WASHITA VALLEY COMMUNITY ACTION COUNCIL

HEAD START PROGRAM

ELIGIBILITY, RECRUITMENT, SELECTION

ENROLLMENT AND ATTENDANCE POLICIES AND PROCEDURES
POLICY:
Washita Valley Community Action Council Head Start Program will use a systematic process based upon the Community Assessment to recruit and enroll sufficient numbers of eligible children ensuring the continuous funded level of 454 children and a waiting list at each center. At least Fifty-five percent of the enrollment will be children from families whose income is at or below the current federal poverty guidelines.  Ten percent of enrollment will be for children with disabilities.

Washita Valley’s Community Assessment and Self-Assessment will be reviewed by the Program Design and Management/E.R.S.E.A. committee annually to:

· Determine if statistics indicate a possible need for Head Start services in an unserved or underserved area of Grady or Caddo County.  If statistics indicate a possible need, additional recruitment efforts will be focused on that area.

· Determine if all eligible children have access to program sites/options.
· Assure that centers are able to maintain funded enrollment.

PROCEDURES:

Determining Community Strengths and Needs

Washita Valley Community Action Council will conduct a community assessment every three years, during the first year of the triennial cycle requiring a full continuation grant application. The required content of the Community Assessment includes the following information:

· Demographic makeup of Head Start eligible children and families, which include


the number, geographic location, and racial composition;

· Number of children with disabilities, types of disabilities, and relevant services


and resources provided by community agencies;

· Data on education, health, nutrition, and social services needs of Head Start


eligible children and families;

· The education, health, nutrition, and social service needs of children and their


families as defined by families of Head Start eligible children and by institutions 
in the community serving young children

· Other child development and publicly funded state and local preschool programs,


and the approximate number of Head Start eligible children served by each;

· Resources in the community that could be used to address the needs of Head


Start eligible children and their families, including problems with availability and


accessibility.

· A summary of the process used to conduct the Community Assessment (CA),


which includes the involvement of parents, staff, and other sources of statistical


information and data.

Update Year – The Community Assessment update takes place during the two

intervening years following a full assessment. The purpose of the update is to review the full Community Assessment to determine if there have been significant changes that need to be reported and impact program design and options.

Information from the Community Assessment is used to determine

· our program’s  long-range and short-range program objectives;

· the type of services that are most needed and the program option or options that will be implemented;

· the recruitment area that will be served by Washita Valley;

· the location for centers and areas to be served by home base;

· criteria that define the types of children and families who will be given priority for recruitment and selection.

 Age of Children and Family Income Eligibility
Washita Valley CAC Head Start serves age and income eligible children and their families who reside in Caddo and Grady counties.  
Head Start

Age eligible Head Start children must be at least three (3) years of age on or before September 1 and remain age eligible until they are of  eligible for kindergarten.  Children with a documented disability, children who have been enrolled in an Early Head Start program may be served when they turn three (3) years of age during the program year even if they did not turn three (3) on or before September 1.   If a vacancy exists, and there are no age eligible children on the waiting list, a child may be accepted into the program upon his/her third birthday.  Children who will be 3 years old after January 31 will not be accepted for enrollment in the Head Start program with the exception of EHS children, but will be placed on a waiting list for the next program year. 
Early Head Start

Children who are birth to 36 months and women who are pregnant are eligible to be enrolled in Early Head Start.   Babies must have their first immunizations before entering the Early Head Start program.
Income eligible is defined as:
POVERTY GUIDELINES:  Families whose total annual income before taxes is equal to or less than the current federal poverty guidelines.

Categorically Eligible

PUBLIC ASSISTANCE:  Children from low income families who are eligible for public assistance. (Receiving benefits or services on a regular basis through TANF or SSI programs, even if the family exceeds poverty income 
FOSTER CARE:  Children in foster care regardless of family income.
HOMELESS:  Children who are homeless according to the Definition of Homeless from McKinney-Vento Homeless Act:

(1) Individuals who lack a fixed, regular, and adequate nighttime residence, and

(2) Includes children who are sharing the housing of other persons due to loss of housing, economic hardship, or a similar reason; are living in motels, hotels, trailer parks, or camp grounds due to the lack of alternative adequate accommodations; are living in emergency or transitional shelters; are abandoned in hospitals; or are awaiting foster care placement;

(3) Children and youth who are living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or train stations, or similar settings, and

(4) Migratory children who meet (1)-(3) above.
LAST YEAR QUALIFIERS:  Children who were enrolled the previous year (only) and were determined income eligible.  Children enrolled for the third year will be considered the same as a new enrollee.
Family income must be verified before determining eligibility.  Acceptable documentation of income will be:
Parent(s) or guardian(s) income for a 12 month period. (a)Consider the 12 months immediately preceding enrollment or preceding calendar year, whichever more accurately reflects the family’s current needs)

            (W-2’s, 1040 Tax Statement, Check Stubs showing year to date, or letter from 

            employer, etc.)                                                                                                                                       
 Requirements for Full Day Head Start Classrooms

 

To qualify for this option, children must be age and income eligible and both parents/guardians must be:
· Working a minimum of thirty (30) hours per week with no care giver in the home
· Enrolled full time in programs such as GED preparation, English as a Second 
       Language or high school
· Enrolled full time in a non-degree training program 
· Enrolled full time in a 2- or 4-year college degree program.
· Special needs that justify full day services.
 

In two parent families, both parents/guardians must meet one of the qualifications listed above.

 

Work verification – parents/guardians must submit documentation (check stubs with number of hours or letter from employer) of full time work before the start of school and every month thereafter for eligibility.
 

Verification of Education/Training – parents/guardians must submit a letter or enrollment form from the school or program before the start of school and every month.
 

Parents are given thirty (30) days to obtain employment if they become unemployed after their children enter full day classrooms.  After thirty (30) days the parents no longer qualify for the full day/full year Head Start option.  The child will be placed in a part-day classroom if space is available, or parents/guardians will be asked to pick up child at 1:00.
When parents no longer meet the education/training qualification, their children are in-eligible for full day/ full year Head Start, and will be placed in a part-day classroom if space if available, or will be asked to pick up the child at 1:00. 
Recruitment

The recruitment process utilizes a variety of ways for contacting families to ensure that the neediest children from low-income families are recruited for the program.  It is designed to inform all eligible families of the availability of Head Start services in order to provide them with an opportunity to apply for enrollment in the program.  All Head Start Program staff are actively involved in the recruitment process.  Recruitment activities are conducted in areas served by the program and in unserved areas throughout the agency’s service area of Caddo and Grady Counties.   

· Active recruitment for the following school year begins in February.
· Efforts are made to solicit applications from as many Head Start eligible families as possible. 
· Teaching staff and Family Advocates begin re-enrollment of returning children in March.
· Policy Council members take information on recruitment to parent committee members. 

· Notes are sent home with currently enrolled Head Start children.  

· Parents are asked to inform relatives and friends with eligible children and to assist in other recruitment efforts. 
· Announcements are posted in community and local service buildings, businesses, church bulletins, post offices, WIC office, D.H.S., low income apartments, government offices, grocery stores, health departments and local newspapers. 
· The local pregnancy centers, junior high and senior high schools, and technology centers will be contacted for referrals. 

· Community and public service announcements are arranged with radio and cable television stations.

· Inter-agency councils in Grady and Caddo Counties are informed and asked to refer families.

· Newsletters include recruitment and enrollment information and locations of all centers.

· Recruitment information will be available in Spanish.  Translators will translate materials as needed and provide assistance to families during the recruitment process.

· The recruitment effort includes recruiting children with disabilities. 

Selection 
Washita Valley will establish selection criteria points annually with input and

approval of the policy council and governing board. Information from the community assessment is used in the development of the selection criteria. The selection criteria points are used to prioritize the enrollment of children and families into the program. If the program has exhausted all categorically and income eligible applications, it may serve 35% of children whose families’ income falls between 100% and 130% of the poverty income guidelines and an additional 10% of children whose families’ income falls above the 130% of the poverty income guidelines.
Selection Prioritization

A selection team consisting of ERSEA Coordinator and a manager and/or a family advocate will go over the priority list to determine which children will be selected for enrollment.
· Priority will be given to categorically and income eligible 4 year old children, children transferring from another Washita Valley Head Start classroom, and children who have previously dropped from a Washita Valley Head Start classroom.   Applicants with extenuating circumstances indicating the child is in urgent need of Head Start services may be given priority with verification of need and written approval of Family Services Manager and Head Start Director.

· Income and age eligible applicants will be accepted using CHILD PLUS generated prioritization lists as soon as applications are processed during spring and summer months, up to the funded enrollment number for each center. 
· In one-classroom centers, four year old children will be enrolled first, and three year old children placed on wait list.  Prior to the beginning of school any spaces available will be filled with eligible three year old children. 
· If there are more eligible applicants than funded slots at the time of selection, selection for enrollment will be based on the highest number of points.  

Over Income Applicants:

· Over income enrollment will not exceed 10% of total enrollment and up to thirty-five percent whose families have income 130 percent above poverty.
· Approximately one week prior to the beginning of the new school year if space is available, remaining eligible applicants and over-income applicants will be accepted using computer generated Prioritization Reports.
· Priority will be given to 4 year old children in centers operating public school collaborations.
· Above-income applications received that meet Enrollment Requirements prior to selection dates are placed on wait list status for each center and sent notification of wait list status by mail. 
Once selection is made and the waiting list established, each family selected will be notified by mail and requested to attend an open house at their Head Start center.  
After initial enrollment period, selection for enrollment for part-day classrooms will be made when space becomes available through March 31 using  computer generated Prioritization Reports.
Date of application ( All other factors being equal, the earliest

Date shall be selected)                                                                

Points will be assigned as follows:
· SSI                                                                                                    175 points

· Homeless                                                                                          200 points

· TANF                                                                                               175 points

· Foster Care                                                                                       200 points

· Income

           100%-75%                                                                                   100 points

             74%-50%                                                                                   125 points

             49%-25%                                                                                   150 points

             24%-0%                                                                                     175 points
· Diagnosed Disabilities


                                  200 points
· Teen parents
(at time of application)

            
50 points
· Teen parent (16 and under)                                                               200 points
· Grandparents raising grandchildren




50 points
· Single parent/guardian home





25 points
· Siblings
                                                                                    25 points
· Non-English speaking parent/guardian



10 points
· 4 years old                                                                                           50 points
EHS categories

· Infants transitioning from pregnant mother program                       200 points- EHS

· Pregnant Mom                                                                                  100 points - EHS
· No Health Care                                                                                   50 points - EHS
· Medical Diagnosis                                                                             75 points - EHS
Enrollment
Washita Valley CAC Head Start will be fully enrolled with 454 children on the first day of school.   An eligible child is considered enrolled upon completion of enrollment application and documentation necessary for the child to begin receiving services, and the notification of the parent/guardian. Because centers follow each local public school’s schedule, and attendance is staggered the first two days of school, the first day of school for full enrollment is defined as the third day the last center begins services.  For purposes of screening, services must be completed within 45 days of the child’s first day in attendance.

Vacancies 

Vacancies will be filled as soon as possible, but within 30 days of the date a child was dropped based upon the Eligibility, Selection, and Enrollment Procedures.
 If there are less than 60 days remaining in the program year, vacancies will not be filled.
Before an application is considered for selection the following documents must be on file.

New Enrollment:

· Completed application for enrollment in the Washita Valley Head Start Program.

· Documentation of immunizations current according to State of Oklahoma guidelines.

· Documentation of parent(s) or guardian(s) income for a 12 month period. (a)Consider the 12 months immediately preceding enrollment or preceding calendar year, whichever more accurately reflects the family’s current needs)
            (W-2’s, 1040 Tax Statement, Check Stubs showing year to date, or letter from 
            employer, etc.)                                                                                                                                       
· Birth certificate or other document proving child’s age
· Applications from siblings of currently enrolled children must have income verification and go through the prioritization process.  
· Consent for screening.

· Other Items   Social Security Card   Insurance card
 

Reenrollment (all of the following):

· Completed application for enrollment for the 2010-2011 school year.

· Second year returning income eligible children are accepted for enrollment without recertification of income or analysis of priority points. 

· Documentation of immunizations current according to State of Oklahoma guidelines.

· Verification of family’s income if non eligible previous year

· Consent form

Application Process:

· Applications will be completed by staff using interview method, when possible.  Care and respect will be given to ensure privacy during intake process.

· Employees assisting families in filling out the application must sign income verification page.  This only verifies that they have received income verification; it does NOT verify that the child is Below Guidelines or Above Guidelines.
· Make sure all areas on application are complete and signed.
Incomplete Applications:

· Applications that are not completely filled out or that do not have income verification or shot record will be considered incomplete and will not be processed until the application is complete.  Agency staff will assist families with incomplete applications to complete application requirements.  
Attendance 

Attendance will be recorded daily in each classroom on the Child Plus. The appropriate letter or symbol will be recorded daily by each child’s name.

P:
Present



O:
Off campus Head Start function or activity (dentist, Head Start physical, etc.)

E:
Excused
D:
Dropped
N:        Not Scheduled to attend( used when child hasn’t entered yet)
U:
Unexcused


Drop and Add Form 

The Drop and Add Form will be completed by teaching staff when a child is dropped, enrolled, or transferred from their classroom.  The form will be faxed to the office on the day of the drop in which the action took place.  The original will be submitted to the office by mail with other required end of the month paperwork.  

Attendance Record Keeping
Attendance will be recorded daily by the Center Director or the Teacher in Child Plus. All attendance records must be completed in Child Plus no later than 2:00 p.m. on Friday.
Average Daily Attendance

The ERSEA Coordinator will prepare monthly reports of Average Daily Attendance and submit to the Head Start Director.  If a classroom falls below 85% average daily attendance, an investigation of the causes of the absenteeism will be conducted and a report given to Head Start Director.

Procedures for Children’s Absences
1st day
Parents should have notified staff of the child’s absence. 

Staff will record this on the Family Contact Notes.  

2nd day

If no contact has been made with the family:

· Teaching Staff will attempt to make contact by telephone or by contacting Emergency Contacts listed on the application. 
· When contact is made, reason for absence will be documented on Family Contact Notes and in the child plus attendance.
3rd day
If still no contact:

· Teaching Staff will notify Family Advocate.

· Family Advocate will contact parent by telephone, home visit, visit to work site, or by contacting emergency contacts listed on application.  
· The importance of regular attendance and the importance of contacting staff (in advance if possible) when the child is absent will be discussed. 
· Appropriate family support services will be initiated if needed. 
· All attempts to contact family will be documented on Family Contact Notes.  
4th day

If attendance does not improve and contact cannot be made with the

parent:

· The teacher will contact the ERSEA Coordinator.

· ERSEA Coordinator will send letter to family, advising the importance of regular attendance and family support services available.

· One week will be given for child to return or to be dropped depending on individual circumstances.  
1 week later

· Family Advocate will contact the ERSEA Coordinator if attendance is not improved or cooperation cannot be elicited from the parent after offering family support.

· A decision may be made to drop the child depending upon circumstances. 
· The ERSEA Coordinator with the approval of the Head Start Director will send termination letter to parent depending on individual circumstances.

Chronic Absenteeism

Chronic absenteeism is defined as:

· Fifteen or more absences within a calendar month without reasonable cause, not necessarily in consecutive order, or

· Twenty absences with reasonable cause depending on individual circumstances.
· Two unexcused absences for either home visits or group socialization activities.

· Repeated absences, which the home visitor feels are forming a chronic pattern.
When this occurs, the following steps are taken:

· ERSEA Coordinator sends letter to family, advising the importance of regular attendance, family support services available, and gives one week for child to establish regular attendance or to be dropped depending on individual circumstances.

· Approximately one week after sending letter, Family Advocate or Home Visitor contacts the ERSEA Coordinator if attendance is not improved or cooperation cannot be elicited from the parent after offering family support.
· A decision may be made to drop the child depending upon circumstances. 
· The ERSEA Coordinator with the approval of the Head Start Director sends termination letter to parent depending on individual circumstances.
Fee for services:    No fee will be charges or gratuities taken for services to the children enrolled in the Head Start Program.
The ERSEA Policies and Procedures will be reviewed and revised annually by a committee comprised of the Head Start Director, ERSEA Coordinator, other staff, and policy council members.  Upon revision, the ERSEA Policies and Procedures will be presented to the policy council for review, discussion, input, and approval or disapproval.
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