City of Albuquerque
Division of Child and Family Development
Early Head Start
Policy Council

September 18, 2019

Establish Quorum
Approval of Minutes
Governing Board Report
Director Report
a. Enroliment
b. Attendance and Meal Counts
¢. Budget (Financial Statements)
d. School Readiness
5. New Business
a. Election of Officers {Vice Chair and Secretary)
b. ERSEA Policies — Approval required

rall ol o

Chair

Approval Disapproval Other Action
Vice Chair

Approval Disapproval Other Action
Secretary

Approval Disapproval Other Action

¢. Monitoring Review Report
6. Adjournment
Next Meeting Date: October 16, 2019



City of Albuquerque
Department of Family and Community Services
Division of Child and Family Development
Early Head Start
POLICY COUNCIL
Wednesday, June 19, 2019

Establish Quorum: Stephanie Pickup, Sheena King, Victoria Padilla, Martha Lara-Delgado,
Maggie Gonzales, Kristi Sanchez, Penny Chavez, John & Shelly Rank, Tommy Folmar,
Ugochukwu Uzokwelu, Karen Lucero, and COA staff — Shana Runck/Division Manager,
Devona Duran/EHS Program Manager and Robi Ruiz/EHS Education Specialist. Meeting
called to order at 6:35 pm.

Approval of Minutes: Minutes from last Policy Council meeting on 05/15/19 were
reviewed.
s Motion to approve May 15, 2019 minutes by Sheena King (1*') & Martha Lara-
Delgado (2™}, unanimous consent; Motion approved.

Governing Board Report: Nicole Taylor was not present to provide updates:
a) Updates - None

Director Reports:
Component Reports:

1. Enrollment. Total funded enrollment of 128 slots, 104 for center based and 24 for
home based. Total reportable enrollment at 128; center 104 and home based 24.
Enrollment Vacancies — there are no vacancies at this time. Vacancies are not
reported to the Office of Head Start until the enrollment slot has been vacated over
30 days; Head Start Program Performance Standard (HSPPS) Enrollment 1302.15.

2. Enroliment Monthly Summary. New Enrollment-families (9), children (9), pregnant
moms (0}, number of children born (2); total new enroliment (11}). Total leaving
program (9) - graduating children (3), pregnant moms giving birth (2), children
leaving (4), pregnant moms leaving {0}). Children up to date on Immunizations (120),
children up to date as possible on immunizations (2), children not up to date (6).
New item - Eligibility Category — income eligible (79), TANF/SSI (9), Foster Child (8),
Homeless (2) — total (98) children. Over income (27), Over 130% (3), Children
w/IFSPs {31).

3. Attendance - Head Start Program Performance Standard (HSPPS} Attendance
1302.16 (b) indicates 85% attendance rate or better for center based program. This
is an ongaing challenge. Reporting period is 7/01/18-5/31/19, most common
excuses health reasons, parent choice, and unknown.

City operated Early Head Start centers classroom attendance rates:
La Mesa 65.22%,
MacArthur 71.56%,
Plaza Feliz 78.03%
School on wheels 74.69%
Singing Arrow 85.62%
Trumbull 79.75%
Western Trails 60.00%

EREAEEEB



10.

11.

12,

Overall center based program attendance totals — 73.57%,; total number of
children absent - 89.
Meal Counts - Reporting period of 07/01/18-5/31/19. Total number of meals for
(0-3 years in age), total children served (1534}, Breakfast (1509), Am snack (1},
Lunch (1502), PM snack (1343), Supper (0).
Budget - Financial statements provided to policy council membership:
a) Federal Grant — year to date (YTD) expenditures $1,129,183
b) Training/Technical Assistance {T/TA) - year to date expenditures $10,902
c) City Match — year to date expenditures $166,061
*overview provided on operating expenditures & column/underspent percentages *
P-Card Expenditures - Working with Fiscal Department to ensure expenditures are
captured accurately to avoid discrepancies. Reporting period from September 2018
- May 2019,
School Readiness — Robi Ruiz/Education Specialist presented:
a) Center Based - no update
b} Home Based - no update
c) TS gold and PROMIS - no update
Staffing Update
a) Teaching Assistant C26 & Teacher M12 - 2 candidates recommended for
hire.
b) Family & Community Engagement Specialist vacancy - 1 candidate
recommended for hire.
c) Temp vacancies — 7 candidates recommended for hire.
Social Emotional Leadership — Early Head Start team (management, home visitors,
and teaching staff) attended Office of Head Start Pyramid Model Training on May
27-29, 2019 in Dallas, Texas. Information was shared with EHS staff during the
professional development training scheduled on June 14, 2019.
Head Start Federal Monitoring Notice - Focus Area One {FA1) — Office of Head Start
Monitoring Report received on May 13, 2019, The program is taking steps to
address the noted Areas of Concern by developing a communication plan to
exclusively inform and ensure participation of the governing body and policy council
in developing goals and improving program services. A training plan, including the
purchase of IPads for classrooms and for home visitors and onsite training on the
education assessment tool (Teaching Strategies Gold) will be scheduled in July for
management and teaching staff. The program is also in the discussion phase of
switching from the current database management system of PROMIS to ChildPlus.
The madifications to the current infrastructure will ensure accurate child-level
assessment and program data for well-informed program improvements in all
content areas.
Unfinished Business
a} Selected City EHS sites and hours of operations for Extended Care: Western
Trail and Trumbull with hours of operation from 7:30 am - 5:30 pm. Other
sites will be considered as the program continues with hiring of temps.
b) 2019 Division of Child & Family Development — Family Handbook for Early
Head Start.
New Business
a) Officer nominations and membership voting.




Vi.

Action ltems:
a) 2019 Division of Child & Family Development — Family Handbook for Early Head
Start
Motion to approve 2019 Division of Child & Family Development — Family Handbook
for Early Head Start as written; unanimous consent; Motion approved.

Adjournment - Meeting adjourned at 7:20 pm,

*Next Policy Council Meeting: August 2019 — Meet & Greet @ 5:30 pm at Trumbull
Center*




City of Albugquerque Early Head Start Caseload/Enroliment Report 8/31/19

Total Funded Enroliment;
['otal Actual Enroliment:
en T}'ﬂ“l.’[?'l?‘.ﬂ ;;". lj[.]’:]lorsrchj fﬂ.‘}j\qﬁ .f:v!:: ]

Enrollment

Reportable Enrollment { actual + withdrawn/dropped ):

Program Snapshot

Funded Enroliment:
Enroliment:

Home Based Detail

Caseload 12 slots er home isutor
|Caseload |
"fuumm |HE :wnml .d_}ﬂmll

| EERdi __']|'

—

_ Pregnant

{Due date

| Left in Last |
30 Days

1 12/29/2019 12

1 10/17/2019 12

24 22 2 24

Center Detail
i

8 7 1 8 1 0
16 15 1 16 1 0
16 13 2 15 3 1
16 14 2 16 2 0
24 21 2 23 1 1
16 15 1 16 1 4]
8 7 1 8 1 0
104 92 10 102 0 2

T

|Total __meﬁ




9/5/2019
10:20 AM

City Of Albuquerque EHS

2301 - Average Daily Attendance

Program Term: EHS 2019 - 2020, Program Option: Standard Full Day, Attendance Date: 8/1/2019 - 8/31/2019

City Of Albuquerque EHS

Pagelof1l
E25745

Attendance Records

Funded Enrollment

Actual Enroliment

Operating
Presenli AbsentE{ Neither{ Days ADA | Count |% Attendance Countzf% Altendance’
Douglas MacArthur 204/ 93 4] 20.00 (avg), 10.20 16,  63.75% 1485 68.69%
La Mesa 112 42 Q 20.00 (avg) 5.60 8 70.00% 7.70 72.73%
Plaza Feliz 197 54 1 20.00 {a'.rg] 9.85 16 61.56% 12.55 78.49%
School On Wheels 201 82 Q 20.00 {avg) 10.05 16 62.81% 14.15 71.02%
Singing Arrow 109 44 4] 20.00 (avg) 5.45 8 68.13% 7.65 71.24%
Trumbull 312 82 4] 20.00 (avg) 15.60 24 65.00% 19.70 79.19%
Western Trail 250 70 0 2000 {avg)  12.50 16,  78.13% 16,00, 78.13%
City Of Albuquerque EHS 1,385 467 1 20.00 {avg) 69.25 104 66.59% 92.60 74.78%
Report Totals 1,385 467 1 20.00 {avg) 69.25 104 66.59% 92.60 74.78%

~N OBk W N =

. ADA for each clasroom is the sum of statuses selected to count as 'Present’ on the setup screen divided by the Operaling Days for that classroom.
. Actual Enroliment Count for each classroom is the sum of the Present and Absent columns divided by the Operating Days
. Percent Attendance is the Present count divided by the sum of Present and Absent Count
. Site totals for ADA, Funded Enroliment Count, and Actual Enroliment count are the sum of that count for each of the site's classrooms.
. Statuses counted as Present. Present(P), Present Offsite(PO), Tardy(T), Left Early(LE). Tardy and Left Early(TLE)

. Statuses counted as Absent: Absent(A), Excused(E), Unexcused(U}

. Statuses counted as Neither: No Class (-), Not Scheduled (N}

1 ChildPlus
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9/5/2019

10:34 AM City Of Albuguerque EHS Page 10f1

- £25745
4140 - Home Visits
Program Term: EHS 2019 - 2020, Program Option: Home-Based

Randolph

Sched Actual _ :
Date Date Description Status Case Worker Time

= Schaffer

08/28/14 Home-based Home Visit Associated with: Family

08/28/19 Past Due  Home Visit 1 Martinez, Debhie 1h 30m
Total: 1

1 h 30m

Summary: Randolph
Total Families: 1 Total Actions: 1 1 h 3Gm
Summary: City Of Albuquerque EHS

Total Families: 1 Total Actions: 1 1h 30m

&) ChildPlus



b City Of Albuquerque EHS ';‘;: P“:s
E25745 2371 - CACFP Relmbursement Summary
Program Term: EHS 201¢ - 2020, Program Option: Standard Full Day
Atteridance Date: 8/1/2019 - 8/31/2019
City Of Albuquerque EHS
Operating CACFP CACFP CACFP
Days Free Reduced Paid Breakfast AM Snack Lunch PM Snack Supper

EHS 2019 - 2020

Douglas MacArthur
Infant 20 7 o 0 56 4] 56 44 0
Toddler 20 8 [} 0 124 0 124 115 0
Douglas MacArthur 40 i5 o) 0 180 4] 180 159 0

La Measa
Toddler 20 8 0 [+ 111 o 1M1 107 ]
La Mesa 20 8 0 0 111 ¢ 111 107 4]

Plaza Feliz
Toddler 20 7 0 0 56 0 57 33 0
Twos 20 9 0 o 137 0 139 105 4]
Plaza Faliz 40 18 0 0 193 0 196 138 0

School On Wheels
Infant 20 7 0 0 52 0 54 35 4]
Toddler 20 8 0 0 108 0 108 73 0
School On Wheels 40 15 0 1] 160 0 162 108 o

Singing Arrow
Twos 20 8 0 0 109 0 108 108 1]
Singing Arrow 20 8 0 0 109 108 108 o

Trumbull
Infant 20 6 0 D 1 0 1 [+ [}
Toddler 20 10 0 0 119 0 119 99 o]
Twos 20 9 0 0 134 0 128 96 o
Trumbull 60 23 1} 0 254 0 248 195 o]

Western Trail
Infant 20 8 0 0 61 0 60 58 0
Toddler 20 8 0 0 138 0 138 134 0
Wastern Trail 40 18 a o] 199 0 188 192 0
City Of Albuquerque EHS 260 100 o o 1,206 0 1,203 1,007 0
Report Totals 260 100 o 0 1,206 0 1,203 1,007 0

Report Format Copyright © Management Information Technology USA, tnc.




FAMILY AND COMMUNITY SERVICES CEPARTMENT
EARLY HEADSTART PROGRAM - FY2010 FEDERAL (3183450}
GRANT EXPENDITURES

500101 REGULAR WAGES

ERIFTI

1109,027.00  70,043.87

70.043.87

1.030,583.13

500110 LONGEWVITY WAGES 2.270.26 2,270.26 (2,270.26) HDIVY
500115 VACATION 582361 5,823.61 (5.82361)  HOWIO!
500120 OTHER PAID ABSENCES 326315 3.263.15 (3,263.15) HDIVAY
500125 SICK AND EMERGENCY 3,771.07 3,771.07 (7107} EDIVIOY
500130 INJURY TIME - - - BOWOY

500201 TEMPORARY 62,620 00 - 62,620.00 0.00%
500301 OVERTIME. . 33.31 33.31 (33,310 BDIV/O!

50 TOTAL WAGES 1,171 847.00 85,205.27 - = - 0.00 - wm_.wmw..mw 1, 1.73 7.2T%

976, 920,57 320! 055,47 T50%

514800 FICA 97,005.00 £.257.64 6.267.64 20,737.36 6.46%

515600 OTHER EMPLOYEE BENEFITS 252,176.00  17.891.64 17,891.64 234,284.36 1.09%

515601 OEB UNEMPLOYEEMENT/BUS 2.821.00 233.04 23304 2,587.96 B.26%

515602 OEB BASIC LIFE 22.569.00 905.44 905.44 21,663.56 4.01%
515700 F/B-RETIREE MEALTH CARE - - OV
519999 FRINGE RECOVERY -PC . 1,671.35 1,671.36 (1,871.36)  #DIVI0!

51 TOTAL FRINGE 600,547.00  43,880.69 - 0.00 43,389.69 556,657.31 7%

521000 OTHER SERVICES 8,000.00 - B.000.00 0.00%
521010 PRINTING & DUPLICATING - - #DvI0!
521500 UTILITIES - H#DIVID|
521540 US WEST SUMMARY LINE COSTS . . #D1viol

522000 SUPPLIES 37.368.00 487,80 457 .80 36.680.20 1.31%
522032 SUPPLIES FOOD 192.40 192.40 [192.40} #DIVI0!

522054 SUPPLIES PARENT SERVICES 5,000.00 1,987.73 1,987.72 2301227 7.95%
0522060 POSTAGE . 164.06 164.06 (164.06) RDIVRD!
0523000 TRAINING - GENERAL 1,110.00 119000 (L0000 DA
0522510 TRAVEL (LOCAL/IN STATE) 0.55 0.55 10.55} wOIVIGL
0523000 TRAINING . - HDIVITH
0523400 DUES/MEMBERSHIPS - #DIT
0523800 REFPAIRS/MAINT - < - #0IveD!

0527500 CONTRACTUAL SERVICES 33,000,00 55.00 5500 32,945,030 0.1T%
0527550 SVCS- RENTALS AND LEASES . - . #OVI

52 TOTAL OPERATING EXPENDITURES 103,363.00 3,H7.54 - - - = - 3,997.54 99,370.48 3.87T%
531000 BUILDING AND OTHER STRUCTURES - g - #ONVE
533000 MACHEQUIP OTHER THAN AUTO #ONV
533500 MACH/EQUIP OTHER THAN AUTO - _ #DIVIE

53 TOTAL CAPITAL OUTLAY - - - - 0.00 S ___#DivinE_
0594031 VEHICLE MNTC-MAINTENANCE - . BDIVIOL

0584041 VEHICLE MNTCFUELS - e . #DIVIEE
50 TOTAL INTERNAL SERVICE CHARGES . - ~ - - 0.00 SOIVIOr

583110 INDIRECT COSTS e - = #DIVIO!
59 INTERFUND TRANSACTIONS Total . - - . S - - #OIvio!

GRAND TOTAL 1,875,562.00  133.092.50 - 133,092.50 1,742,469.50 T.10%

Current % 7.40%

1,875,562.00 Should Be 3%

44,506.00 Under spant 1%

Possible reversion §  23,204.33



FAMILY AND COMMUNITY SERVICES DEPARTMENT
EARLY HEADSTART PROGRAM - FY2020 FEDERAL T & TA { 3163451
GRANT EXPENDITURES

5.000.00 0.00%

521010 PRINTING & DUPLICATING 5.000.00 -
521540 US WEST SUMMARY LINE COSTS - - & #OIVAI
522000 SUPPLIES 118.94 118,94 1894y  #DIVAOI
§22032 SUPPLIES FOOD - - #OIVO!
523800 REPAIRS/MAINT - HOIVAOI
522084 SUPPLIES PARENT SERVICES 380,00 360.00 (360.00)  HDIVADI
0522060 POSTAGE . #DIVIO!

0522500 TRAVEL-EXPENSE 10,000.00 10,000.00 0.00%
0522510 TRAVEL (LOCAL/IN STATE) - HOIVIO!

0523000 TRAINING 4,906.00 4,908.00 0.00%
0523400 DUES/MEMBERSHIPS - #OIVAI
0523800 REPAIRS/MAINT - #OIVAI

0527500 CONTRACTUAL SERVICES 25,000.00 25,000.00 0.00%
0583110 IDOH OUT - FUND 119 - - #DIVIO!

52 TOTAL OPERAYING EXPENDITURES  44,906.00 478,84 A478.54 44, 427.06 1.07%

GRAND TOTAL 44,906.00 478.84 478,94 44,427.06 1.07%

Current % 1.1%

Shoukd Be 8%

Undar spent e

Possible mversion §  1,263.23



500101 REGULAR WAGES
500110 LONGEVITY WAGES

FAMILY AND COMMUNITY SERVICES DEPARTMENT
EARLY HEADSTART PROGRAM - FY2020 FEDERAL ( 3163452)
MATCH EXPENDITURES

1345808  188,500.92
462.46 (462.46)

500115 VACATION 400.46 400.46 (400.46) HOWiI
500120 OTHER PAID ABSENCES 152.47 752.47 (752.47)  #DIVI!
500125 SICK AND EMERGENCY 572.05 57205 (572.05) HDIVIO!
500130 INJURY TIME - s, = HONWQ!
500201 TEMPORARY . - HOIVIO!
500301 OVERTIME gl LR i - - #OIV/D)
50 TOTAL WAGES 201,969.00 _ 15,655.52 0.00 15,655.52 186,313.48 1.75%
514400 PERA 40,355.00 3,163.81 2.183.81 3719119 7.84%
514800 FICA 1545000 114107 1,141.07 14,308.93 7.39%
515600 OTHER EMPLOYEE BENEFITS 40,769.00 2.787.43 278743 A7.98187 B.B4%
515601 OEB UNEMPLOYEEMENT/BUS 575,00 42.34 42,34 532,66 7.36%
515602 OER BASIC LIFE 157.39 157.39 (157.39) #OIVD!
515700 F/B-RETIREE HEALTH CARE 4,039.00 313.21 313.21 372578 7.75%
31 TOTAL FRINGE ___104,183.00  7,605.25 0.00 7,605.25 93 582.75 7.52%
521000 OTHER SERVICES 58.6M.00 58,834.00
521540 US WEST SUMMARY LINE COSTS - OV
521510 - UTILITIES ELECTRIC - o HDVIO
522000 SUPPLIES 968,326.00 199333 1,993.33 96,332.67 2.03%
522032 SUPPLIES FOOD 268.45 268.45 {268.45)  #DIV/O!
S22054 SUPPLIES PARENT SERVICES - - HOIV/O!
0522080 POSTAGE 4872 4872 48.72) #DIVO!
0522510 TRAVEL (LOCAL/IN STATE) {522500) 5,000.00 - 5.000.00 0.00%
0523000 TRAINING - - - #OIVI
0523400 DUES/MEMBERSHIPS 132.00 132.00 (132.00)  #OIVIO!
0523800 REPAIRSIMAINT - - - HOIVIOI
0527500 CONTRACTUAL SERVICES 15,000.00 = 15,000.00 0.00%
52 TOTAL OPERATING EXPENDITURES  176.9€0.00  2442.50 0.00 2,442.50 174,517.50 1.28%
531000 BUILDING AND OTHER STRUCTURES - - - #DIV/IO!
533000 MACHEQUIP OTHER THAN AUTO B - - H#OIVIO!
533500 MACHEOQUIP OTHER THAN AUTO - - - HOIVIO
53 TOTAL CAPITAL OUTLAY - - - #DIVIO!
0594031 VEHICLE MNTC-MAINTENANCE - - #OIVIO!
0594032 VEHICLE QUTSIDE MAINT - - #DIVIO!
0594041 VEHICLE MNTC-FUELS o e - - #DIVIDY
50 TOTAL INTERNAL SERVICE CHARGES B . 0.00 - - #DIVI0|
593110 INDIRECT COSTS B - - #DIV/D___
59 INTERFUND TRANSACTIONS Total - - 0.00 - aicou- #ONVI0l
GRAND TOTAL 480,197.00  25,703.27 . 2570327 454,413.73 5.35%
. Rent
Volunleers Current % 5.35%
pannl services Shoukl Ba 2.33%
- Other Undar spent 2.98%
480,117.00 Passible reversion 14,306.48
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City of Albuquerque Early Head Start

Annual ERSEA Program Meeting
July 25,2019

12:00-2:00pm
Divisi f Child & Family Devel !
1820 Randolph Rd SE

Albuguergue, NM 87106
Phone: 505/767-6500

Agenda

¢ Welcome
¢ Introductions

* Overview
o Eligibility, Recruitment, Selection, Enrollment, Attendance (ERSEA) -
Head Start Program Performance Standard (HSPPS) 1302 Subpart A
o Requirements related to child & family eligibility
o Program requirements for recruitment, selection, and enrollment of
eligible families

¢ Discussion
o 2018 COA EHS ERSEA Policy - Approved
o COA EHS Selection Criteria - Approved

* Recommendations for 2019-2020 Program Year
o COA EHS ERSEA Policy - to be revised
o COA EHS Selection - to be revised

e Next Steps
o COA EHS Policy Council Approval - Emergency Meeting TBD
o COA Governing Board Approval - City Council
o Parent & Staff Training

¢ Closing

COA ERSEA Committee Members: Center Based representative, Home Based representative,
Policy Council members, EHS Advisory Governance Committee members, EHS management
team & FCS Leadership.




City of Albuquerque / Early Head Start
Program Operations

Policy Number: Effective Date: 08/02/2017 Page 1of8

Approval Poligy CouncifllAppfdval  Governing Board »l\pprtya.l71
Date: ﬁ_‘t/@oﬁ- td: __{] l Date: 2/7 # 7 {
Reviewed: 07/24/2017 ?jrised: 07/27/2017

45 CFR Chapter Xili

Component: Program Operations
Subpart A — Eligibility, Recruitment, Selection, Enrollment, and Attendance
HSPPS 1302.10-1302.18

Subject: Eligibility, Recruitment, Selection, Enroliment, and Attendance
I. Service and Enrollment Area: (1302.11)

1. The City of Albuquerque {COA) Early Head Start (EHS) service area is Bernalillo County,
Albuguerque, New Mexico. The funded enrollment is 204 slots. A family must reside
within the service area to be considered eligible for enroliment.

2. Community Assessment will be reviewed and updated annually to ensure the program
meets community needs and builds on strengths and resources.

N.  Eligibility: (1302.12)

1. The COA EHS program serves families where the mother is either pregnant or there are
children between the ages 0-3. Families must compiete an Intake Application and
provide income data and proof of birth.

A pregnant woman or a child is eligible if:

e The family’s income is equal to or below the poverty line; or,

o The family is eligible for or, in the absence of child care, would be potentially
eligible for public assistance; including TANF child-only payments, or,

e The child is homeless, as defined in part 1305; or,

¢ The child is in foster care.

2. Verification of income and proof of birth will be secured and documented at the time of
the intake Application:



All COA EHS applications are accompanied by one or more of the following items of
verlfication for the relevant twelve (12) month period (Head Start Act 2007 Section 645):

¢ Individual Tax Form 1040

e W-2

® Pay Stubs

¢ Written Statements from Employers
e TANF Documentation

¢ Unemployment

» Foster Care Reimbursement

¢ 551 Documentation

¢ Documentation of No Income

3. The COA EHS is designed to serve low-income families, Only thirty-five (35} percent of
the children served may be in between a hundred (100) and a hundred thirty (130)
percent of the federal poverty level. If the family does not meet the income guidelines,

the program

may enroll a child who would benefit from services, provided that these

participants only make up to 10 percent of the program’s current enroliment.

4. Ifachild is determined eligible to participate in the COA EHS program, he or she will
remain eligible until the child reaches his/her third birthday.

5. COA EHS wili keep eligibility determination records for each participant for the current
year and three (3) preceding years; including ongoing records of the eligibility training
for staff. COA EHS may keep these records electronically.

a. Each eligibility determination record must include:

1

Copies of any documents or statements, including declarations that are
deemed necessary to verify eligibility.

A statement that program staff has made reasonable efforts to verify
information by:

¢ Conducting either an in-person, or a telephone interview with the
family.

» Describing efforts made to verify efigibility and collecting
documents required for third party verification that includes the
family’s written consent to contact each third party, the third
parties’ names, titles, and affiliations, and information from third
parties regarding the family’s eligibility.

6. COA EHS will take all necessary actions against staff who intentionally violate federal
and program eligibility determination regulations and who knowingly enroll pregnant



women and children that are not eligible to receive COA EHS services. Any action taken
will be in accordance to the City of Albuquerque Personnel Rules and Regulations.

il. Recruitment Process: {1302.13)
1. All COA EHS staff will be responsible for recruitment of eligible families.
2. Recruitment and enrollment efforts are on-going year round.

3. Recruitment efforts will actively inform all families within the service
area of the availability of COA EHS services by advertising via media, Public Service
Announcements, parents informing and recruiting other parents, updating information
on re-entries, (expectant moms) during home visits by both teaching staff and home
visitors, distributing flyers, posters, leaflets etc. through the service area, i.e.
Albuquerque Public Schools, City Recreation sites, social services agencies serving
families with chitdren, health clinics, community events, etc. All flyers will reflect the
language and ethnicity of the popuiation served by the COA EHS.

4. In addition to the methods listed above, active recruitment of children with
disabilities shall occur by partnering with Early Intervention agencies, health care
providers, and other organizations serving children with speciaf needs.

IV. Selection Process: (1302.14)

1. COA EHS families are placed on the waiting list according to need and program option
desired. The COA EHS ERSEA committee will annually establish selection criteria that
weigh the prioritization of selection of participants, based on community needs
identified in the community needs assessment as described in §1302.11(b}, and
including family income, whether the child is homeless, whether the child is in foster
care, the child’s age, whether the child is eligible for special education and related
services, or early intervention services, as appropriate, as determined under the
Individuals with Disabilities Education Act (IDEA) (20 U.S.C. 1400 et seq.) and, other
relevant family or child risk factors.

a. A minimum of ten (10) percent of funded enroliment slots will be filled by
children with a diagnosed disability. In addition to the methods listed above,
active recruitment of children with disabilities will occur through {but not limited
to): contact with agencies serving children with disabilities and arrangements
made where feasible for coordination and shared services if it is within the best
interest of the child.

b. The Disabilities Coordinator along with the Early Head Start Education Specialist
will determine placement of children with disabilities into COA EHS.



¢. The COA EHS will develop at the beginning of each enrollment year and maintain
during the year a waiting list that prioritizes children according to the program’s
selection criteria.

V. Enroliment and Re-enroliment: (1302.15)

1

COA EHS will maintain its funded enroliment level and fill any vacancy as socn as
possible and will fill any vacancy within thirty (30) days.

COA EHS serves homeless children or children in foster care, and will make efforts to
maintain the child’s enroliment regardless of whether the family or child moves to a
different service area, or transition the child to a program in a different service area, as
required in §1302.72(a), according to the family’s needs.

If COA EHS determines from the community assessment that there are families
experiencing homelessness in the area, or children in foster care that could benefit from
services, the program may reserve one or more enrollment slots for pregnant women
and children experiencing homelessness and children in foster care, when a vacancy
accurs. No more than three percent of a program’s funded enrollment slots may be
reserved. If the reserved enrollment slot is not filled within 30 days, the enrollment slot
becomes vacant and then must be filled within thirty (30} days.

COA EHS will comply with state immunization enroliment and attendance requirements,
with the exception of homeless children as described in §1302.16(c)(1).

Parent participation in the COA EHS activities is voluntary, including consent for data
sharing. Although parent participation is voluntary and is not required as a condition of
the child’s enrollment, it is strongly encouraged in promotion of schoo! readiness.

Intake Applications for COA EHS are taken on an on-going basis throughout the year and
are valid for twelve (12) months.

An Intake Application wili be completed for each child and staff will be trained on the
Intake Application process. Where indicated, translators will be available during the
time of intake. If a family is homebound, a home visit will be made to take the
application. Families will receive assistance to obtain the needed documentation
required for application and enrollment, as needed.

The intake Coordinator will review and ensure that all the information on the
application is accurate and comgplete. All applications are entered into the COA EHS
data management system by the Intake Coordinator. After a child is determined to be
eligible, the Intake Coordinator will sign the completed Eligibility Verification Form
indicating that they have examined the family income documentation and verify that
the child is eligible to participate in the program. All pertinent documentation is



attached to the Eligibllity Verification Form and submitted to the Early Head Start
Director for final approval.

9. Applications are forwarded to the Early Head Start Director for final review and
approval. The Early Head Start Director’s signature indicates that the application is
complete and that the child’s application has been approved for placement on the
waiting list.

10. All children are placed on a waiting list according to selection criteria. The Intake
Coordinator is responsible for ptacement of children according to established priorities
and selection criteria for home based and center based options.

11. The Intake Coordinator and the Early Head Start Director will have the final
responsibility for placement of approved children. All approved enrollments will be
entered into the COA EHS data management system by the Intake Coordinator and
maintained by the Data Manager.

12. Staff wishing to enroli their children and/or grandchildren in COA EHS must foliow the
established eligibility criteria for participation in the program. Due to potential conflict
of interest, children enrolled in the program who may be related to staff cannot receive
services from that staff member.

13. A child will be officially enrolled in the program only after the application has been
completed, the applicant has been determined eligible, and it is determined through the
eligibility process that they have the highest selection criteria to fill the vacant slot. An
applicant may be enrolled when a parent has been contacted and informed that Early
Head Start services are available to that child. An Initial Health Screening will be
scheduled within 45 days of enrollment for the home based option. If a child is entering
the center based option, the family has up to five (5) working days to begin in the center
and must have the child’s Initial Health Screening and current immunizations completed
prior to the child’s first day of attendance. On the fifth day after enroliment, if the
family/child has not shown up to begin services the teaching staff will contact the Intake
Coordinator and Education Specialist to follow up with the family. if the family still
wishes to participate, a plan will be developed to continue enrollment or if not, the child
will be dis-enrolled from the program.

VI. Attendance: (1302.16)

1. COA EHS will ensure children are safe when they do not arrive at school. if a child is
unexpectedly absent and a parent has not contacted the program within one hour of
program start time, the teaching staff will attempt to contact the parent to ensure the
child’s weli-being.



2. The COA EHS will promote attendance by:

a. Providing information about the benefits of regular attendance;

b. Supporting families to promote the child’s regular attendance;

c. Conducting a home visit or making other direct contact with a child’s parents if a
child has multiple unexplained absences (such as two consecutive unexplained
absences); and,

d. Usingindividual child attendance data on a monthly basis to identify children
with patterns of absence that put them at risk of missing ten {10) percent of
program days per year and developing appropriate strategies to improve
individual attendance among identified children, such as direct contact with
parents or intensive case management, as necessary.

3. Ifa child ceases to attend, the program will make appropriate efforts to reengage the
family to resume attendance as described above. In cases where chronic absenteeism
interferes with the child’s ability to benefit from the program, the family receives
written notice of intent to dis-enroll. The family then has two (2) weeks to respond. If
the child’s attendance does not resume, then the program will consider that slot vacant.
This action is not considered expulsion as described in §1302.17.

4. The COA EHS teaching staff will enter attendance and reasons for absences into the data
management system on a regular basis. An absence will be considered unexcused if the
parent does not provide a reason for the absence. The attendance data will be analyzed
on a monthly basis and if the monthly average daily attendance rate falls below 85
percent, the program will analyze the causes of absenteeism to identify any systematic
Issues that contribute to the program’s absentee rate. The program will use this data to
make necessary changes in a timely manner as part of ongoing oversight and correction
as described in §1302.102(b) and inform its continuous improvement efforts as
described in §1302.102(c).

5. When COA EHS determines a child is eligible under §1302.12(c}{1)(jii) (Homeless
Children), the chiid will be allowed to attend for up to 90 days or as long as allowed
under state licensing requirements, without immunization and other records, to give the
family reasonable time to present these documents. COA EHS staff will work with
families to get children immunized as soon as possible in order to comply with state
licensing requirements. If a child experiencing homelessness is unable to attend classes
regularly because the family does not have transportation to and from the program
facility, the COA EHS program will utilize community resources to address transportation
challenges.



VI Suspension and Expulsion: {1302.17)

1. The COA £HS will prohibit or severely limit the use of suspension due to a child’s
behavior. Such suspensions may only be temporary in nature.

2, Atemporary suspension may be used only as a last resort in extraordinary
circumstances where there is a serious safety threat that cannot be reduced or
eliminated by the provision of reasonable modifications.

3. Before COA EHS determines whether a temporary suspension is necessary, the program
will engage with a mental health consultant, collaborate with the parents, and utilize
appropriate community resources — such as behavlor coaches, psychologists, other
appropriate specialists, or other resources — as needed, to determine no other
reasonable option is appropriate.

4. If atemporary suspension is deemed necessary, COA EHS will help the child return to
full participation in all program activities as quickly as possible while ensuring child
safety by:

a. Continuing to engage with the parents and a mental health consuitant, and

continuing to utilize appropriate community resources;

Developing a written plan to document the action and supports needed;

Providing services that include home visits; and,

d. Determining whether a referral to a focal agency responsible for implementing
IDEA is appropriate,

0o

5. COA EHS cannot expel or dis-enroll a child from Early Head Start because of a child’s
behavior.

6. When a child exhibits persistent and serious challenging behaviors, COA EHS will explore
all possible steps and document all steps taken to address such issues, and facilitate the
child’s safe participation in the program. Such steps must include, at a minimum,
engaging a mental health consultant, considering the appropriateness of providing
appropriate services and supports under section 504 of the Rehabilitation Act to ensure
that the child who satisfies the definition of disability in 29 U.S.C. §705(9)(b) of the
Rehabilitation Act is not excluded from the program on the basis of disability, and
consulting with the parents and the child’'s teacher, and:

a. If the child has an individualized family service plan (IFSP), COA EHS will consult
with the agency responsible for the IFSP to ensure the child receives the needed
support services; or,

b. If the child does not have an IFSP, COA EHS will collaborate, with parental
consent, with the local agency responsible for implementing IDEA to determine
the child’s eligibility for services.

7. If, after COA EHS has explored all possible steps and documented all steps taken as
described above, COA EHS, in consultation with the parents, the child’s teacher, the



agency responsible for implementing IDEA (if applicable), and the mental health
consultant, determines that the child’s continued enrollment presents a continued
serious safety threat to the child or other enrolled children and determines COA EHS is
not the most appropriate placement for the child, COA EHS will work with such entities
to directly facilitate the transition of the child to a more appropriate placement.

Vill. Fees: {1302.18)

1. COA EHS will never charge eligible families a fee to participate in Head Start, including
special events such as field trips, and will not in any way condition an eligible child’s
enrollment or participation in the program upon the payment of a fee.

2. COA EHS can accept a fee from families of enrolled children for services that are in
addition to services funded by Early Head Start, such as child care before or after funded
Early Head Start hours. COA EHS will not condition an Early Head Start child’s
enroilment on the ability to pay a fee for additional hours.



Early Head Start Eligibility Selection Criteria

This section for staff use only

O Pregnant Mom
O Eligible Child
Name; Date of Birth:

1.

Parent(s) age:

O <16 years

0O 17-19 vears

Parent(s) Income (FPL = Federal Poverty Level):
O TANF

0O SsI

O 50% or below FPL

O 51% - 100% of FPL

. Parent(s) Environmental Criteria:

O Experiencing Homelessness

O Viclence in home

O Lack of necessities * (i.e. food, clothing, etc.)
O Substandard home *

Parent(s) Medical Criteria:
Mental Health

Prug / Substance abuse
Known disability

No access to medical care

Oooooan

Chronic health problems

. Parent(s) Circurnstantial Criteria:

O Military family/Veterans

O High School/GED Student

O Unemployed

O Isolated/No social contact

O Less than High School Graduate Education
O Higher Education Student

O Single parent family

O First time parent

O No transportation

O Other barriers *

O Community Agency Referral*

(3)
(2}

(5)
(5)
(3)
(2)

(5)
(4)
(3)
(3)

(5)
(4
4
(3)
(3)

(4)
(4)
(4)
(3)
(3)
(3)
(2)
(2)
(2)
(2)
(2)

Parent Criteria Total




Early Head Start Eligibility Selection Criteria
This section for staff use only

6. Pregnancy Criteria:
O No Pre-Natal Care (4) )
O High Risk Pregnancy (3)
Pregnancy Criteria Total

7. Child Criteria:

O In Foster Care (5)
O Child Protective Services Referral {(5)
0 Established delay / IFSP (5)
O Established medical risk {e.g. premature/low birth weight) {5 :
O Drug / substance exposure (5) .-
0O No Health Insurance 4 _
0O Suspected delay 3)
0O Nutritional risk (3)

Child Criteria Total

* Comments (please provide details re: items with an asterisk):

Staff Signature: Date: Grand Criteria Total
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Program Operations
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45 CFR Chapter XIll

Component: Program Operations
Subpart A — Eligibility, Recruitment, Selection, Enroliment, and Attendance
HSPPS 1302.10-1302.18

Subject: Eligibility, Recruitment, Selection, Enrollment, and Attendance
I. Service and Enrollment Area: {1302.11)

1. The City of Albuquerque (COA) Early Head Start (EHS) service area is Bernalillo County,
Albuquerque, New Mexico. The funded enrollment is 128 slots. A family must reside
within the service area to be considered eligible for enrollment.

2. Community Assessment will be reviewed and updated annually to ensure the program
meets community needs and builds on strengths and resources.

.  Eligibility: (1302.12)

1. The COA EHS program serves families where the mother is either pregnant or there are
children between the ages 0-3. Families must complete an Intake Application and
provide income data and proof of birth.

A pregnant woman or a child is eligible if:

e The family’'s income is equal to or below the poverty line; or,

¢ The family is eligible for or, in the absence of child care, would be potentially
eligible for public assistance; including TANF child-only payments, or,

¢ The child is homeless, as defined in part 1305; or,

e The child is in foster care.

2. Verification of income and proof of birth will be secured and documented at the time of
the intake Application:

2018-19 Revision #2
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All COA EHS applications are accompanied by one or more of the following items of
verification for the relevant twelve (12) month period (Head Start Act 2007 Section 645):

e Individual Tax Form 1040

o W-2

® Pay Stubs

e Written Statements from Employers

¢ TANF Documentation

¢ Unemployment

e Foster Care Reimbursement

¢ SS| Documentation

¢ Documentation of No Income

3. The COA EHS is designed to serve low-income families. Only thirty-five (35) percent of
the children served may be in between a hundred {100) and a hundred thirty (130)
percent of the federal poverty level. If the family does not meet the income guidelines,
the program may enroll a child who would benefit from services, provided that these
participants only make up to 10 percent of the program’s current enroliment.

4. If a child is determined eligible to participate in the COA EHS program, he or she will
remain eligible until the child reaches his/her third birthday.

5. COA EHS will keep eligibility determination records for each participant for the current
year and three (3) preceding years; including ongoing records of the eligibility training
for staff. COA EHS may keep these records electronically.

a. Each eligibility determination record must include:

1. Copies of any documents or statements, including declarations that are
deemed necessary to verify eligibility.

2. Astatement that program staff has made reasonable efforts to verify
information by:

e Conducting either an in-person, or a telephone interview with the
family.

* Describing efforts made to verify eligibility and collecting
documents required for third party verification that includes the
family’s written consent to contact each third party, the third
parties’ names, titles, and affiliations, and information from third
parties regarding the family’s eligibility.

6. COA EHS will take all necessary actions against staff who intentionally violate federal
and program eligibility determination regulations and who knowingly enroll pregnant
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women and children that are not eligible to receive COA EHS services. Any action taken
will be in accordance to the City of Albuguerque Personnel Rules and Regulations.

lIl. Recruitment Process: (1302.13)

1.

2.

3.

All COA EHS staff will be responsible for recruitment of eligible families.
Recruitment and enroliment efforts are on-going year round.

Recruitment efforts will actively inform all families within the service

area of the availability of COA EHS services by advertising via media, Public Service
Announcements, parents informing and recruiting other parents, updating information
on re-entries, (expectant moms) during home visits by both teaching staff and home
visitors, distributing flyers, posters, leaflets etc. through the service area, i.e.
Albuquerque Public Schools, City Recreation sites, social services agencies serving
families with children, health clinics, community events, etc. All flyers will reflect the
language and ethnicity of the population served by the COA EHS.

In addition to the methods listed above, active recruitment of children with
disabilities shall occur by partnering with Early Intervention agencies, health care
providers, and other organizations serving children with special needs.

IV. Selection Process: (1302.14)

1.

COA EHS families are placed on the waiting list based on selection criteria and program
option desired. The COA EHS ERSEA committee will annually establish selection criteria
that weigh the prioritization of selection of participants, based on community needs
identified in the community needs assessment as described in §1302.11(b), and
including family income, whether the child is homeless, whether the child is in foster
care, the child’s age, whether the child is eligible for special education and related
services, or early intervention services, as appropriate, as determined under the
Individuals with Disabilities Education Act (IDEA) (20 U.S.C. 1400 et seq.) and, other
relevant family or child risk factors.

a. A minimum of ten (10} percent of funded enrollment slots will be filled by
children with a diagnosed disability. In addition to the methods listed above,
active recruitment of children with disabilities will occur through (but not limited
to): contact with agencies serving children with disabilities and arrangements
made where feasible for coordination and shared services if it is within the best
interest of the child.

b. The Disabilities Coordinator along with the Early Head Start Education Specialist
will determine placement of children with disabilities into COA EHS.
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c. The COA EHS will develop at the beginning of each enrollment year and maintain
during the year a waiting list that prioritizes children according to the program’s
selection criteria.

V. Enrollment and Re-enroliment: {1302.15)

1.

COA EHS will maintain its funded enroliment level and fill any vacancy as soon as
possible and will fill any vacancy within thirty (30) days.

COA EHS serves homeless children or children in foster care, and will make efforts to
maintain the child’s enrollment regardless of whether the family or child moves to a
different service area, or transition the child to a program in a different service area, as
required in §1302.72(a), according to the family’s needs.

If COA EHS determines from the community assessment that there are families
experiencing homelessness in the area, or children in foster care that could benefit from
services, the program may reserve one or more enrollment slots for pregnant women
and children experiencing homelessness and children in foster care, when a vacancy
occurs. No more than three percent of a program’s funded enrollment slots may be
reserved. If the reserved enrollment slot is not filled within 30 days, the enrollment slot
becomes vacant and then must be filled within thirty (30) days.

COA EHS will comply with state immunization enroliment and attendance requirements,
with the exception of homeless children as described in §1302.16(c}{1).

Parent participation in the COA EHS activities is voluntary, including consent for data
sharing. Although parent participation is voluntary and is not required as a condition of
the child’s enrollment, it is strongly encouraged in promotion of schoo! readiness.

Intake Applications for COA EHS are taken on an on-going basis throughout the year and
are valid for twelve {12} months.

An Intake Application will be completed for each child and staff will be trained on the
Intake Application process. Where indicated, translators will be available during the
time of intake. If a family is homebound, a home visit will be made to take the
application. Families will receive assistance to obtain the needed documentation
required for application and enrollment, as needed.

The Intake Coordinator will review and ensure that all the information on the
application is accurate and complete. All applications are entered into the COA EHS
data management system by the Intake Coordinator. After a child is determined to be
eligible, the Intake Coordinator will sign the completed Eligibility Verification Form
indicating that they have examined the family income documentation and verify that
the child is eligible to participate in the program. All pertinent documentation is
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10.

11

12.

13.

PROPOSED

attached to the Eligibility Verification Form and submitted to the Early Head Start
Director for final approval.

Applications are forwarded to the Early Head Start Director for final review and
approval. The Early Head Start Director’s signature indicates that the application is
complete and that the child’s application has been approved for placement on the
waiting list.

All children are placed on a waiting list according to selection criteria. The Intake
Coordinator is responsible for placement of children according to established priorities
and selection criteria for home based and center based options.

The Intake Coordinator and the Early Head Start Director will have the final
responsibility for placement of approved children. All approved enroliments will be
entered into the COA EHS data management system by the Intake Coordinator and
maintained by the Data Manager.

Staff wishing to enroll their children and/or grandchildren in COA EHS must follow the
established eligibility criteria for participation in the program. Due to potential conflict
of interest, children enrolled in the program who are related to staff cannot receive
services from that staff member.

A child will be officially enrolled in the program only after the application has been
completed, the applicant has been determined eligible, and it is determined through the
eligibility process that they have the highest selection criteria to fill the vacant slot. An
applicant may be enrolled when a parent has been contacted and informed that Early
Head Start services are available to that child. If a child is entering the center based
option, the family has up to five (5) working days to begin in the center and with up to
date or as up to date as possible immunizations prior to the child’s first day of
attendance. On the fifth day after enrollment, if the family/child has not shown up to
begin services the teaching staff will contact the Intake Coordinator and Education
Specialist to follow up with the family. If the family still wishes to participate, a plan will
be developed to continue enrollment or if not, the child will be dis-enrolled from the
program.

VI. Attendance: (1302.16)

1.

COA EHS will ensure children are safe when they do not arrive at school. If a child is
unexpectedly absent and a parent has not contacted the program within one hour of
program start time, the teaching staff will attempt to contact the parent to ensure the
child’s well-being.

The COA EHS will promote attendance by:
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a. Providing information about the benefits of regular attendance;

Supporting families to promote the child’s regular attendance;

¢. Conducting a home visit or making other direct contact with a child’s parents if a
child has multiple unexplained absences (such as two consecutive unexplained
absences); and,

d. Using individual child attendance data on a monthly basis to identify children
with patterns of absence that put them at risk of missing ten {10) percent of
program days per year and developing appropriate strategies to improve
individual attendance among identified children, such as direct contact with
parents or intensive case management, as necessary.

=3

3. If a child ceases to attend, the program will make appropriate efforts to reengage the
family to resume attendance as described above. In cases where chronic absenteeism
interferes with the child’s ability to benefit from the program, the family will receive
written notice of intent to dis-enroll. The family then has two (2) weeks to respond. If
the child’s attendance does not resume, then the program will consider that slot vacant.
This action is not considered expulsion as described in §1302.17.

4. The COA EHS teaching staff will enter attendance and reasons for absences into the data
management system on a regular basis. An absence will be considered unexcused if the
parent does not provide a reason for the absence. The attendance data will be analyzed
on a monthly basis and if the monthly average daily attendance rate falls below 85
percent, the program will analyze the causes of absenteeism to identify any systematic
issues that contribute to the program’s absentee rate. The program will use this data to
make necessary changes in a timely manner as part of ongoing oversight and correction
as described in §1302.102(b) and inform its continuous improvement efforts as
described in §1302.102(c).

5. When COA EHS determines a child is eligible under §1302.12{c){1){iii) (Homeless
Children), the child will be allowed to attend for up to 90 days or as long as allowed
under state licensing requirements, without immunization and other records, to give the
family reasonable time to present these documents. COA EHS staff will work with
families to get children immunized as soon as possible in order to comply with state
ticensing requirements. If a child experiencing homelessness is unable to attend classes
regularly because the family does not have transportation to and from the program
facility, the COA EHS program will utilize community resources to address transportation
challenges.

Vit. Suspension and Expulsion: (1302.17)
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. The COA EHS will prohibit or severely limit the use of suspension due to a child’s
behavior. Such suspensions may only be temporary in nature.

. Atemporary suspension may be used only as a last resort in extraordinary
circumstances where there is a serious safety threat that cannot be reduced or
eliminated by the provision of reasonable modifications.

Before COA EHS determines whether a temporary suspension is necessary, the program
will engage with a mental health consultant, collaborate with the parents, and utilize
appropriate community resources — such as behavior coaches, psychologists, other
appropriate specialists, or other resources — as needed, to determine no other
reasonable option is appropriate.

If a temporary suspension is deemed necessary, COA EHS will help the child return to
full participation in all program activities as quickly as possible while ensuring child
safety by:

a. Continuing to engage with the parents and a mental health consultant, and

continuing to utilize appropriate community resources;

Developing a written plan to document the action and supports needed;

Providing services that include home visits; and,

d. Determining whether a referral to a local agency responsible for implementing
IDEA is appropriate.

o o

COA EHS cannot expel or dis-enroll a child from Early Head Start because of a child's
behavior.

When a child exhibits persistent and serious challenging behaviors, COA EHS will explore
all possible steps and document all steps taken to address such issues, and facilitate the
child’s safe participation in the program. Such steps must include, at a minimum,
engaging a mental health consultant, considering the appropriateness of providing
appropriate services and supports under section 504 of the Rehabilitation Act to ensure
that the child who satisfies the definition of disability in 29 U.S.C. §705(9)}{b) of the
Rehabilitation Act is not excluded from the program on the basis of disability, and
consulting with the parents and the child’s teacher, and:

a. If the child has an individualized family service plan (IFSP}, COA EHS will consult
with the agency responsible for the IFSP to ensure the child receives the needed
support services; or,

b. I the child does not have an IFSP, COA EHS will collaborate, with parental
consent, with the iocal agency responsible for implementing IDEA to determine
the child’s eligibility for services.

If, after COA EHS has explored all possible steps and documented all steps taken as
described above, COA EHS, in consultation with the parents, the child’s teacher, the
agency responsible for implementing IDEA (if applicable), and the mental health
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consultant, determines that the child’s continued enrollment presents a continued
serious safety threat to the child or other enrolled children and determines COA EHS is
not the most appropriate placement for the child, COA EHS will work with such entities
to directly facilitate the transition of the child to a more appropriate placement.

VIil. Fees: (1302.18)

1. COA EHS will never charge eligible families a fee to participate in Head Start, including
special events such as field trips, and will not in any way condition an eligible child’s
enrollment or participation in the program upon the payment of a fee.

2. COA EHS can accept a fee from families of enrolled children for services that are in
addition to services funded by Early Head Start, such as child care before or after funded
Early Head Start hours. COA EHS will not condition an Early Head Start child’s
enroflment on the ability to pay a fee for additional hours.

2018-15 Revision #2



Early Head Start Eligibility Selection Criteria
This section for staff use only

O Pregnant Mom
O Eligible Child
Name: Date of Birth:

PROPOSED

1. Parent(s) age:
0O <16 years
O 17-19 years
2. Age of Child
8 < 12 Months
O Between 13-24 Months
O Between 25-33 Months
3. Parent(s) Income (FPL = Federal Poverty Level):
O TANF
O SSI
0O No Income
O Between 1%-50% FPL
O Between 51%- 100% FPL
O Between 101%-130% FPL

4, Parent(s) Environmental Criteria:
0O Experiencing Homelessness
O Violence in home

O Lack of necessities * (i.e. food, clothing, etc.)

4. Parent(s) Medical Criteria:
O Drug/Substance abuse
O Known disability

O No access to medical care

5. Parent(s) Circumstantial Criteria:
O Community Agency Referral*
O Unemployed
O High School/GED Student
O Less than High School Graduate Education
O Military family/ Veteran
O First Time parent
O Single parent
O No transportation
O Isolated/ No social contact

(85)
(65)

(150)
(100)
(75)

(85) ___
(75) w =
(25)

(110)
(100) .

(90)
(85)
(65)
(50)
(40)
(33)
(25)

Family Criteria Total

Revised 19.07.31



Early Head Start Eligibility Selection Criteria
This section for staff use only

6. Pregnancy Criteria:
O No Pre-Natal Care after 26 weeks (115)
O Documented High Risk Pregnancy (115)

Pregnancy Criteria Total

7. Child Criteria:

O In Foster Care (400) __
0O Documented Disability/Delay/IFSP (190) __
O Child Protective Services Referral (150) _
O Documented medical risk (e.g. premature/low birth weight) (145)

O Documented Drug/Substance exposure (85)

[0 No Health Insurance (25)

Child Criteria Total

* Comments {please provide details for items with an asterisk):

Staff Signature: Date: Grand Criteria Total

Revised | 19.07.31



§1302.1| ~ Program Operations

Subpart A — Eligibility, Recruitment, Selection,
Enroliment, and Attendance

§1302.10 Purpose.

This subpart describes requirements of grantees for determining community strengths, needs and
resources as well as recruitment areas. It contains requirements and procedures for the eligibility
determination, recruitment, selection, entollment and sttendance of children and explains the policy
concerning the charging of fees.

§1302.11 Determining community strengths, needs, and
resources.

(8) Service area.

(1) A program must propose a service area in the grant application and define the area by
county or sub-county area, such a5 a municipality, town ot census tract or jurisdiction of a
federslly recognized Indian reservation.

(i) A tribal program may propose a service area that includes arcas where members of
Indian wibes or those eligible for such membership reside, including but not limited to
Indian reservation land, areas designated as near-reservation by the Bureau of Indian
Affairs (BIA) provided that the service area is approved by the tribe's governing council,
Alaska Native Villages, Alaska Native Regional Corporations with land-based authorities,
Oklshoma Tribal Statistical Areas, and Tribal Designated Statistical Areas where federally
recognized Indian tribes do not have a federally established reservation.

@ii) If the tribe's service area includes any ares specified in paragraph (a)(1)(i) of this sec-
tion, and that area is also served by another program, the tribe may serve childrea from
families who are members of or eligible to be members of such tribe and who reside in
such areas as well as children from families who are not members of the tribe, but who
reside within the tribe’s established service area.

(2) If a program decides to change the service area after ACF has approved its grant applica-
tion, the program must submit to ACF a new service area proposal for approval.

(1) To design a program that meets community needs, and builds on strengths and resources,
a program must conduct 2 community assessment at least once over the five-year grant peri-
od. The community assessment must use data that describes community strengths, needs, and
resources and include, at a minimum:

() The number of cligible infants, toddlers, preschool age children, and expectant mothers,
including their geographic location, race, ethnicity, and languages they speak, including;

Note: References are located in the Appendix, starting a2 page 117,




Program Operations - §1302.12

(A) Children experiencing homelessness in colisboration with, to the extent possi-
ble, McKinney-Vento Local Education Agency Liaisons {42 US.C. 11432 (6)(A))";

(B) Children in foster care; and

(C) Children with disabilities, including types of disabilities and relevant services
and resources provided to these children by community agencies;

(i) The education, health, nutrition and social service nceds of cligible children and their
families, including prevaleat social or economic factors that impact their well-being;

(iii) Typical work, school, and training schedules of parents with eligible children;

(v) Other child development, child care centers, and family child care programs that
serve eligible children, including home visiting, publicly funded state and local pre-
schools, and the approximate number of eligible children served;

(v) Resources that are available in the community to address the needs of eligible chil-
dren and their families; and,

(vi) Strengths of the community.

(2) A program must annually review and update the community assessment to reflect any sig-
nificant changes including increased avzilability of publicly-funded pre-kindergarten (includ-
ing an assessment of how the pre-kindergarten available in the community meets the needs of
the parcats and children served by the program, and whether it is offered for a full school day),
rates of family and child homelessness, and significant shifts in cammunity demographics and
fesources.

(3) A program must consider whether the characteristics of the community allow it to include
children from diverse economic backgrounds that would be supported by other funding sourc-
es, including private pay, in addition to the program’s eligible funded enrollment. A program
must not enroll children from diverse economic backgrounds if it would result in a program
serving less than its eligible funded enrollment.

§1302.12 Determining, verifying, and documenting eligibility.

(a) Pracess overview
(1) Program staff must:

(i) Conduct an in-person interview with each family, unless paragraph (2)(2) of this sec-
tion applies;

(ii) Verify information as required in paragraphs (h) and (i) of this secton; and,

(iii) Create an eligibility determination record for enrolled participants according to para-
graph (k) of this section.

(2) Program staff may interview the family over the telephone if an in-person interview is not
possible or convenient for the family.

Nom: References are focated in the Appendix, startng at page 117,
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(3) If a program has an alternate method to reasonably determine eligibility based on its com-
munity assessment, geographic and administrative data, or from other reliable data sources, it
may petition the responsible HHS official to waive tequirements in patagraphs (a)(1)() and (ii)
of this section.

(b) Age requirements.
(1) For Early Head Start, except when the child is transitioning to Head Start, a child must be
an infant or a toddler younger than three years old,
(2) For Head Stazt, a child must:

(i) Be at least three years old oz, turn three years old by the date used to determine eli-
gibility for public school in the community in which the Head Start program is located;
and,

(ii) Be no older than the age required to attend school.
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(3) For Migrant or Seasonal Head Start, a child must be younger than compulsory school age
by the date used to determine public school eligibility for the community in which the program
is located.
(c) Eligihility requirements.
(1) A pregnant woman or a child is eligible if:
(i) The family’s income is equal to or below the poverty line; or,

(i) The family is eligible for or, in the absence of child care, would be potentiaily eligible
for public assistance; including TANF child-only psyments; or,

(iii) The child is homeless, as defined in part 1305; or,
(iv) The child is in foster care.

(2) If the family does not meet a criterion under paragraph (¢)(1) of this section, a program
may enroll a child who would benefit from services, provided that these participants only make
up to 10 percent of a program’s enroliment in accordance with paragraph (d) of this section.

(d) Additional allowaaces for programs.

(1) A program may earoll an additional 35 percent of participants whose families do not meet
a criterion described in paragraph (c} of this section and whose incomes are below 130 percent

of the poverty line, if the program:

(i) Establishes and implements outreach, and enrollment policies and procedures to
ensure it is meeting the needs of cligible pregnant women, children, and children with
disabilities, before serving pregnant women or children who do not meet the criteria in
paragraph (c) of this section; and,

(i) Establishes criteria that ensure pregnant women and children eligible under the crite-
ria listed in paragraph (c) of this section are served first.

9 Mote: References are Socated in the Appendix, srarting ar page 117,
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Program Operations — §1302.12

{2) If a program chooses to enroll participants who do not meet a critetion in paragraph (c) of
this section, and whose family incomes are between 100 and 130 petcent of the poverty line, it
must be able to report to the Head Start regional program office:

() How it is meeting the needs of low-income families or families potentially eligible for
public assistance, homeless children, and children in foster care, and include local demo-
graphic data on these populations;

(i) Outreach and enrollment policies and procedures that ensute it is meeting the needs

of eligible children or pregnant women, before serving over-income children or pregnant
women;

(iii) Efforts, including outreach, to be fully enrolled with eligible pregnant women or
children;
(iv) Palicies, procedures, and selection criteria it uses to scrve eligible childeen;

(v) Its current carollment and its enrollment for the previous year;

(vi) The number of pregnant women and children served, disaggregated by the eligibility
criteria in paragraphs () and (d)(1) of this section; and,

(vii) The eligibility criteria category of each child on the program’s waiting list.
(¢) Additional allowances for Indian tibes.

(1) Notwithstanding paragraph (c)(2) of this section, a tribal program may fill more than 10
percent of its enrollment with participants who are not eligible under the criteria in paragraph
(c) of this section, if:

() The tribal program has served all eligible pregnant women or children who wish to be
earolled from Indian and non-Indian amilics living within the approved service area of
the tribal agency;

(i) The tribe has resoutces within its grant, without using additional funds from HHS in-
tended to expand Early Head Start or Head Start services, to enroll pregnant women or
children whose family incomes exceed low-income guidelines or who are not otherwise

eligible; and,

(iii) At least 51 percent of the program’s participants meet an eligibility criterion under
paragraph (c)(1) of this section.

{2) If another program does not serve the approved service area, the program must serve all
eligible Indian and non-Indian pregnant women or children who wish to enroll before serving
over-income pregnant women or children.

{3) A program that meets the conditions of this paragraph (e) must annually set criteria that
are approved by the policy council and the tribal council for selecting over-income pregnant
women or children who would benefit from program services.

(4) An Indian tribe or tribes that operates both an Eatly Head Start program and a Head Start

Note: References are located in the Appendix, starting at page 117, 10
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program may, at its discretion, at any time during the grant pedod involved, reallocate funds
between the Eady Head Start program and the Head Start program in order to address fiuctu-
ations in clieat populations, including pregnant women and children from birth to compulsory
school age. The reallocation of such funds between programs by an Indian tribe or tribes
during a year may not scrve as a basis for any reduction of the base grant for either program in

succeeding years.

() Migrans or Seasonal cligibility requirements. A child is eligible for Migrant or Seasonal Head
Start, if the family meets an eligibility criterion in paragraphs (c) and (d) of this section; and the fam-
ily’s income comes primarily from agricultural work.
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(1) A program may esteblish its own criteria for eligibility provided that it meets the criteria
outlined in section 645(2)(2)" of the Act.

(2) No child residing in such community whose family is eligible under criteria described in
paragraphs (c) through (f} of this section, may be denied an opportunity to participate in the
program under the eligibility criteria established under this paragraph ().

(h) Verifying age. Program staff must verify a child’s age according to program policies and pro-
cedures. A progrmam’s policies and procedures cannot require families to provide documents that
confirm a child’s age, if doing so creates a barrier for the family to enroll the child.

() Verifyiog cligibilicy

(1) To verify eligibility based on income, program staff must use tax forms, pay stubs, or other
proof of income to determine the family income for the relevant time petiod.

(i) If the family cannot provide tax forms, pay stubs, or other proof of income for the
relevant time period, program staff may accept written staternents from employers,
including individuals who are self-employed, for the relevant time petiod and use infor-
mation provided to calculate total annual income with appropriate multipliers.

(i) If the family reports no income for the relevant time period, a program may accept
the family’s signed declaration to that effect, if program staff describes efforts made
to verify the family’s income, and explains how the family’s total income was calculated
ot seeks information from third parties about the family’s eligibility, if the family gives
written consent. If a family gives consent to contact third partics, program staff must
adhere to program safety and privacy policies and procedures and ensure the eligibility
determination record adheres to paragraph (k)(2) of this section.

(iid) If the family can demonstrate a significant chaage in income for the relevant time
period, program staff may consider current income circumstances.

(2) To verify whether a family is eligible for, or in the absence of child care, would be poten-
tially eligible for public assistance, the program must have documentation ftom either the state,
local, or triba! public assistance agency that shows the family either receives public assistance
or that shows the family is potentially cligible to receive public assistance.

T Noue: References are located in the Appendis, starting st page 117.



Program Operations - §1302.12

(3) To verify whether a family is homeless, 2 program may accept a written statemnent from a
homeless services provider, school personnel, or other service agency attesting that the child
is homeless or any other documentation that indicates homelessness, including documentation
from a public or private agency, 2 declaration, information gathered on enrollment or appli-
cation forms, or notes from an interview with staff to establish the child is homeless; ot any
other document that establishes homelessness.

(® If a family can provide onc of the documents described in this paragraph (i)(3), pro-
gram staff must describe efforts made to verify the accuracy of the information provid-
ed and state whether the family is eligible because they are homeless.

(ii) 1€ a family cannot provide one of the documents described in this paragraph (i)(3) to
prove the child is homeless, a program may accept the family’s signed declaration to that
effect, if, in a written statement, program staff describe the child’s living situation that
meets the definition of homeless in parct 1305 of this chapter.

{iii} Program staff may seek information from third parties who have firsthand knowl-
edge about a family’s living situation, if the family gives written consent. 1f the family
gives consent to contact third parties, program staff must edhere to program privacy
policies and procedures and ensure the eligibility determination record adheres to para-
graph (k) of this section.

(4) To verify whether a child is in foster care, program staff must accept either a court order
or other legal or government-issued document, a written statement from 2 government child
welfare official that demonstrates the child is in foster care, or proof of 2 foster care payment.

) Eligihility ducat

(1) If a child is determined eligible under this section and is participating in & Head Start
program, he or she will remain eligible through the end of the succeeding program year ex-
cept that the Head Start program may choose not to enroll a child when there are compelling
reasons for the child not to remain in Head Start, such as when there is a change in the child's
family income and there is a child with a greater need for Head Starc services.

(2) Children who are enrolled in a program receiving funds under the authotity of section
645A" of the Act remain eligible while they participate in the program.

(3) If a child moves from an Early Head Start program to a Head Start progeam, program
staff must verify the family’s eligibility again.

(4) If a program operates both an Early Head Start and a Head Start program, and the parents
wish to enroll their child who has been enrolled in the program’s Early Head Start, the pro-
gram must ensure, whenever possible, the child receives Head Start services until enrolled in
school, provided the child is eligible.

(k) Records.

(1) A program must keep cligibility determination records for each participant and ongoing re-
cords of the eligibility training for staff required by paragraph (m) of this section. A program
may keep these records electronically.

Notes References are located (n the Appendix, startmg at page 117, 12
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(2) Each eligibility determination record must include:
(i) Copies of any documents or statements, including declarations, that are deemed nec-
essaty to verify eligibility under paragraphs (h) and (i} of this section;
(i) A statement that program staff has made reasonable efforts to verify information by:

(A) Conducting either an in-person, or a telephone interview with the family as
described under paragraph (a)(1)(i) or (2)(2) of this section; and,

(B) Describing efforts made to verify cligibility, as required uader paragraphs (h)
through (i) of this section; and, collecting documents required for third party
verification that includes the family’s written consent to contact cach third party,
the third parties’ names, titles, and affiliations, and information from third parties
regarding the family’s eligibility.

(iii) A statement that identifies whether:

(A) The family’s income is below income guidelines for its size, and lists the fami-
ly’s size;

(B) The family is eligible for or, in the absence of child care, potentially eligible for
public assistance;

(C) The child is 2 homeless child or the child is in foster care;

(D) The family was determined to be eligible under the criterion in paragraph (c)(2)
of this section; or,

(E) The family was determined to be eligible under the criterion in paragraph (d)(1)
of this section.

(3) A program must keep eligibility determination records for those cutrently enrolled, as long
as they are enrolled, and, for one year after they have either stopped receiving services; or are
no longer enrotled.

must esubhsh written pohucs and procedures that descnbe all actions taken against staff who in-
tentionally violate federal and program eligibility determination regulations and who enroll pregnant
women and children that are not eligible to reccive Eatly Head Start or Head Start services.

() Teaiod ligibility

(1) A program must train all governing body, palicy council, management, and staff who
determine eligibility on applicable federal regulations and program policies and procedures.
Teaining must, at & minimum:

() Include methods on how to collect complete and accurate eligibility information from
families and third party sources;
(ii) Incorporate strategies for treating families with dignity and respect and for dealing
with possible issues of domestic violence, stigma, and privacy; and,

13 Note: References are located in the Appendix, sarting at page 117,
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(iii) Explain program policies and procedures that describe actions taken against staft,
families, or participants who attempt to provide or intentionally provide false informa
tion.

(2) A program must train management and staff members who make eligibility determinations
within 90 days of hiting new staff.

(3) A program must train all governing body and policy council members within 180 days of
the beginning of the term of a new governing body or policy council.

(4) A program must develop policies on how often training will be provided after the initial
iz

§1302.13 Recruitment of children.
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In order to reach those most in need of services, a program must develop and implement a tecruit-
ment process designed to actively inform all families with eligible children within the recruitment
arca of the availability of program services, and encourage and gssist them in applying for admission
to the program. A program must include specific efforts to actively locate and recruit children with
disabilities and other vulnerable children, inctuding homeless children and children in foster care.

§1302.14 Selection process.

(a) Sclection criteria.

(1) A program must annually establish selection criteria that weigh the ptiortization of selec-
tion of participants, based on community needs identified in the community needs assess-
ment as described in §1302.11(b), and including family income, whether the child is homeless,
whether the child is in foster care, the child’s age, whether the child is eligible for special edu-
cation and related services, or early intervention services, as appropriate, as determined under
the Individuals with Disabilities Education Act (IDEA) (20 U.S.C. 1400 ¢/ s¢4.)"” and, other
relevant family or child risk factors.

(2) If a program serves migrant or seasonal families, it must select participants according to
criteria in paragraph (a)(1} of this section, and give priority to children whose families can
demonstrate they have relocated frequeatly within the past two-years to pursue agricultural
work.

(3) If 2 program operates in a service area where Head Start eligible children can enroll in
high-quality publicly funded pre-kindergarten for a full school day, the program must priori-
tize younger children as part of the selection criteria in paragraph (a)(1) of this section. If this
priotity would disrupt partnerships with local education agencies, then it is not required. An
American Indian and Alaska Native or Migrant or Seasonal Head Start program must consider
whether such prioritization is appropriate in their community.

{4) A program must not deny enrollment based on a disability or chronic health condition ot
its severity.

Note: References are bocated in the Appendix, starting at page 117.
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(b) Children cligible f : ter IDEA

(1) A program must ensure at least 10 percent of its total funded enrollment is filled by chil-
dren eligible for services under IDEA, unless the responsible HHS official grants a waiver.

(2) If the requirement in paragraph (b)(1) of this section has been met, children eligible for
services under IDEA should be prioritized for the available slots in accordance with the pro-
gram’s selection criteria described in paragraph (2) of this section.

(c) Waiting lists. A program must develop at the beginning of each enrollment year and maintain
during the year a waiting list that ranks children according to the program’s selection criteria.

§1302.15 Enroliment.

(s) Funded enrollment. A program must maintain its funded enroliment level and fill any vacancy as
soon as possible. A program must fill any vacancy within 30 days.

(b) Continuity of enrollment.

(1) A program must make efforts to maintain enrollment of eligible children for the following
year.

(2) Under exceptional circumstances, a program may maintain a child’s enrollment in Head
Start for a third year, provided that family income is verified again. A program may maintain a
child’s enrollment in Early Head Start as described in §1302.12()(2).

(3) If a program setves homeless children or children in foster care, it must make efforts to
maintain the child’s enrollment regardiess of whether the family oz child moves to a diffec-
ent service area, or transition the child to a program in a different service area, as required in
§1302.72(a), according to the family’s needs.

(c) Resexved slots. If a program determines from the community assessment there are families ex-
periencing homelessness in the area, or children in foster care that could benefit from services, the
program may reserve one or mote enrollmeat slots for pregnant women and children experiencing
homelessness and children in foster care, when a vacancy occurs. No more than three percent of

a program’s funded enrollment slots may be reserved. If the reserved enrollment slot is not filled
within 30 days, the enrollment slot becomes vacant and then must be filled in accordance with para
graph (a) of this section.

{d) Qther corollment. Children from diverse economic backgrounds who ate funded with other
sources, including private pay, are not considered part of a program’s eligible funded entollment.

(¢) State immunization enrollment requirements. A program must comply with state immunization
enrollment and attendance requirements, with the exception of homeless childeen as described in
§1302.16(c)(1).

() Yoluntary paccot patticipation. Parent participation in any program activity is voluntary, includ-
ing consent for data sharing, and is not required as a condition of the child’s entollment.

s Note: References are located in the Appendix, starting a1 page 117.
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§1302.16 Attendance.
(a) Promoting regular attendance. A program must track attendance for each child.

(1) A program must implement a process to ensure children are safe when they do not arrive
at school. If a child is unexpectedly absent and a parent has not contacted the program within
one hour of program start time, the program must attempt to contact the patent to ensure the
child’s well-being,

(2) A program must implement strategies to promote attendance. At 2 minimum, a program
must:

(i) Provide information about the benefits of regular attendance;
(ii) Support families to promote the child’s regular attendance;

(iii) Conduct a home visit or make other direct contact with a child’s parents if a child
has multiple unexplained absences (such as two consecutive unexplained absences); and,

(iv) Within the first 60 days of program operation, and on an ongoing basis thereafter,
use individual child attendance data to identify children with patterns of absence that
put them at risk of missing ten percent of program days per year and develop appropri-
ate strategies to improve individual attendance among identified children, such as direct
contact with parents or intensive case management, as necessary.

(3) If a child ceases to attend, the program must make appropriate efforts to reengage the
family to resume attendance, including as described in paragraph (2)(2) of this section. If the
child’s attendance does not resume, then the program must consider that slot vacant. This
action is not considered expulsion as described in §1302.17.

(b) Managing systematic program attepdance issues. If a program’s monthly average daily attendance
rate falls below 85 percent, the program must analyze the causes of absenteeism to identify any

systematic issues that contribute to the program’s absentee rate. The program must use this data to
make necessary changes in a timely manner as part of ongoing oversight and correction as described
in §1302.102(b) and inform its continuous improvement cfforts as described in §1302.102(c).

(o) Supporting attendance of homeless children.

(1) If a program determines a child is eligible under §1302.12(c)(1)(iii), it must allow the child
to attend for up to 90 days or as long as allowed under state licensing requirements, without
immunization and other records, to give the family reasonable time to present these docu-
ments. A program must work with families to get children immunized as soon as possible in
order to comply with state licensing requirements.

(2) If a child experiencing homelessness is unable to attend classes regulatly because the family
does not have transportation to and from the program facility, the program must udlize com-
munity resources, where possible, to provide transportation for the child.

Note: References are located in the Appendix, starting at page 117. 16
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§1302.17 Suspension and expulsion.

(@) Limiati y

(1) A program must prohibit or severely limit the use of suspension due to a child’s behavior.
Such suspensions may only be temporary in nature.

(2) A temporary suspension must be used only s a last resort in extraordinary circumstances
where there is a sedious safety threat that cannot be reduced or eliminated by the provision of

reasonable modifications.

(3) Before a progeam determines whether a temporary suspeasion is necessary, a program
must engage with a mental health consultant, collaborate with the parents, and utilize appropsi-
ate community resources — such as behavior coaches, psychologists, other appropriate special-
ists, or other resources — as needed, to determine no other reasonable option is appropriate.

(4) If a temporary suspension is deemed necessary, a program must help the child return to
full participation in 2ll program activities as quickly as possible while ensuring child safety by:

(i) Continuing to engage with the parents and a mental health consultant, and continuing
to utilize appropriate community resources;

() Developing a written plan to document the action and supports needed,;
(iif) Providing services that include home visits; and,

(iv) Determining whether a ceferral to a local agency responsible for implementing
IDEA is approptiate.

(b) Prohibiti ki
(1) A program cannot expel or unenroll a child from Head Start because of a child’s behavior.

(2) When a child exhibits persistent and serious challenging behaviors, a program must explore
all possible steps and document all steps taken to address such problems, and facilitate the
child’s safe participation in the program. Such steps must include, at a minimum, engaging a
mental health consultant, considering the appropriateness of providing appropriate services
and supports under section 504 of the Rehabilitation Act to ensure that the child who satisfies
the definition of disability in 29 U.S.C. 705(9)(b)" of the Rehabilitation Act is not excluded
from the program on the basis of disability, and consulting with the parents and the child’s
teacher and:

(@) If the child has an individualized family service plan (IFSP) or individualized educa-
tion program (IEP), the program must consult with the ageacy responsible for the IFSP
or IEP to ensute the child receives the needed support services; or,

(i) If the child does not have an IFSP or IEP, the program must collaborate, with paren-
tal consent, with the local agency responsible for implementing IDEAY to determine the
child's eligibility for services.

17 Note: References are located in the Appendix, starting at page 117.
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(3) If, after a program has explored all possible steps and documented all steps taken as de-
scribed in paragraph (b)(2) of this section, a program, in consultation with the parents, the
child’s teacher, the agency responsible for implementing IDEA (if applicable), and the mental
health consultant, determines that the child’s continued enrollment presents a continued sed-
ous safety threat to the child or other enrolled children and determines the program is not the
most appropriate placement for the child, the program must work with such entities to directly
facilitate the transition of the child to a more appropriate placement.

§1302.18 Fees.

(2) Balicy on fecs. A program must not chacge eligible families a fee to participate in Head Start,
including special events such as field trips, and cannot in any way condition an eligible child’s enrolt
ment or patticipation in the program upon the payment of a fee.

(b) Allowable fees.

(1) A program must only accept 2 fee from families of entolled children for services that are in
addition to services funded by Head Start, such as child care before or after funded Head Start
hours. A program may not condition a Head Start childs enrollment on the ability to pay a fee
for additional hours.

(2) In ordet to support programs serving childten from diverse economic backgrounds or
using multiple funding sources, a program may charge fees to private pay families and other
non-Head Start earolled families to the extent allowed by any other applicable federal, state or
local funding sources.

Subpart B — Program Structure

§1302.20 Determining program structure.
() Choose a program option.

(1) A program must choose to operate one ot mote of the following program options: cen-
ter-based, home-based, family child care, or an approved locally-designed variation as de-
scribed in §1302.24. The program option(s) chosen must meet the needs of children and
families based on the community assessment described in §1302.11(b). A Head Start program
serving preschool-aged children may not provide only the option desctibed in §1302.22(a) and

Cles

(2) To choose a program option and develop a program calendar, a program must consider in
conjunction with the annual review of the community assessment described in §1302.11(b)
(2), whether it would better meet child and family needs through conversion of existing slots
to full school day or full working day slots, extending the program year, conversion of existing
Head Start slots to Eady Head Start slots as described in paragraph (c) of this section, and
Wways to promote continuity of care and services. A program must work to identify altecnate

Note: References arc located in the Appendix, starting at page 117, I8
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September 11, 2019
City of Albuquerque Early Head Start

Re: Grant No. 06CH010672

Dear Head Start Grantee:

The Administration for Children and Families (ACF), Office of Head Start (OHS) recently conducted a monitoring
review of your program. The attached report contains information about your agency's performance and compliance
with the requirements of the Head Start Program Performance Standards, Public Law 110-134, Improving Head
Start for School Readiness Act of 2007, and other applicable regulations.

Please contact your Regional Office for guidance should you have any questions or concerns. Your Regional Office
will follow up on the content of this report and can work with you to identify resources toe support your program’s
continuous improvement.

If the report has findings the corrective action period will begin 72 hours from the time this email was sent.
Sincerely,

OHS Monitoring Team
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Program Performance Summary Report

To: Authorizing Official/Board Chairperson From: Responsible HHS Official
Ms. Klarissa Pena

City of Albuguergue Early Head Start

1820 Randolph Rd SE ’@M\
City of Albugquergque Date: 09/10/2019
Albuguergue, NM 87106 - 4249 Dr. Deborah Bergeron

Director, Office of Head Start

On 8/21/2019, the Administration for Children and Families (ACF) conducted a monitoring review of City of Albuquerque Early Head
Start Early Head Start program. We wish to thank the governing body, policy council, staff, and parents of your program for their
cooperation and assistance dunng the review. This monitoning report has been issued to Ms. Klarissa Pena, Authorizing Official/Board
Chair, as legal notice to your agency of the results of the program review,

Based on the information gathered during our review, your program was found to be out of compliance with one or more applicable Head
Start Program Performance Standards, laws, regulations, and policy requirements. The report provides you with detailed information in
each area where program performance did not meet applicable Head Stan Program Performance Standards, laws, regulations, and pelicy
requirements. Each area of noncompliance identified in this report should be corrected within 120 days following receipt of this report.

Please contact your ACF Regional Office with any questions or concerns you may have about this report.

DISTRIBUTION OF THE REPORT

Copies of this report will be distnbuted to the following recipients:
Mr. Kenneth Gilbert, Regional Program Manager

Ms. Shana Runck, Chief Executive Officer’Executive Director
Ms. Devena Duran, Early Head Start Director
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Glossary of Terms

Compliant

No findings. Meets requirements of Head Start Program Performance Standard.

An area for which the agency needs to improve performance. These issues should be discussed with
! the grantee's Regional Office of Head Start for possible technical assistance.
| An area for which the agency is out of compliance with Federal requirements (including but not
| limited to the Head Start Act or one or more of the regulations) in one or more area of performance.
Area of Noncompliance | This status requires a written timeline of correction and possible technical assistance or guidance
. from the grantee's program specialist. If not corrected within the specified timeline, this status
f becomes a deficiency.

Area of Concern

As defined in the Head Siant Act, the term "deficiency" means:
{A) a systemic or substantial material failure of an agency in an area of performance that the
Secretary determines invelves:
(1) a threat to the health, safety, or civil nghts of children or staff;
(i1) a denial to parents of the exercise of their full roles and responsibilities related to program
operations,;
(iii) a failure to comply with standards related to early childhood development and health
services, family and community partnerships, or program design and management,
Deficiency (iv) the misuse of funds received under this subchapter;
(v) loss of legal status (as determined by the Secretary) or financial viability, loss of permits,
debarment from receiving Federal grants or contracts, or the improper use of Federal funds; or
(vi) failure to meet any other Federal or State requirement that the agency has shown an
unwillingness or inability to correct, alter notice from the Secretary, within the period
specified;
(B} systemic or matenal failure of the goveming body of an agency to fully exercise its legal and
fiduciary responsibilities; or
(C) an unresolved area of noncompliance.
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Performance Summary

Applicable Standards Corant il ris} Timetrame tor Complianee Level Service Area

Cuorrection

06CH010672 Noncompliance Supervision

| 130290(eX DY)

1302.102(d) 1)ii) 06CHO010672 120 days Noncompliance l Supervision

Page 3 of 4
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New Area of Noncompliance Determination(s)

Supervision

Noncompliance 1302.90(c){ 1)(v) Timeframe for Correction: 120 days
1302.90 Personnel policies. (c) Standards of conduct. (1) A program must ensure all staff, consultants, contractors, and volunteers abide by
the program'’s standards of conduct that: (v) Ensure no child is left alone or unsupervised by staff, consultants, contractors, or volunteers
while under their care.

The grantee did not ensure all staff abided by the program’s standard of conduct that no child was left alone or unsupervised while under
their care. On August 2, 2019, the Early Head Start (EHS) Director reported an incident that occurred on July 15, 2019, where seven
napping children were left unattended in the ¢lassroom.

On July 15, 2019, in the 2-year-old classroom at Trumbull EHS Center, a temporary staff member (temp) employed by the grantee to assist
in covering required lunches and breaks throughout the program, left seven napping children alone in the classroom. The teacher assistant
had stepped out of the classroom to the restroom while waiting for the lead teacher to return from lunch. When she returned to the
classroom approximately 5-7 minutes later, she saw the temp was entering the adjoining classroom. The teacher assistant stated she had
been out of the classroom for approximately 5-7 minutes but was unsure of how long the children were left alone by the temp. The teacher
assistant immediately addressed the situation with the temp, stating she was not allowed to leave children alone and needed to return to the
classroom. The teacher assistant then proceeded to report the incident to the acting Center Supervisor, who in turn reported to the Education
Specialist and Director,

The grantee did not ensure all staff abided by the program's standard of conduct that no child was left alone or unsupervised while under
their care; therefore, it was not in compliance with the regulation.

Reporting

Noncompliance 1302.102(d){1)(ii) Timeframe for Correction: 120 days
1302.102 Achieving program goals. (d) Reporting. (1) A program must submit: (ii) Reports, as appropriate, to the responsible HHS official
immediately or as scon as practicable, related to any significant incidents affecting the health and safety of program participants,
circumstances affecting the financial viability of the program, breaches of personally identifiable information, or program involvement in
legal proceedings, any matter for which notification or a report to state, tribal, or local authorities is required by applicable law

The grantee did not report as appropriate, to the responsible Health and Human Services (HHS) official immediately or as soon as
practicable, significant incidents affecting the health and safety of program participants immediately or as soon as practicable.

The grantee reported a child health and safety incident to the Regional Office 13 business days following the incident. This was a violation
of both the grantee's program policies and procedures, and the Head Start Program Perfermance Standards that stated reporting of incidents
should be immediate or as soon as practicable.

The grantee did not report as appropriate, to the responsible Health and Human Services (HHS) official immediately or as soan as

practicable, significant incidents affecting the health and safety of program participants immediately or as soon as practicable; therefore, it
was not in compliance with the regulation.
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