vocabulary.
Staff will provide daily opportunities through materials and
activities that encourage sensory and motor experiences
both indoors and outdoors.

All centers daily schedules will provide at a minimum 20
minutes, indoor and / or outdoor time for physical
development activities. Children will be involved in
making outdoor safety rules. Staff will help children
understand the reasons for such rules.

Staff will be engaged while actively supervising during
periods of physical activity both inside and outside.

Any child in attendance 6 hours or more will be provided a
rest time. Please reference the Rest / Naptime Policy.
Meals will be served family style to enable the children to
serve themselves and foster independent self-help skills.
Mealtime conversation encourages language use and
development.

Meals are served in a relaxed family style atmosphere,
which includes conversation relating to a wide variety of
topics, children setting and clearing the table, children
serving themselves, increasing self-help skills, and
encouraging the use of table manners.

Extra silverware, napkins, and a container of soapy water
with dish cloth or sponge will be placed near eating area for
use when needed.

Adjustments for mealtimes will be made for children with
disabilities / developmental delays when necessary.

Staff will encourage and foster children’s responsibilities to
the classroom environment (i.e. job helpers)

Transitions will happen with purpose and waiting time will
be minimal.

Efforts will be made to communicate with children in their
home language.

Staff will respond to children’s attempts to interact through
English and or their home language by being physically at
children’s level and verbally acknowledging all efforts
made by children.

Children’s voices will be predominant in the learning
environment.

Staff will role model for children using soft voices, and
consistent, kind words.

Program environment will be assessed to respond to
children’s developmental needs, abilities and modes of
learning. Additional materials and activities will be
incorporated depending on individual needs.

Daily schedule and lesson plan may be altered to enhance




children’s development based on spontaneous opportunities
and discoveries. Changes to the lesson plan will be
documented on the lesson plan form.




