	1305 Eligibility, Recruitment, Selection, Enrollment, and Attendance

               1305.3 Determining Community Strengths and Needs


	Implementation
	ongoing Monitoring

	Action Steps

(Procedures References)
	Timeframe
	Persons Responsible
	Observe, Interview,

Review Records
(Forms References)
	Timelines
	Persons Responsible

	The agency identifies the service area in the grant.
	August (Annually)
	Executive Director
	Grant Application
	September 1
	Superintendent

	The agency conducts a community assessment every three years and compiles data related to eligible children, families and the community.
· Demographics/# of Eligible Children
· Other Child Development/Child Care Programs/# HS Eligible Children being Served
· #/Types/Resources Children with Disabilities
· Family Needs – HS Families Reports and Community Agency Reports
· Community Resources
	September – March
(Every 3 Years)
	FCP Manager
	Census

Self Assessment

Surveys

Agency Statistics/Data

County Statistics/Data

Family Partnership Agreements

PIR

Community Resource Manual

Community Assessment
	September – March

(Every 3 Years)
	Executive Director

	Information from the assessment will determine:
· Program Philosophy

· Long- and Short-Range Goals & Objectives
· Program Options and Types of Services
· Recruitment Area
· Center/Home-Base Locations

· Selection Criteria
	April - September
(Annually)
	Management Team
	Grant Application
Service Area Plans

Community Assessment

Self Assessment
Policy Council Minutes

School Board Minutes
	April - September

(Annually)
	Executive Director

	The Community Assessment is reviewed annually to determine significant changes and plan for program responses.
	September – March 
(Annually)
	FCP Manager
	Ongoing Monitoring Data

Community Assessment
	September – March 

(Annually)
	Executive Director

	The Recruitment Area includes the entire Service Area).
	December - November
	FCP Manager
	Recruitment Plan
Recruitment Tracking
	December - November
	Executive Director


	1305 Eligibility, Recruitment, Selection, Enrollment, and Attendance

               1305.4 Age of Children and Family Income Eligibility


	Implementation
	ongoing Monitoring

	Action Steps

(Procedures References)
	Timeframe
	Persons Responsible
	Observe, Interview,

Review Records
(Forms References)
	Timelines
	Persons Responsible

	To be eligible a child must be three years old by August 1. When a child has a documented disability, the child can be enrolled upon his/her third birthday. 

When all efforts to locate age eligible children are exhausted, an income-eligible can be enrolled upon his/her third birthday.
	March – August 
(and as openings occur)
	Family Advocates
	Application
Selection Criteria
	March – August 

(and as openings occur)
	FCP Manager

	At least 90% of the children enrolled in HS must be from low-income families.
	March – August 

(and as openings occur)
	Family Advocates
	Application

Income Verification Documents

Selection Criteria
	March – August 

(and as openings occur)
	FCP Manager

	Up to 10% of the children enrolled in HS may be enrolled.
	March – August 

(and as openings occur)
	Executive Director
	Selection Criteria
	March – August 

(and as openings occur)
	Executive Director & FCP Manager

	Family income eligibility is determined by the examination of appropriate documents and includes a signed statement by HS employee.
	March - March
	Family Advocates
	Definition of Income

Federal Poverty Guidelines

Application

Income Verification Documents
	March - March
	FCP Manager
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               1305.5 Recruitment of Children


	Implementation
	ongoing Monitoring

	Action Steps

(Procedures References)
	Timeframe
	Persons Responsible
	Observe, Interview,

Review Records
(Forms References)
	Timelines
	Persons Responsible

	The agency updates and implements a Recruitment Plan (attached) throughout the Service Area.
	February 06 – August 07
(Annually)
	Family Advocates, FCP Manager
	Recruitment Plan
Recruitment Tracking

Recruitment Materials

Referrals
	February 06 - – August 07 

(Annually)
	FCP Manager

	The agency solicits applications from as many eligible families as possible (above the funded number in order to maintain a waiting list), and assists in application completion when needed.
	March - March
	Family Advocates
	Applications
Selection Criteria

Waiting List
	March - March
	FCP Manager
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               1305.6 Selection Process


	Implementation
	ongoing Monitoring

	Action Steps

(Procedures References)
	Timeframe
	Persons Responsible
	Observe, Interview,

Review Records
(Forms References)
	Timelines
	Persons Responsible

	The agency will consider family income, age of the child, availability of Kindergarten, as well as the program selection criteria in a formal selection process.
	March - March
	Family Advocates
	Application
Selection Criteria
	March - March
	FCP Manager

	At least 10% of enrollment opportunities will be for children with disabilities.
	March - March
	Family Advocates
	Application
Program Selection Criteria
IEP’s
	March - March
	Executive Director & FCP Manager

	The agency will develop and maintain a waiting list that ranks children for selection according to criteria and assures that eligible children will enter the program when vacancies occur.
	March - March
	Family Advocates & FCP Manager
	Children’s Files

Waiting List
	March - March
	FCP Manager


	1305 Eligibility, Recruitment, Selection, Enrollment, and Attendance -                1305.7 Enrollment and Re-enrollment


	Implementation
	ongoing Monitoring

	Action Steps

(Procedures References)
	Timeframe
	Persons Responsible
	Observe, Interview,

Review Records
(Forms References)
	Timelines
	Persons Responsible

	Children may be enrolled until the availability of Kindergarten unless there are extenuating circumstances.
	March – March
	Family Advocates
	Applications
Selection Criteria

Class Lists

Head Start Menu

PIR
	March – March
	FCP Manager

	HS will maintain a funded level of 166. Vacancies will be filled as soon as possible and no longer than 30 calendar days. HS will not replace withdrawn children on and after April 1.
	August - April
	Family Advocates
	Applications
Selection Criteria

Waiting List

Class Lists

Head Start Menu

PIR
	August - April
	FCP Manager

	Children will remain income eligible for initial enrollment and the immediately succeeding year.
	March - March
	Family Advocates
	Applications
	March - March
	FCP Manager


	1305 Eligibility, Recruitment, Selection, Enrollment, and Attendance -                1305.8 Attendance


	Implementation
	ongoing Monitoring

	Action Steps

(Procedures References)
	Timeframe
	Persons Responsible
	Observe, Interview, Review Records
	Timelines
	Persons Responsible

	The agency will track attendance daily. When attendance falls below 85%, an analysis of reasons will occur and a plan of action developed, as needed.
	September – May
	Teachers, Secretarial Staff, & ExD
	Attendance Sheets
Plans of Action
	September – May
	Executive Director

	If reasons for absences are communicated, no action will be taken. Absences that are not communicated will result in family contact by staff. 
	September – May
	Family Advocates & Transportation Staff
	Attendance Sheets

Telephone Logs

Running Notes

Plans of Action
	September – May
	FCP Manager

	If 3 consecutive absences occur or chronic absenteeism persists, action planning will occur with the family. When it does not seem feasible to continue the child in the program, the child’s slot is considered an enrollment vacancy.
	September – May
	Family Advocates
	Attendance Sheets

Running Notes

Plans of Action
Child Status Form

Class Lists

Head Start Menu
	September – May
	FCP Manager
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