Region 9 ESC Head Start

Program Design and Management 

Service Area Plans

Region 9 Education Service Center administers the Head Start grant for services in the following independent districts (counties): Henrietta & Petrolia (Clay); Gainesville (Cooke); Bowie & Nocona (Montague); Burkburnett, City View, Electra & Wichita Falls (Wichita). This center-based program is funded for 560 children in 39 classrooms spread across nine sites. In terms of Program Design and Management Services, the operation of the program will have to dovetail with the operations of the Independent Schools where the classrooms are located. The scope of these plans is to provide a basic roadmap as to when specific direct program activities will transpire. As these plans function as a roadmap, details of how the activities are to be conducted will be found within the independent district’s specific location.

Policy Council Approval:  March 26, 2009
	Performance Standard
	Activity
	Timeframe
	Staff Responsible
	Documentation

	1304.50(a)(1) 

1304.50(a)(1)(i) 

Establish Policy Council at the grantee level with Parent Committees established on Center level
	Parent Committee will be established

Policy Council will be developed
	August- September 

August- September 
	Center Staff

Head Start Director
	Committee minutes

Policy Council Minutes



	1304.50(b)(1)-(b)(7)

At least 51% of Policy Council Members will be parents of currently enrolled children. Community representatives will be drawn from each community and will be approved by the LEA School Board.

Parents will stand for election each year

Community representatives will be selected and approved annually

All terms will be limited to three years total served on Policy Council.
	Policy Council will be developed

Election/Selection steps found in Bylaws will be followed

Election/Selection steps found in Bylaws will be followed
	August- September

August- September

At election time
	Head Start Director

Head Start Director

Head Start Director
	Policy Council roster

Policy Council roster

	1304.50(d) - The Policy Council 

1) Policy Councils and Policy Committees must work in partnership with key management staff and the governing body to develop, review, and approve or disapprove the following policies and procedures: 

(i) All funding applications and amendments to funding applications for Head Start; 

(ii) Procedures describing how the governing body and the appropriate policy group will implement shared decision-making; 

(iii) Procedures for program planning;

(iv) The program's philosophy and long- and short-range program goals and objectives; 

(vi) The composition of the Policy Council or the Policy Committee and the procedures by which policy group members are chosen; 

(vii) Criteria for defining recruitment, selection, and enrollment priorities;

(viii) The annual self-assessment of the grantee progress in carrying out the programmatic and fiscal intent of its grant application, including planning or other actions that may result from the review of the annual audit and findings from the Federal monitoring review; 

(ix) Program personnel policies and subsequent changes to those policies;

(x) Decisions to hire or terminate the Head Start director of the grantee or delegate agency; and 
(xi) Decisions to hire or terminate any person who works primarily for the Head Start program of the grantee or delegate agency. 

(2) In addition, Policy Councils and Policy Committees must perform the following functions directly: 

(i) Serve as a link to the Parent Committees, grantee and delegate agency governing bodies, public and private organizations, and the communities they serve; 

(ii) Assist Parent Committees in communicating with parents enrolled in all program options to ensure that they understand their rights, responsibilities, and opportunities in  Head Start and to encourage their participation in the program; 

(iii) Assist Parent Committees in planning, coordinating, and organizing program activities for parents with the assistance of staff, and ensuring that funds set aside from program budgets are used to support parent activities; 

(iv) Assist in recruiting volunteer services from parents, community residents, and community organizations, and assist in the mobilization of community resources to meet identified needs; and 

(v) Establish and maintain procedures for working with the grantee to resolve community complaints about the program. 
	Funding requests will be approved by the Board and Policy Council prior to submission

Shared decision-making will be implemented following Appendix A

The Head Start Director meets with the Head Start staff of the schools to discuss goals to be accomplished for coming year.

The goals of the program are aligned with those of each district to support school readiness.  This is carried out within the structure of each campus’ plan.
Composition and procedures are found in the Policy Council handbook.
Selection criteria are set by Policy Council. 
The Self Assessment is conducted in accordance with program’s procedure.
Board/ Policy Council approve the personnel policies.
Personnel decisions will be made in conjunction with the personnel policies of the local school district or Region 9 ESC.

Policy Council serves as the information conduit between the Board and the Parent Committees.
Handbooks are provided to parents so that parents understand their rights and responsibilities.

Program has established a community complaint procedure with roles for governing bodies should the situation warrant.
	Annually and as needed

Ongoing

Annually
Throughout service year

Ongoing

Annually

Annually
As needed
As needed

Ongoing

Updated as needed

As needed
	Head Start Director

Region 9 ESC Executive Director/ Head Start Director

Head Start Director

School principals,
Head Start Director

Head Start Director

Family Services

Region 9 Head Start Policy Council,
Parent Committees,
District Head Start Staff

Region 9 Head Start Staff

Region 9 ESC Executive Director/ Head Start Director

HR departments

District Head Start Staff,
Region 9 Head Start Staff,
Policy Council

Region 9 Head Start Staff,
District Head Start Staff

Head Start Director,
Region 9 ESC Executive Director
	Refunding application Board and PC minutes

Appendix A (see below)

Minutes from discussions

Mission Statements of ESC and Schools

Policy Council Handbook

Selection Criteria

Self Assessment Report

Personnel Policies

Personnel Policies

Policy Council minutes

Parent handbooks

Community Complaint procedure

	1304.50(e) – Parent Committee

The Parent Committee must carry out at least the following minimum responsibilities: 

(1) Advise staff in developing and implementing local program policies, activities, and services; 

(2) Plan, conduct, and participate in informal as well as formal programs and activities for parents and staff; and 

(3) Within the guidelines established by the governing body, Policy Council, or Policy Committee, participate in the recruitment and screening of Head Start employees. 
	Parent Committees provide input to Policy Council and the LEA’s administration or school board and/or PTA which in turn makes suggestions and requests of the program staff as needed.

According to the guidelines of Region 9 ESC Head Start, parents review applications or are a part of the interview team for applicants.  They complete a recommendation form and submit to both the local school board and the Policy Council.
	Ongoing

As needed
	District Head Start Staff,
Region 9 Head Start Staff

District Head Start Staff,
Region 9 Head Start Staff
	Updates and changes to services and plans.

Sign in sheets

District records

	1304.50(g) - Governing Body Responsibilities

(1) Grantee must have written policies that define the roles and responsibilities of the governing body members and that inform them of the management procedures and functions necessary to implement a high quality program.

(2) Grantee and delegate agencies must ensure that appropriate internal controls are established and implemented to safeguard Federal funds in accordance with 45 CFR 1301.13. 
	By-laws are written and updated by the Policy Council and Region 9 ESC board as needed.

The ESC’s fiscal office serves as the fiscal agent for the Head Start program.


	Ongoing

Ongoing
	Region 9 ESC Executive Director,
Head Start Director,
Region 9 Head Start Staff

Fiscal Officer
	Bylaws

Fiscal procedures

	1304.50(h) - Internal Dispute Resolution

Each grantee and delegate agency and Policy Council or Policy Committee jointly must establish written procedures for resolving internal disputes, including impasse procedures, between the governing body and policy group.
	Region 9 ESC has an Internal Dispute resolution procedure that has been approved by both the Board, and Policy Council
	Ongoing
	Region 9 ESC Executive Director and Head Start Director
	Written Procedure



	1304.50 Appendix A - Governance And Management Responsibilities
	
	
	
	

	       
	 SEQ CHAPTER \h \r 1Appendix A - Governance and Management Responsibilities
[A=General responsibility; B=Operating responsibility; C=Must approve or disapprove; E=Must Be Informed]
	GRANTEE AGENCY
	GRANTEE OR DELEGATE MANAGEMENT STAFF

	
	FUNCTION
	Governing Body
	Policy Council
	Head Start Director
	Agency Director

	
	I.  PLANNING
	
	
	
	

	
	(a) 1304.50(d)(1)(iii) Procedures for program planning in accordance with this Part and the requirements of 45 CFR  1305.3
	A & C
	C
	B
	E

	
	(b) 1304.50(d)(1)(iv) The  program's philosophy and long- and short-range program goals and objectives (see 45 CFR 1304.51(a) and 45 CFR 1305.3 for additional requirements regarding program planning). 
	   A & C
	C
	B
	E

	
	(c) 1304.50(d)(1)(v) The selection of delegate agencies and their service areas (this regulation is binding on Policy Councils exclusively) (see 45 CFR 1301.33 and 45 CFR 1305.3(a) for additional  requirements about delegate agency and service area selection, respectively). 
	A & C
	C
	B

(Grantee Only)
	E

(Grantee Only)

	
	(d) 1304.50(d)(1)(vii) Criteria for defining recruitment, selection, and enrollment priorities, in accordance with the requirements of 45 CFR Part 1305.
	A
	C
	B
	E

	
	 (e) 1304.50(d)(1)(i) All funding applications and amendments to funding applications for  Head Start, including administrative services, prior to the submission of such applications to the grantee (in the case of  Policy Committees) or to HHS (in the case of Policy Councils). 
	A & C
	C
	B
	E

	
	(f) 1304.50(f) Policy Council,  Policy Committee, and Parent Committee reimbursement.  Grantee and delegate agencies must enable low-income members to participate fully in their group responsibilities by providing, if necessary, reimbursements for reasonable expenses incurred by the members. 
	A
	C
	B
	E

	
	(g) 1304.50(d)(1)(viii) The annual self-assessment of the  grantee or delegate agency's  progress in carrying out the programmatic and fiscal intent of its grant application,   including planning or other  actions that may result from  the review of the annual audit and findings from the Federal  monitoring review (see 45 CFR 1304.51(i)(1) for additional requirements about the annual self-assessment). 
	A
	C
	B
	E

	
	II.  GENERAL PROCEDURES
	
	
	
	

	
	(a) 1304.50(d)(1)(vi) The composition of the Policy  Council or the Policy Committee and the procedures by which policy group members are chosen. 
	A & C
	C
	B
	E

	
	 (b) 1304.50(g)(1) Grantee and  delegate agencies must have  written policies that define the roles and responsibilities of the governing body members  and that inform them of the  management procedures and functions necessary to implement a high quality program. 
	A & C
	--
	B
	E

	
	(c) 1304.50(d)(1)(ii) Procedures describing how the governing body and the appropriate policy  group will implement shared decision-making.
	A & C
	C
	B
	B

	
	(d) 1304.50(h) Internal dispute resolution. Each grantee and delegate agency and Policy Council or Policy Committee jointly must establish written procedures for resolving internal disputes, including impasse procedures, between the governing body and policy group.
	A & C
	C
	B
	B

	
	(e) 1304.50(d)(2)(v) Establish and maintain procedures for hearing and working with the grantee or delegate agency to resolve community complaints  about the program. 
	B
	B
	B
	B

	
	(f) 1304.50(g)(2) Grantee and delegate agencies must ensure  that appropriate internal controls are established and implemented to safeguard  Federal funds in accordance  with 45 CFR 1301.13.
	A
	--
	E
	B

	
	(g)  The annual independent audit that must be conducted in accordance with 45 CFR 1301.12.      
	A
	--
	E
	B

	
	III.  HUMAN RESOURCES MANAGEMENT 
	
	
	
	

	
	(a) 1304.50(d)(1)(ix) Program personnel policies and subsequent changes to those policies, in accordance with 45 CFR 1301.31, including standards of conduct for program staff, consultants, and volunteers.
	A & C
	C
	B
	E

	
	(b) 1304.50(d)(1)(x) Decisions to hire or terminate the Early  Head Start or Head Start director of the grantee agency. 
	A & C
	C
	--
	B

	
	(c) 1304.50(d)(1)(xi) Decisions to hire or terminate any person  who works primarily for the  Early Head Start or Head Start program of the grantee agency.
	A
	C
	B

(Grantee Only)
	B


	 1304.51(a) - Program Planning 

1) Grantee and delegate agencies must develop and implement a systematic, ongoing process of program planning that includes consultation with the program's governing body, policy groups, and program staff, and with other community organizations that serve Head Start or other low-income families with young children. Program planning must include:

(i) An assessment of community strengths, needs and resources through completion of the Community Assessment, in accordance with the requirements of 45 CFR 1305.3; 

(ii) The formulation of both multi-year (long-range) program goals and short-term program and financial objectives that address the findings of the Community Assessment, are consistent with the philosophy of Head Start, and reflect the findings of the program's annual self-assessment; and 

(iii) The development of written plan(s) for implementing services in each of the program areas covered.

(2) All written plans for implementing services, and the progress in meeting them, must be reviewed by the grantee or delegate agency staff and reviewed and approved by the Policy Council or Policy Committee at least annually, and must be revised and updated as needed
	A Community Assessment is conducted every three years with updates in the other two years.
Service Area Plans are reviewed and modified prior to approval by Policy Council.
Service Area Plans are reviewed
annually

Plans are approved by Policy Council
	Annually
Annually
Annually
Annually
Annually
	Region 9 Head Start Staff
Region 9 Head Start Staff
Region 9 Head Start Staff
Region 9 Head Start Staff

Head Start Director
	Community Assessment

Service Area Plans
Service Area Plans 

Service Area Plans

Approved plans



	1304.51(b) - Communications – General

Grantee and delegate agencies must establish and implement systems to ensure that timely and accurate information is provided to parents, policy groups, staff, and the general community.
	Information is shared with all appropriate groups of individuals and organizations through phone calls, memos, faxes, email and word-of-mouth.
	Ongoing
	Region 9 Head Start Staff


	Copies of notices



	1304.51(c) - Communication With Families

(1) Grantee and delegate agencies must ensure that effective two-way comprehensive communications between staff and parents are carried out on a regular basis throughout the program year. 

(2) Communication with parents must be carried out in the parents' primary or preferred language or through an interpreter, to the extent feasible. 
	Parents receive information from the program and the schools. Emphasis is placed on trying to provide the information in the family’s primary language.
	Ongoing
	Region 9 Head Start Staff


	Copies of notices to families

	1304.51(d) - Communication With Governing Bodies And Policy Groups

Grantee and delegate agencies must ensure that the following information is provided regularly to their grantee and delegate governing bodies and to members of their policy groups: 

(1) Procedures and timetables for program planning; 

(2) Policies, guidelines, and other communications from HHS; 

(3) Program and financial reports; and 

(4) Program plans policies, procedures, and Head Start grant applications.
	Governing bodies and policy groups receive regular communications including the list given by performance standards
	As needed
	Head Start Director
	Minutes of Board meeting and Policy Council meetings



	1304.51(e) - Communication Among Staff

Grantee and delegate agencies must have mechanisms for regular communication among all program staff to facilitate quality outcomes for children and families.
	Staff communicates in writing and orally. Scheduled Head Start Staff and Partners’ Meetings are held monthly.  Principals or their designee (teacher) attend from each site.  Information is shared with the local staff by the person attending the meeting.
	Monthly

E-mailed information from Regional office as required.
	Region 9 Head Start Staff

District Head Start Staff


	Program Handbook; attendance rosters; ESC 9 Professional Development Management System for registering for meetings

Meeting minutes

	1304.51(g) - Record-Keeping Systems

Grantee and delegate agencies must establish and maintain efficient and effective record-keeping systems to provide accurate and timely information regarding children, families, and staff and must ensure appropriate confidentiality of this information.
	Record keeping systems are in place at all levels to provide accurate and timely information about children, families and staff. 
	Monthly
	Head Start Staff and LEA Staff
	Child Plus Data Engine

	1304.51(h) - Reporting Systems

Grantee and delegate agencies must establish and maintain efficient and effective reporting systems that:

(1) Generate periodic reports of financial status and program operations in order to control program quality, maintain program accountability, and advise governing bodies, policy groups, and staff of program progress; and 

(2) Generate official reports for Federal, State, and local authorities, as required by applicable law. 

(2) Generate official reports for Federal, State, and local authorities, as required by applicable law
	Reports are generated at least monthly on fiscal status, enrollment and attendance.
	Monthly during school year
	Region 9 Head Start Staff

Fiscal Officer

Region 9 Head Start Staff


	Reports on Finances, Enrollments and Attendance

	1304.51(i) - Program Self-Assessment And Monitoring

(1) At least once each program year, with the consultation and participation of the policy groups and, as appropriate, other community members, grantee and delegate agencies must conduct a self-assessment of their effectiveness and progress in meeting program goals and objectives and in implementing Federal regulations. 

(2) Grantees must establish and implement procedures for the ongoing monitoring of their own Head Start operations, to ensure that these operations effectively implement Federal regulations. 
	Program has developed a methodology and timeline for conducting and analyzing and reporting the results of self assessments.

Ongoing monitoring of all program areas is provided consistently.
	Annually
Ongoing

	Head Start Director,
Region 9 Head Start Staff
Region 9 Head Start Staff, ISD personnel,
District Head Start Staff
	Self Assessment plan

Self Assessment results

Monitoring results, playground checklists, Classroom checklists

	1304.52(a) - Organizational Structure

1) Grantee agencies must establish and maintain an organizational structure that supports the accomplishment of program objectives. This structure must address the major functions and responsibilities assigned to each staff position and must provide evidence of adequate mechanisms for staff supervision and support. 

(2) At a minimum, grantee agencies must ensure that the following program management functions are formally assigned to and adopted by staff within the program: 

(i) Program management; 

(ii) Management of early childhood development and health services, including child development and education; child medical, dental, and mental health; child nutrition; and, services for children with disabilities; and 

(iii) Management of family and community partnerships, including parent activities.
	The organizational structure of the Region 9 Education Service Center provides the structure of the management of the program. In addition the structure of each Independent School provides the framework by which services are delivered to the children and families to be served.

ESC Organization Chart identifies Head Start Managers and Quality Assurance Staff. 
	Ongoing

Ongoing


	Region 9 ESC Board,
Region 9 Head Start Staff,
District Staff

Region 9 Head Start Staff


	Region 9 Head Start Organizational Chart

Region 9 Head Start Organizational chart



	1304.52(b) - Staff Qualifications – General

(1) Grantee agencies must ensure that staff and consultants have the knowledge, skills, and experience they need to perform their assigned functions responsibly. 

(2) In addition, grantee and delegate agencies must ensure that only candidates with the qualifications specified are hired. 

(3) Current and former Head Start parents must receive preference for employment vacancies for which they are qualified. 

(4) Staff and program consultants must be familiar with the ethnic background and heritage of families in the program and must be able to serve and effectively communicate, to the extent feasible, with children and families with no or limited English proficiency
	Staff are hired and trained in conjunction with the needs and requirements of each independent school district.

While parents receive preference in the hiring process for positions of which they are qualified, each school operating their portion of the program does their own hiring.

Each school is equipped with language proficient staff in order to communicate with families and children.
	As needed

As needed

Ongoing


	Region 9 Head Start Staff,
District Staff
District Administrators
District
Administrators


	Applications and staff performance review documents.

Human Resources Policies



	1304.52(d) - Qualifications Of Content Area Experts

Grantee and delegate agencies must hire staff or consultants who meet the qualifications listed below to provide content area expertise and oversight on an ongoing or regularly scheduled basis. Agencies must determine the appropriate staffing pattern necessary to provide these functions. 

(1) Education and child development services must be supported by staff or consultants with training and experience in areas that include: the theories and principles of child growth and development, early childhood education, and family support. In addition, staff or consultants must meet the qualifications for 
class room teachers, as specified in section 648A of the Head Start Act and any subsequent amendments regarding the qualifications of teachers. 

(2) Health services must be supported by staff or consultants with training and experience in public health, nursing, health education, maternal and child health, or health administration. In addition, when a health procedure must be performed only by a licensed/certified health professional, the agency must assure that the requirement is followed. 

(3) Nutrition services must be supported by staff or consultants who are registered dietitians or nutritionists. 

(4) Mental health services must be supported by staff or consultants who are licensed or certified mental health professionals with experience and expertise in serving young children and their families. 

(5) Family and community partnership services must be supported by staff or consultants with training and experience in field(s) related to social, human, or family services. 

(6) Parent involvement services must be supported by staff or consultants with training, experience, and skills in assisting the parents of young children in advocating and decision-making for their families. 

(7) Disability services must be supported by staff or consultants with training and experience in securing and individualizing needed services for children with disabilities. 

(8) Grantee and delegate agencies must secure the regularly scheduled or ongoing services of a qualified fiscal officer.
	The Region 9 ESC Grantee hires and trains consultants and specialists to serve as source managers, quality assurance staff, and/or special service providers.
District staff are hired and trained in conjunction with the needs and requirements of each independent school district. The requirements of Head Start are covered in the hiring policies of the ISDs. All teaching staff are state certified and have at least a bachelor’s degree. Paraprofessionals must also meet TEA requirements that align with No Child Left Behind.

The Region 9 ESC Grantee hires and trains consultants and specialists to serve as source area managers, quality assurance staff, and/or special service providers.


	Ongoing

Ongoing
Ongoing
	Region 9 ESC
Board of Directors,
Region 9 ESC Executive Director,
Head Start Director

District Administrators

Region 9 ESC

Board of Directors,
Region 9 ESC Executive Director,
Head Start Director

Region 9 Head Start Staff,

District Head Start Staff
	Personnel Files

Personnel Files

Personnel Files

	1304.52(g) - Classroom Staffing

(1) Grantee and delegate agencies must meet the requirements of 45 CFR 1306.20 regarding classroom staffing. 

(2) When a majority of children speak the same language, at least one classroom staff member or home visitor interacting regularly with the children must speak their language. 

(3) For center-based programs, the class size requirements specified in 45 CFR 1306.32 must be maintained through the provision of substitutes when regular classroom staff are absent.

(5) Staff must supervise the outdoor and indoor play areas in such a way that children's safety can be easily monitored and ensured.
	The Head Start Director and staff works in conjunction with the school staff to ensure that classroom-staffing requirements are met.
	Ongoing
	Head Start Director,

District Administrators
	Staff Roles

	1304.52(h) - Standards Of Conduct

1) Grantee and delegate agencies must ensure that all staff, consultants, and volunteers abide by the program's standards of conduct. These standards must specify that: 

(i) They will respect and promote the unique identity of each child and family and refrain from stereotyping on the basis of gender, race, ethnicity, culture, religion, or disability; 

(ii) They will follow program confidentiality policies concerning information about children, families, and other staff members; 

(iii) No child will be left alone or unsupervised while under their care; and 

(iv) They will use positive methods of child guidance and will not engage in corporal punishment, emotional or physical abuse, or humiliation. In addition, they will not employ methods of discipline that involve isolation, the use of food as punishment or reward, or the denial of basic needs. 

(2) Grantee and delegate agencies must ensure that all employees engaged in the award and administration of contracts or other financial awards sign statements that they will not solicit or accept personal gratuities, favors, or anything of significant monetary value from contractors or potential contractors. 

(3) Personnel policies and procedures must include provision for appropriate penalties for violating the standards of conduct


1304.52(i) - Staff Performance Appraisals

Grantee and delegate agencies must, at a minimum, perform annual performance reviews of each Head Start staff member and use the results of these reviews to identify staff training and professional development needs, modify staff performance agreements, as necessary, and assist each staff member in improving his or her skills and professional competencies.
	The Head Start Director and staff work in conjunction with the school staff to ensure that standards of conduct are followed.

 Performance appraisals are conducted by the school principals and help to serve to identify training and performance issues. Verification of Head Start standards being implemented in classrooms is also performed by school principals and/or site managers. 


	Ongoing

Annually, dates determined by each location.
	Head Start Director,

District Administrators
District Administrators
Site Managers
	Personnel records

Personnel Records



	1304.52(j) - Staff And Volunteer Health

(1) Grantee and delegate agencies must assure that each staff member has an initial health examination (that includes screening for tuberculosis) and a periodic re-examination (as recommended by their health care provider or as mandated by State, Tribal, or local laws) so as to assure that they do not, because of communicable diseases, pose a significant risk to the health or safety of others in the Early Head Start or Head Start program that cannot be eliminated or reduced by reasonable accommodation. This requirement must be implemented consistent with the requirements of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. 

(2) Regular volunteers must be screened for tuberculosis in accordance with State, Tribal or local laws. In the absence of State, Tribal or local law, the Health Services Advisory Committee must be consulted regarding the need for such screenings (see 45 CFR 1304.3(20) for the definition of volunteer). 

(3) Grantee and delegate agencies must make mental health and wellness information available to staff with concerns that may affect their job performance
	Staff and volunteer health policies conform to the requirements put forth by the State of Texas.


	Ongoing
	District Administrators
	School Health Polices

	1304.52(k) - Training And Development

(1) Grantee and delegate agencies must provide an orientation to all new staff, consultants, and volunteers that includes, at a minimum, the goals and underlying philosophy of Head Start and the ways in which they are implemented by the program. 

(2) Grantee and delegate agencies must establish and implement a structured approach to staff training and development, attaching academic credit whenever possible. This system should be designed to help build relationships among staff and to assist staff in acquiring or increasing the knowledge and skills needed to fulfill their job responsibilities, in accordance with the requirements of 45 CFR 1306.23. 

(3) At a minimum, this system must include ongoing opportunities for staff to acquire the knowledge and skills necessary to implement the content of the Head Start Program Performance Standards. This program must also include: 

(i) Methods for identifying and reporting child abuse and neglect that comply with applicable State and local laws using, so far as possible, a helpful rather than a punitive attitude toward abusing or neglecting parents and other caretakers; and 

(ii) Methods for planning for successful child and family transitions to and from the Early Head Start or Head Start program. 

(4) Grantee and delegate agencies must provide training or orientation to Head Start governing body members. Agencies must also provide orientation and ongoing training to Head Start Policy Council and Policy Committee members to enable them to carry out their program governance responsibilities effectively.


	All newly hired staff working with Head Start children and families receive an orientation to Head Start. Staff also receives a structured approach to training and development that is provided by the ISD. As an employee of either the ESC or the ISD, all staff are mandatory reporters of child abuse and follow the Texas requirements for identifying and reporting.

The Region 9 ESC Board of Directors, the Policy Council and Parent Committees receive Head Start specific training. 
	Ongoing

Annually


	District Personnel, Region 9 Head Start Staff
Head Start Director and Staff
	Training rosters
Training certificates and documents

Training Sign in sheets

Meeting minutes

	1304.53(a) - Head Start Physical Environment And Facilities

1) Grantee and delegate agencies must provide a physical environment and facilities conducive to learning and reflective of the different stages of development of each child.

(2) Grantee agencies must provide appropriate space for the conduct of all program activities.

(3) The center space provided by grantee must be organized into functional areas that can be recognized by the children and that allow for individual activities and social interactions.

(5) Centers must have at least 35 square feet of usable indoor space per child available for the care and use of children (i.e., exclusive of bathrooms, halls, kitchen, staff rooms, and storage places) and at least 75 square feet of usable outdoor play space per child.

(6) Facilities owned or operated by Head Start grantee or delegate agencies must meet the licensing requirements of 45 CFR 1306.30.

(7) Grantee and delegate agencies must provide for the maintenance, repair, safety, and security of all Head Start facilities, materials and equipment.

(8) Grantee and delegate agencies must provide a center-based environment free of toxins, such as cigarette smoke, lead, pesticides, herbicides, and other air pollutants as well as soil and water contaminants. Agencies must ensure that no child is present during the spraying of pesticides or herbicides. Children must not return to the affected area until it is safe to do so

(9) Outdoor play areas at center-based programs must be arranged so as to prevent any child from leaving the premises and getting into unsafe and unsupervised areas. Enroute to play areas, children must not be exposed to vehicular traffic without supervision.

(10) Grantee and delegate agencies must conduct a safety inspection, at least annually, to ensure that each facility's space, light, ventilation, heat, and other physical arrangements are consistent with the health, safety and developmental needs of children. At a minimum, agencies must ensure that:

(i) In climates where such systems are necessary, there is a safe and effective heating and cooling system that is insulated to protect children and staff from potential burns; 

(ii) No highly flammable furnishings, decorations, or materials that emit highly toxic fumes when burned are used; 

(iii) Flammable and other dangerous materials and potential poisons are stored in locked cabinets or storage facilities separate from stored medications and food and are accessible only to authorized persons. All medications, including those required for staff and volunteers, are labeled, stored under lock and key, refrigerated if necessary, and kept out of the reach of children; 

(iv) Rooms are well lit and provide emergency lighting in the case of power failure; 
(v) Approved, working fire extinguishers are readily available; (vi) An appropriate number of smoke detectors are installed and tested regularly; 
(vii) Exits are clearly visible and evacuation routes are clearly marked and posted so that the path to safety outside is unmistakable. (viii) Indoor and outdoor premises are cleaned daily and kept free of undesirable and hazardous materials and conditions; 

(ix) Paint coatings on both interior and exterior premises used for the care of children do not contain hazardous quantities of lead; 

(x) The selection, layout, and maintenance of playground equipment and surfaces minimize the possibility of injury to children; 

(xi) Electrical outlets accessible to children prevent shock through the use of child-resistant covers, the installation of child-protection outlets, or the use of safety plugs; 

(xii) Windows and glass doors are constructed, adapted, or adjusted to prevent injury to children; 

(xiii) Only sources of water approved by the local or State health authority are used; 

(xiv) Toilets and hand washing facilities are adequate, clean, in good repair, and easily reached by children. Toileting and diapering areas must be separated from areas used for cooking, eating, or children's activities; 

(xv) Toilet training equipment is provided for children being toilet trained; 

(xvi) All sewage and liquid waste is disposed of through a locally approved sewer system, and garbage and trash are stored in a safe and sanitary manner; and 

(xvii) Adequate provisions are made for children with disabilities to ensure their safety, comfort, and participation
	Each site provided by the ISDs meet the requirement for physical environment and facilities as instructed by the Texas Education Agency.
Classrooms have at least 35 square feet of usable space and exterior play areas have at least 75 square feet of usable space. This is checked annually to make sure new equipment has not altered the usable space.

Facilities meet the requirements of the ISDs.

Sites are part of the schools and are kept in good repair. 

Sites are free from toxins.

School playgrounds are utilized.

Safety inspection is conducted annually as part of the Self-Assessment. The items reviewed in the Self -Assessment include the required items from the Head Start performance standards.  Policy Council or Parent Committee members also complete a safety inspection once each semester
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	Observations
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	1304.53(b) - Head Start Equipment, Toys, Materials, And Furniture

(1) Grantee and delegate agencies must provide and arrange sufficient equipment, toys, materials, and furniture to meet the needs and facilitate the participation of children and adults. Equipment, toys, materials, and furniture owned or operated by the grantee or delegate agency must be:

(i) Supportive of the specific educational objectives of the local program; 

(ii) Supportive of the cultural and ethnic backgrounds of the children; 

(iii) Age-appropriate, safe, and supportive of the abilities and developmental level of each child served, with adaptations, if necessary, for children with disabilities; 

(iv) Accessible, attractive, and inviting to children; 

(v) Designed to provide a variety of learning experiences and to encourage each child to experiment and explore; 

(vi) Safe, durable, and kept in good condition; and 

(vii) Stored in a safe and orderly fashion when not in use.
	Equipment toys and materials are provided at each site and include developmentally appropriate materials that are in good condition. 
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