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Early Head Start Program Governance Advisory Committee

Tuesday, November 19, 2019
9:00am -~ 10:30am

Singing Arrow Community Center - 13001 Singing Arrow SE

II.

III.

V.

VL

VIL.

Meeting Agenda

Welcome and Introductions

Early Head Start Program Updates
Enrollment

Staffing

Attendance and Meal Counts
Finance

Active Supervision

SR

Review Child Health and Safety Action Plan
Approval of By-Laws
Election of Officers -
i. Chairperson
ii. Vice-Chair
Next Meeting — Tuesday, February 18, 2020

Adjourn



City of Albuquerque Early Head Start Caseload/Enrollment Report 10/31/19

Total Funded Enroliment:

Total Actual Enroliment:
Children Withdrawn & Dropped
'otal Reportable Enroliment (
'otal Deficit

Funded Enroliment:
Enroliment:
Defficiency:

Home Based Detail

Enroliment

( last 30 days
actual + withdrawn/dropped ):

Program Snapshot

T

| Leftin Last |

30 Days _ [Total

Valari 10 2 12/29, 3120 | o[ 12
Debbie 2] o 9 3 1112, 15, 2129 o 12
Total 24 19 5 24

ble [ Enrolled | Left in Last|
y| Children | 30 Days |

Total

| Reportable |

Pending

| Placement |

Current |
Deficit

La Mesa | 8 7 1 8 1 0
MacArthur 16 14 1 15 2 1
PlazaFel; 16 16 0 16 0 0
SOW [ 16 16 16 0 0
frumbull | 24 19 5 24 3 0
rall 16 16 0 16 0 0

8 8 0 8 0 0

104 96 7 103 0 1




Monthly Program Information Summary
October 2019

# new enroliments families

# new enrollments children

# new enrolilments pregnant mom

# children born to pregnant mom

Total new enroliment

# children graduating
# pregnant moms giving birth
# children leaving before turning 3

# pregnant moms leaving before baby
Total leaving

Children with up to date immunizations

Children up to date as possible on immunizations

Children not up to date on immunizations

Eligibility Category
income eligible
TANF/SSI

Foster Child
Homeless

Over Income
Over 130%

Children with IFSPs

105

10

# of children and
pregnant women

76

12
7
2

22
2.

# of children

23

% of children up to datefup

to date as possible
91.3

8.7

% of total number of
children and pregnant
women

63.3

10

58

1.7

18.3
1.7

% of total number of
children
20




Child & Family Development Division

Staff Vacancies
(As 0of 11/12/19)
Early Head Start
Number Sites Program

Head Teacher 2 Temps pending 11/12
Teacher 2 (Anna Garcia) Trumbull EHS and 11/25

MacArthur 3 Temps pending
Teaching 1 La Mesa EHS
Assistant L 1 TA pending
Temps All during EHS

program hours
TOTAL 3




1
1

1/4/2019
2:16 PM

City Of Albuquerque EHS

2301 - Average Daily Attendance

Program Term: EH5 2019 - 2020, Program Option: Standard Full Day, Attendance Date: 10/1/2019 - 10/31/2019

City Of Albuquerque EHS

Pagelof1
E£25745

Attendance Records

Funded Enrollment

Actual Enrolfment—l

Operating
Presenti Absentﬁ Neither Days ADA | Count | % Attendance {Count?P% Attendance®)|

Douglas MacArthur 255 57 4] 21.00 {avg) 12.14| 16, 75.89% 14,86 81.73%
La Mesa 100 31 0 21.00 {avg) 4,76 8 59.52% 6.24 76.34%
Plaza Feliz 246 77 2 21.00 (avg), 11.71 16, 73.21% 15.38) 76.16%
School On Wheels 232 68 0 21.00 (avg), 11.05 16, 69.05% 14.28 77.33%
Singing Arrow 126 36 0 21.00 (avg) 6.00 8  75.00% 7.71|  77.78%
Trumbull 330 102 g 2100 (avg), 15.71| 24| 6548% 20.58 76.39%
Western Trail 242 92 0 21.00 (avg), 1152 16/ 72.02% 15.890| 72.46%
City Of Albuquerque EHS 1,534 463 2 21.00{avg) 7289 104 70.10% 9496 76.78%

Report Totals 1,531 463 2 21.00(avg) 7289 104 T70.10% 94.96 76.78%

- WM b W N =

. ADA for each clasrcom is the sum of statuses selected to count as ‘Prasent’ on the setup screen divided by the Operating 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 classreoms.
. 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}

& ChildPlus
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:;‘:‘:‘;:: City Of Albuquerque EHS 2:?|:P|:s
E25745 2371 - CACFP Reimbursement Summary
Program Term: EHS 2019 - 2020, Program Qption: Standard Full Day
Attendance Date: 10/1/2019 - 10731/2018
City Of Albuquerque EHS
Cperating CACFP CACFP CACFP
Days Free Reduced Paid Breakfast AM Snack Lunch PM Snack Supper
EHS 2019 - 2020
Douglas MacArthur
Infant 21 7 0 o 86 0 87 75 0
Toddlar 21 B 0 b} 147 0 146 140 [}
Douglas MacArthur 42 15 0 0 233 0 233 215 1]
La Mesa
Toddler 21 9 4] 0 96 0 100 94 o
La Mes2a 21 9 4] 0 96 1] 100 84 o
Plaza Faliz
Toddler 21 8 4] 0 28 0 98 78 [}
Twos 21 9 4] 0 135 0 143 93 @
Plaza Feliz 42 17 [1] o] 233 1) 242 172 o
School On Wheels
Infant 21 8 0 0 105 0 104 76 1]
Toddler 21 8 0 0 127 0 124 103 o]
Schoo! On Wheels 42 16 0 0 232 0 228 179 1]
Singing Arrow
Twos 21 8 0 0 126 0 125 125 o
Singing Arrow 21 8 0 ¢} 126 0 125 125 1]
Trumbull
Infant 21 8 D} [ o 0 0 0 o
Toddler 21 10 0 0 118 0 115 92 o
Twos 21 9 [} [+ 1 0 117 85 [}
Trumbull 63 25 0 [+] 227 0 232 187 0
Western Trail
Infant 21 9 0 0 58 0 59 58 o)
Toddler al 11 0 0 133 0 121 120 0
Western Trail 42 19 0 0 192 0 190 178 0
City Of Albuquerque EHS 273 109 0 [} 1,339 0 1,350 1,150 0
Report Totals 273 109 1] 0 1,339 0 1,350 1,150 0

Report Format Copyright ® Management Information Technology USA, Inc.
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City of Albuquerque Early Head Start

Action Plan — Area of Non-Compliance

Non Compliance 1302.90 (c){(1){v)

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 unsupervised by staff, consultants, contractors, or volunteers while under their

care.
Improvement Activity Lead Person Timeline Evidence Completion Date
Create action Plan Shana October 1, 2019 10/1/19
Update Child Health and Safety Policy Shana Draft 9/27/19 Approved Child Health and Safety 12/18/19
Policy
Final Draft
12/4/19
Policy Council
Approval
12/18/19
Update Child Abuse, Neglect, and Claire Draft 9/27/19 Approved Child Abuse, Neglect, and 1/8/20
Reporting Policy Reporting Policy
Final Draft
12/4/19
Policy Council
Approval
12/18/19
Create multi-level classroom monitoring | Claire/Shana 10/16/19 Classroom monitoring checklist for 10/16/19
checklists and ongoing monitoring head teachers
tracking
Administrator monitoring checklist for
management
Tracking frequency SOP
Conduct ongoing training Shana/Robi 9/20/19 Training agendas 1/8/20




10/10/19

Sign-in sheets

10/11/19
11/5/19
12/23/19
12/27/19
12/30/19
Conduct routine classroom monitoring Claire/Shana/Robi | Ongoing Tracking spreadsheet 1/8/20
Monitoring checklists
Update orientation training Claire/Shana/Robi | 11/20/19 Orientation training overview and 11/20/19
related materials to include Child
Health and Safety policies and
procedures
Implement dry erase boards in Robi/ Classroom 10/13/19 Dry erase boards easily located and 10/13/19
classrooms staff utilized in all classrooms
Implement name-to-face cards in Robi/ Classroom 10/30/19 Name to face cards easily located and | 10/13/19
classrooms staff utilized in all classrooms
One-page health and safety overview Shana 11/20/19 11/20/19
Update agendas to include child health Shana 9/25/19 Policy Council agendas/meeting 1/8/20

and safety as standing item of discussion

minutes

Weekly EHS meetings
agendas/meeting minutes

Governing Advisory Council agendas




City of Albuquerque Early Head Start

Action Plan — Area of Non-Compliance

Non Compliance 1302.102 {d){1){ii)

1302.102 Achieving program goals. (d) Reporting. (1) A program must submit: {ii) Reports as appropriate, to the responsible HHS official
immediately or as soon 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.

Improvement Activity Lead Person Timeline Evidence Completion Date
Create action plan Shana 10/1/19 Action Plan 10/1/19
Update Child Health and Safety Policy Shana Draft 9/27/19 Approved Child Health and Safety 11/1/19
Policy

Final Draft

12/4/19

Policy Council

Approval

12/18/19 S |
Update Child Abuse, Neglect, and Claire Draft 9/27/19 Approved Child Abuse, Neglect, and 11/1/19
Reporting Policy Reporting Policy

Final Draft

12/4/19

Policy Council

Approval

12/18/19
Develop reporting flow chart Shana Draft 10/13/19 Flow Chart 11/20/19

final 11/20/19
Ongoing Training Shana/Robi 9/20/19 Training Agendas 1/8/20

10/10/19

10/11/19 Sign-in Sheets

11/5/19




12/23/19

12/27/19
12/30/19
Update orientation Training Claire/Shana/Robi | 11/20/19 Orientation training overview and 11/20/19
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City of Albuquerque Early Head Start
Program Governance Advisory Committee
Bylaws — November 14, 2019

ARTICLE |

Section A: Early Head Start Program Governance Advisory Committee

The Early Head Start Program Governance Advisory Committee is established in accordance
with City Council Legislation No. 0-18-4 and shall be known as the City of Albuquerque Early
Head Start Program Governance Advisory Committee, {here in after known as Advisory
Committee).

Section B: Early Head Start Policy Council

The Advisory Committee is aware of the Early Head Start Policy Council. The Early Head Start
Policy Council was established in accordance with 45 CFR 1301.3 and Sec. 642(c)(2) of the Head
Start Act and shall be known as the City of Albuquerque Early Head Start Policy Council.

Section C: Principal Office

The principal office for the transaction of business of the City of Albuquerque Early Head Start
Program {Program} is located at 1820 Randolph Rd SE, Albuquerque, New Mexico 87106, or
other such location as may be determined by the Governing Board.

ARTICLE lI
PURPOSE & TASKS

Section A: Purpose:

This Advisory Committee shall fulfill a range of federally-mandated governance functions while
the Albuquerque City Council retains general governing authority which includes legal and fiscal
responsibilities in administering and overseeing the Program including the safeguarding of
federal funds as required by the Head Start Act.

Section B: Tasks:

The tasks of the Advisory Committee are:
e Review the development and implementation of Program goals, objectives and policies.
¢ Review organizational performance and Program progress based on aggregate
performance data reports provided by Program management and be familiar with major



programs, services and initiatives.

o Be familiar with the Program strategic direction and plan that includes an organizational
vision, short-term and long-term goals and operational and fiscal objectives.

¢ Be familiar with procedures and criteria for recruiting, selecting, and enrolling children.

¢ Be familiar with procedures for selecting Policy Council members.

e Review applications for funding and amendments to applications for funding.

¢ Review the major financial expenditures and the operating budget of the Program prior
to the Program’s submittal of the budget to City Council.

e Review all aspects of the independent financial audits of the Program, including review
of the draft findings; and track any necessary programmatic actions or changes arising
from the audit.

Participate in Program self-assessment reviews as scheduled by Program management.
Be familiar with the Early Head Start Program Performance Standards.

* Review the quarterly report that Program staff provide to the Mayor and the City
Council with Program information summaries, including aggregate performance data
summaries showing Program progress in meeting school readiness, enrollment,
attendance reports, family engagement activities, and financial information, including
subsidies to the Program from other federal, state and local government sources

Section C:. Training and Technical Assistance
The Advisory Committee will receive effective and ongoing training and technical assistance to
assist them in the review of program materials.

ARTICLE IH
MEMBERSHIP

Section A: Composition of Advisory Committee:

The Advisory Committee shall consist of five (5) members appointed by the Mayor with the
advice and consent of the City Council.

One member must have fiscal/accounting background and expertise.

One member must have early childhood education and development background.

One member must be a licensed attorney.

The remaining members must reflect the community served and include parents of
children who are, or were formally, enrolled in Early Head Start programs.

Section B: Voting Procedure
Election of officers will follow Robert's Rules of Order Newly Revised.

Section C: Term of Membership:

Advisory Committee members shall serve staggered three (3) year terms. However, of the
Committee members first named upon committee formation, two members will have terms



ending July 1, 2019, two members will have terms ending July 1, 2020 and on one will have a
term ending July 1, 2021. Members shall not serve more than three (3) consecutive terms.

Section D: Vacancies:

Vacancies on the Advisory Committee shall ordinarily be filled by appointment of the Mayor
with the advice and consent of the City Council.

Section E: Terminations:

A parent representative who no longer has a child enrolied in the program will serve only until
his/her successor can be appointed. The parent will be provided the opportunity to serve as a
community representative.

Any Advisory Committee member may resign from Advisory Committee by sendinga letter of
resignation to the Mayor.

Any Advisory Committee member who misses three (3) regular scheduled Advisory Committee
meetings may be considered to have resigned from the Advisory Committee, at the discretion
of the Chairperson. If the Chairperson has messed 3 regularly scheduled meetings, initiating
the resignation process will be responsibility of the Vice Chairperson.

Section F: Voting Rights

Each member of the Advisory Committee shall have one vote. There shall be no proxy voting
by, or for, another member. In special circumstances, a telephone poll may be conducted by
the chairperson or their designee. The vote will be ratified at the next Advisory Committee
meeting.

Section G: Conflict of Interest:

No person employed by the Program shall be eligible to be a voting member of the Advisory
Committee. Each member shall sign a conflict of interest disclosure form.

Section H: Duties of Advisory Committee Members:

Upon appointment Advisory Committee members understand that this position bears
consequential responsibility. Advisory Committee business is dependent upon member
participation and the establishment of a quorum.

All members of the Advisory Committee, by their appointment to the Advisory Committee,
agree to:

e Attend all regularly scheduled meetings.
e Arrive on time for all Advisory Committee and committee meetings.



e Actively participate in meetings by reading the agenda prior to the meeting, and if
possible, discussing matters to be considered with other parents he/she represents.
Keep informed of the Advisory Committee’s purpose, plans and progress.
Remember the rights of others to express their opinions.

Consider all information and arguments before voting.

Debate and discuss the issues, not persons or personalities.

Accept and support any final decisions of the majority of the Advisory Committee.
Establish and participate in committees as determined by the Chairperson.
Promote an open line of communication.

ARTICLE IV
OFFICERS
Section A: Officers

The Advisory Committee shall elect from its membership the following officers: Chairperson,
Vice Chairperson, plus such other officers as the Advisory Committee deem necessary.

Section B: Terms of Office for Officers

Officers shall be selected for a one year term. No officer shall serve more than two {2)
consecutive terms.

The term of membership for each member shall begin with the first Advisory Committee
meeting following his/her election.

Section C: Election of Cfficers

After seating Advisory Committee members in the fall of each year, an election for executive
officers will be held. The officers include: Chairperson, Vice Chairperson. The duties of these
officers are described in Section VI (Duties of Officers) below. An officer shall serve until his/her
replacement is duly elected. There will be nominations from the floor.

Section D: Vacancies
Vacancies among the officers shall be filled by election of a majority vote of the Advisory
Committee and shall be for the unexpired portion of the year term of the original person

elected officer.

Section E: Removal

Any officer of the Advisory Committee who fails to perform his/her duties as outlined in the by-
laws can be removed by a majority vote of the Advisory Committee.



Section F: Duties of Officers

The Chairperson shall:

Preside at all meetings.

Talk no more than necessary when presiding.

Have an understanding of the by-laws of the Advisory Committee.

Have an understanding of basic parliamentary procedures.

Extend every courtesy in the discussion of motions.

Call the meetings to order and formally close them.

Maintain an orderly meeting where all receive an opportunity to be heard but noone
dominates the meeting or discussions.

Note whether a quorum is present and declare the same.

Review the agenda with the Early Head Start Director or assigned Early Head Start staff
prior to each meeting and see that it is shared with each member.

o At the request of the Early Head Start Director or assigned Early Head Start staff,
call special meetings as needed and see that appropriate notices are sent to
Advisory Committee.

Appoint the Vice Chairperson to committee where he/she is not specificallyappointed in
these by-laws.

Appoint members to committees on an as-needed basis.

Vote in case of a tie.

Serve as an ex-officio member of all committees.

The Vice Chairperson shall:

Perform all duties of the Chairperson when the Chairperson is unable to perform anyor
all of these duties.

Preside in the absence of the Chairperson or whenever the chairperson temporarily
vacates the chair.

Assume the office of chairperson in the event of the resignation, termination, or
ineligibility of the Chairperson. He/she shall serve until the Advisory Committee electsa
permanent Chairperson.

Agency Responsibilities:

The City of Albuquerque is the Program Grantee, which has legal and fiscal responsibility for the
Early Head Start Program. A representative from the City of Albuquerque Early Head Start
program shall:

Provide reports to the City Council on a quarterly basis.

Meet with the Family & Community Services Department’s Fiscal Manager to review the
monthly fiscal report, and provide a copy of the report to Advisory Committee at
regularly scheduled meetings.

Ensure that all component reports are submitted to Advisory Committee atregularly



scheduled meetings.
e Ensure that copies of all Advisory Committee minutes are distributed on a regular basis.
e Distribute reports to City Council and Advisory Committee members via e-mail, inter
office mail, or regular mail if meetings are not held.
s Ensure that the Community Needs Assessment and the Annual Self-Assessment are
reflective of Advisory Committee participation.
Share the annual Program Information Report (PIR} and Early Head Start Annual Report.
Provide monthly financial statements, including credit card expenditures.
Share Program enrollment data, including attendance;
Provide a monthly report of meals and snacks provided through programs ofthe
Department of Agriculture. (CACFP)

ARTICLE V
MEETINGS
Section A: Regular Meetings

Advisory Committee shall meet a minimum of four {4) times per year. Advisory Committee and
the Governing body will receive meeting schedules once the Advisory Committee sets the
meeting dates.

All meetings shall be open to the public and insofar as possible shall be held at a facility owned
either by the City of Albuguerque or Bernalillo County.

Section B: Place of Meeting

The regular meeting place of the City of Albuguerque Early Head Start Program Governance
Advisory Committee is one of the Early Head Start child development centers or the Child and
Family Development administrative offices.

Section C: Special Meetings

Special Meetings may be called by the Chairperson, as the need arises.

Section D: Written Notices

Regular meeting notices shall be e-mailed to each member of the Advisory Committee and the
City Council appointed liaison at least five (5) days prior to the date of each regular meeting.

Notices of special meetings shall be e-mailed to each Advisory Committee members at least
three (3) days in advance of the meeting along with an explanation for calling the meeting. If
necessary, phone calls may be substituted for written notices of special meetings.

Reasonable notice shall be given to the public prior to any meeting of the Advisory Committee.
At least once a year, the Committee shall determine what is reasonable notice to the public of



its meetings; provided that in no event shall notice be less than the notice required for Advisory
Committee meetings.

Section E: Quorum

A majority of the members of the Advisory Committee shall constitute a quorum for the
transaction of business. A motion shall carry upon the vote of the majority of the members
present at any meeting.

Section F: Minutes

Minutes shall be kept of each meeting. Meeting minutes will be posted on the City of
Albuguerque website.

Section G: Amendments

These by-laws may be amended or repealed at any meeting of the Advisory Committee by a 2/3
vote of the members present at any regular or special meeting of the Early Head Start Program
Governance Advisory Committee. Items required by Program Regulations or Federal and State
laws may not be amended or repealed.

ARTICLE VII
EFFECTIVE DATE
These revised By-laws will become effective upon approval by Advisory Committee, having
been adopted by the Advisory Committee on Thursday, September 12, 2019.

Advisory Committee Chairperson  Date

These revised By-Laws will become effective upon approval of the City of Albuquerque, Early
Head Start Governing Body.

City Council President Date



