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Section Subject Procedure

Glossary

General Head Start Time Line

Head Start Philosopy

Head Start Vision

Administration Center for Young Learners  

Organizational Chart

Who to Contact at Region 14

Corrective Action Flow Chart

Employee Notebook

Job Descriptions

Allowability of Costs FIN-05

Reasonableness of Costs FIN-10

Allocations FIN-20

Monitoring Procedures FIN-25

Transfer and Disbursement of Funds FIN-30

Allocability of Costs FIN-35

Budget Procedures FIN-40

School Reimbursement Procedure FIN-45

Valuation of In-Kind FIN-50

Valuation of Donated Land, Building, 

or Space FIN-55

Code of Standards for Contracts FIN-60

Forms All necessary forms

Resources Additional information

1304.20 Child Health & Development Operational Plan

Health Care Tracking 1304.20(a)

Screening any Developmental, 

Sensory, & Behavioral Concerns 1304.20(b)

Health-Extended Follow-up & On-

going Treatmenat 1304.20(c)(1)(2)(4)

Dental Follow-up & Treatment 

Procedures 1304.20(c)(3) & 1304.30(c)(3)-ehs

Use of Head Start Funds for Medical & 

Dental Expenses 1304.20(c)(5)

On-going Care 1304.20(d)

Parent Involvement 1304.20(e)

1304.21 Education & Early Childhood 

Development Operational Plan

Child Development & Education 

Approach for All Children 1304.21(a)(1)
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Parent Participation in Classrooms 1304.21(a)(2)

Social Emotional Development 1304.21(a)(3)

Cognitive & Language Skills 1304.21(a)(4)

Physical Development 1304.21(a)(5)

Physical Development-Home Based 1304.21(a)(6)

Infant & Toddler Trust/Secure 

Relations 1304.21(b)(1)-ehs

Infant & Toddler Social-Emotional 

Development 1304.21(b)(2)-ehs

Infant & Toddler Physical Skills 1304.21(b)(3)-ehs

Child Development & Education 

Preschoolers 1304.21(c)

1304.22 Child Health & Safety Operational Plan

Health Emergency 1304.22(a)

Reporting Abuse 1304.22(a)(5)

Short Term Exclusion & Admittance 1304.22(b)

Medication Administration 1304.22(c)

Injury Prevention 1304.22(d)

Hygiene Procedures 1304.22(e) & 1304.22(e)-ehs

First Aid Kit 1303.22(f)

1304.23 Child Nutrition Operational Plan

Nutritional Needs 1304.23(a) & 1304.23(a)-ehs

Nutritional Program 1304.23(b) & 1304.23(b)-ehs

Nutritional Meal Services 1304.23(c) & 1304.23(c)-ehs

Food Safety & Sanitation 1304.23(e)-ehs

1304.24 Mental Health Operational Plan

Child Mental Health Services 1304.24(a)(1)

Frequency of Mental Health Service 1304.24(a)(2)

Child Mental Health Practices 1304.24(a)(3)

1304.40 Family Partnership Operational Plan

Family Partnership Agreement 

Procedures 1304.40

Family Goal Setting 1304.40(a) & 1304.40(a)-ehs

Accessing Community Services & 

Resource Assistance 1304.40(b)

Request for GED 1304.40(b)(1)(ii)

Parent Involvement-General & Parent 

Volunteers 1304.40(d)

Parent Involvement in Child 

Development & Education 1304.40(e)

Parenet Involvement Home Based 1304.40(e)-home based
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Parent Involvement in Health, 

Nutrition, & Mental Health Education 1304.40(f)

Parent Involvement in Community 

Advocacy 1034.40(g)

Parent Involvement in Home Visits 1304.40(i)

1304.41 Community Partnerships Operational Plan

Community Partnerships & Advisory 

Committees 1304.41(a)(b)

Transition Services 1304.41(c)(1) & 1304.41(c)(1)-ehs

Transition Outreach

1304.41(c)(1)(ii) & 1304.41(c)(1)(ii)-

ehs

Initiating Transition Meetings

1304.41(c)(1)(iii) & 1304.41(c)(1)(iii)-

ehs

Initiating Joint Transition Training

1304.41(c)(1)(iv) & 1304.41(c)(1)(iv)-

ehs

1304.50 Program Design & 

Management Operational Plan

Policy Councils Role in Program 

Planning 1304.50(b)

Policy Group Composition & 

Formation 1304.50(b)(1)

Policy Council By-Laws - shared 

decision making 1304.50(d)(1)

Policy Council-program planning 1304.50(d)(1)(iii)

Annual Self Assessment 1304.50(d)(1)(viii)

Grievance Policy and Procedure 1304.50(d)(2)(v)

Parent Committees 1304.50(g)

Roles/Responsibilities of Governing 

Body Members 1304.50(g)(1)

Policy Council By-Laws - internal 

disputes 1304.50(h)

1304.51 Management Systems & 

Procedures Operational Plan

Program Planning - Community 

Assessment 1304.51(a)(1)(i)

Long Range & Short Term Program 

Goals 1304.51(a)(1)(ii)

Development of Written Plans 1304.51(a)(1)(iii)

Record Keeping Systems 1304.51(g)

Reporting Systems 1304.51(h)(1)

Generate Official Reports 1304.51(h)(1)(2)

Ongoing Monitoring of Head Start 

Operations 1304.51(i)(1)(2)
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1304.52 Human Resources & 

Management Operational Plan

Penalties for Violating Standards of 

Conduct 1304.52(h)(1)(3)

Confidentiality Policy 1304.52(h)(1)(ii)

Positive Methods of Child Guidance 1304.52(h)(1)(iv)

Staff Training & Development 1304.52(k)(2)

1304.53 Facilities, Materials, 

Equipment Operational Plan

Maintaining Supplies & Equipment 1304.53(a)(7)

1305 ERSEA Definitions

Operational Plan - Determining 

Community Strengths & Needs

Determining Community Strengths & 

Needs 1305.3

Recruitment Plan 1305.3(f)(g)

Operational Plan - Age of Children & 

Family Income Eligibility

Operational Plan - Recruitment of 

children

Operational Plan - Selection Process

Operational Plan - Enrollment & Re-

Enrollment

Head Start Selection, Enrollment, & 

Eligibility 1305 & 1305-ehs

Operational Plan - Attendance

Attendance 1305.8

Operational Plan - Policy on Fees

Policy of Fees 1305.9

Operational Plan - Compliance

1306 Requiremnets & Options

 Operational Plan - Head Start Program 

Staffing Requirements

Head Start Program Staffing 1306.20(b)

Operational Plan - Center Based 

Program Option

Operational Plan - Center Based 

Program Option

Refers to procedures throughout the 

book

Home Based Requirements 1306.33(e)
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1308 Disabilites

Operational Plan - Subchapter A - 

Services for Children w/Disabilities

Recruitment & Enrollment of Children 

w/Disabilities 1308.5(d)

Referrals to the LEA by 3rd birthday 1308.40(f)(2)

Timely Screening 1308.40(f)(1) & 1308.40(f)(1)-ehs

Children w/Disabilities Documentation 

Process 1308

Operational Plan - Subchapter B - 

Disabilities Services Plan

Operational Plan - Subchapter D - 

Health Services Performance Standards

Operational Plan - Eligibility Criteria - 

Health Impairment

Operational Plan - Eligibility Criteria - 

Emotional/Behavioral Disorders

Operational Plan - Eligibility Criteria - 

Speech or Language Impairments

Operational Plan - Eligibility Criteria - 

Mental Retardation 

Operational Plan - Eligibility Criteria - 

Hearing Impairment including 

Deafness

Operational Plan - Eligibility Criteria - 

Visual Impairment including Blindness

Operational Plan - Eligibility Criteria - 

Learning Disabilities

Operational Plan - Eligibility Criteria - 

Autism

Operational Plan - Eligibility Criteria - 

Traumatic Brain Injury

Operational Plan - Eligibility Criteria - 

Other Impairments

Operational Plan - Developing 

Individualized Education Programs

Operational Plan - Nutrition

1310 Transportation Operational Plan



TIME LINE – What’s Happening & When?? 

 
AUGUST 
**** See Below 

New Employee Forms & Others 

    Employee Forms (Standards of 

    Conduct, etc… See New 

    Employee Section Behind 

    Forms) 

TB Test for Aides and Teachers 

Application Complete for Non- 

    Medicaid Children or Refusal 

    Signed by Parent 

ADA Checklist-(Complete  

    During Work Days Before  

    School) 

SEPTEMBER 
*,**,***,**** See Below 

Parent Orientation and Safety      

Training Meeting 

Pedestrian Safety Lessons Within the 

1st 30 Days 

Nutrition Summaries Returned to  

    ESC by Sept. 15 

All Applications Completed 

Request for Training to ESC 

Classroom Schedules to ESC 

    Education Consultants 

1st DECA, ASQ:SE/DECA IT  
    (Coincide with Data Entry Day) 

Data Entry Day for CC .net 

Family Literacy and Jobs 

    Training Tracking Form (Send 

    Copy to ESC) 

Reflective Checklist (H.S.) 

Head Start Guys Form to ESC 

OCTOBER 
*, **, ***, **** See Below 

Parent Meeting 

Brigance (45 days)-Early Oct. 

Initial Home Visit (45 Day) 

    Early Oct.-Cannot be Combined  

    With First Parent/Teacher at  

     School Conference—Suggestion-   

     Do Initial Home Visits EARLY! 

Heights, Weights, Vision 

    Hearing (45 day)- Early Oct. 

Family Partnership 

Language Facilitator’s Training 

Complete the First Parent  
    Conference Now or During the 

    First Few Weeks of November  
    (Use Head Start Form & CC  

    .net Child Progress & Planning 

     Report) 

NOVEMBER 
*, **, ***, **** See Below 

Parent Meeting 

90 Day Deadline Medical/Dental 

    Examination  

1
st
 Parent Conference (If Not  

    Completed in October) 

Family Partnership Follow-Up 

DECEMBER 
*, **, ***, **** See Below 

Parent Meeting 

Family Partnership Follow-Up 

 

 

JANUARY 
*, **, ***, **** See Below 

Parent Meeting 

Family Partnership Follow-Up 

    2
nd

 Signature 

2
nd

 DECA/DECA IT Week (One  

   Week-May Coincide with Data 

    Entry Day) 

2
nd

 Heights & Weights Complete 

Family Literacy and Jobs  

    Training Tracking Form (Send 

    Copy to ESC) 

Reflective Checklist (H.S.) 

FEBRUARY 
*,**,***,**** See Below 

Recruitment Emphasis  

Parent Meeting 

Family Partnership Follow-Up 

2
nd

 Home Visit-Use Head Start  

    Home Visit Form CC .net      
    Child Progress & Planning  

    Form 

Self-Assessment 

MARCH 
*,**,***,**** See Below 

Recruitment Emphasis 

Registrations for Next Year 

Parent Meeting 

Family Partnership Follow-up 

Recruitment activities begin –  

   Community Flyers 

APRIL 
*,**,***,**** See Below 

Recruitment Emphasis 

Registrations for Next Year 

Parent Meeting 

Family Partnership Follow-up 

3
rd

 Heights & Weights Complete 

 

MAY 
*.**,***,**** See Below 

Selection of Children @ Each Site 

Parent Meeting 

Family Partnership Follow-Up 

End of School Checklist 

Final at School Parent/Teacher  

    Visit and Transition 

    Visit-Use Head Start   

     Forms-(Share CC.net) 

    (Transition Records to Parents) 

Family Literacy and Jobs 

    Training Tracking Form (Send 

    Copy to ESC) 

PARENT MEETINGS 

SCHEDULED: 
Sept: Orientation & Safety 

 

Other Trainings TBA: 

Crisis Management 

Nutrition 

Health 

Child Development 

Behavior Management 

Parent Building Blocks 

STAFF DEVELOPMENT 

TRAINING TO BE 

ANNOUNCED 

 

FSW Meetings:  

To Be Announced 

 

Solutions Days!- 

Distance Learning To Be 

Announced 
 

*To be MAILED TO THE ESC Monthly:  10th of the Month Tracking Form; In-Kind Form, Menus (Breakfast, Lunch, Snack); 

Parent Request for Family Services Tracking Form; Parent Meeting Forms (Agenda, Minutes, Sign-in Sheet); Language Facilitator 

Time Sheet; Disability Tracking; Home Visit Log 
** Forms to be Completed Monthly: Fanny Pack and First Aid Kit Inventory; Smoke Alarm & Fire Extinguisher 

***Forms to be Completed Weekly: Lesson Plans; Anecdotal & Portfolio Entries for Each Child; PROMIS Weekly Attendance & 

Meal Tracking (fax to ESC on Monday for the Previous Week) 
****Forms to be Completed Daily: Daily Health Check; Environmental Checklist (Indoor & Outdoor); Sign In/Out Form 

OTHER FORMS COMPLETED AS EVENTS TAKE PLACE INCLUDE: Recruitment Activities; Fire & Tornado Drills, School 

Bus Evacuations and Pedestrian Safety Form      06/2009 



 

 

 

 

 

 

Region 14 Education Service Center Head Start recognizes that children are not 
meant to be quiet learners, stay clean at all times, spend lengthy periods of time 
standing in lines, or stay seated with their hands in their laps.  Children learn and 
develop language and communication abilities through active play during 
interaction with peers and their environments.  Children develop at their own 
rates, and Region XIV ESC Head Start programs provide children with learning 
center environments that promote cognitive and motor development, based on 
the children’s interests and ability levels.  We recognize that children need     
multi‐sensory opportunities to explore their environments and want children to 
develop to their potentials. 



  
 

 
 
 
 
 

REGION 14 Education Service Center Head Start values: 
 

 assistance to families in accessing all necessary resources for 
providing safe, healthy, positive parenting experiences for their 
children in the homes. 

 establishment of successful home-based and center-based (school 
district) Early Head Start and Head Start programs, strengthening 
social-emotional, cognitive, physical, language and communication 
development in birth to five-year olds. 

 commitment to partnering with school districts in providing quality 
services to our children and families, completely satisfying Head Start 
Performance Standards.   

 demonstration of continuous improvement in program quality, 
efficiency, and excellence throughout the Region 14 service area.  

 
REGION 14 Education Service Center Head Start is committed to 
expanding the number of Head Start children and families served, as 
needs are identified in the Community Assessment. Expansion 
opportunities would include more classrooms added to our currently-
served programs, addition of Early Head Starts, or addition of school 
districts serving Head Start children and families. 

 
 
 

 
 
 


	Glossary.pdf
	TIME LINE.pdf
	Head Start Philosophy 2008.pdf
	Head Start Vision 2008.pdf

