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SUBPART B — EARLY CHILDHOOD DEVELOPMENT AND HEALTH SERVICES
1304.20 Child Health and Developmental Services

1. | Battelle Screening/Ages & Stages 1-6-12
2. | Daily Health Assessment/Weekly Home Based Health A ssessment 11-2-11
3. | Dental Exams 7-25-11
4. | Dental Hygiene 7-2511
5. | Heights and Weights 7-x-11
6. | Hemoglobin Testing 7-25-11
7. | Lead Testing 7-25-11
8. | Physical Examination-Ilmmunization 7-25-11
9. | Sanitizing Contaminated Toys 7-25-11
10, Vision/Hearing Screening 7-25-11
1304.21 Education and Early Childhood Devel opment
1. | CircleTime 8-x-11
2. | Daily Schedule 9-13-11
3. | Daily Schedule Classroom 4-x-11
4. | Decorations 8-x-11
5. | Developmenta A ssessment 9-13-11
6. | Discipline 7-19-10
7. | Displaying Children’s Artwork 8-x-11
8. | Disruptive Behavior 5-x-10
9. | Fieldtrip Preparation 5-x-10
10, Fieldtrip Request 8-x-11
11, Fieldtrip Safety 10-x-10
12, Galileo Permission XX-X-10
13] Home Visit (caregivers/teachers) (Educational) 0-13-11
14| Home Visit/Conferences Schedule 2010 — 2011 5-x-10
15/ Incontinent Children 7-25-11
16/ Individuaization (EHSHSCIP) 0-13-11
17, Indoor/Outdoor Physical Activities for Home-Based Setting 8-x-11
18, Input into Galileo 9-13-11
19/ Internal Child Abuse & Neglect 9-x-11
20/ Lesson Plan 8-x-11
21) Parent/Child Activity Day 8-x-11
22| Parent Conferences (Caregivers & Teachers) 9-13-11
23] Parent Input 8-x-11
24 Pictorial Schedule 8-x-11
25) Planning Fieldtrip 8-x-11
26, Reading Stories 8-x-11
27| Rotating Materiasin the Classroom 8-x-11
28] School Attending 8-x-11
29/ Teacher Observation (for referral purposes) & Form 8-x-11
30, Trangition 8-x-11
31] Transitioning to Kindergarten 5-x-10
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SUBPART B - EARLY CHILDHOOD DEVELOPMENT AND HEALTH SERVICES
1304.22 Child Health and Safety

1. | Administering CPR 7-25-11
2. | Administering First Aid 7-25-11
3. | Administration of Medication 7-25-11
4. | Animalson Site 7-11-11
5. | BusDisinfection 7-11-11
6. | Caseload, Family Support, Parent Contacts and Home Visits 1-x-11

7. | Child Abuse/Neglect 2-x-11

8. | Child Safety 7-11-11
9. | Dental and Health Follow-ups 7-11-11
10, Policy and Procedures for Diapering and Toileting 6-6-11

11} Emergency Contacts 7-11-11
12} Emergency Plan 7-25-11
13, Emergency Preparedness Drill 6-2-11

14, Fire Drills/Fire Extinguishers 6-2-11

15/ First Aid-CPR Training 7-11-11
16{ First Aid Kits 7-11-11
17| Hand Washing 7-11-11
18, Handling Body Fluids 7-25-11
19| Head Lice 7-11-11
20] ldentification of Medical, Dental, or Developmental Concerns 7-11-11
21 Infection Control & Chart 7-25-11
22/ Intruder Alerts and Drills 7-25-11
23] Involving Parentsin Hedth Care 7-11-11
24) Ongoing Health Care 7-11-11
25, Outdoor Prevention 7-11-11
26/, Permission to Obtain Emergency Medica Care 7-11-11
27) Picking Up Children at Head Start/Early Head Start 7-25-11
28 Preventative and Primary Health Care 7-11-11
29/ Reporting Accidents 7-11-11
30, Seizures 7-11-11
31) Short Term Exclusion from Head Start 7-25-11
32/ Supervision of Children 9-21-11
33] Tornado Drill 7-25-11
34/ Tricycles 7-11-11
35) When Protective Services Removes a Child from the Head Start/Early Head Start Center 6-x-11
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SUBPART B - EARLY CHILDHOOD DEVELOPMENT AND HEALTH SERVICES

1304.23 Child Nutrition

1. | Breast Milk/Formula Handling & Storage 9-20-11
2. | Choking Prevention 7-20-11
3. | Classroom Nutrition Activities 9-20-11
4. | Cook Work Hours 9-20-11
5. | Emergency Meal Policy 9-20-11
6. | Field Trip Mea Counts 9-20-11
7. | Food Safety and Sanitation 9-20-11
8. | Grocery Shopping 9-20-11
9. | Head Start/ Early Head Start Meals 9-20-11
10.| Infant/Toddler Feeding Instructions 9-20-11
11.| Infant/Toddler Food Safety 9-20-11
12.| Infant/Toddler Gram 9-20-11
13.| Meal Times— Head Start 9-20-11
14.| Menu Changes 9-20-11
15.| Parties and Treats 9-20-11
16.| Refrigerator/Freezer Temperatures 9-20-11
17.| Specid Dietary Needs 7-20-11
18.| USDA Regulations 9-20-11
1304.24 Child Mental Hedlth
1. | Administration of Ages & Stages Parent Questionnaire 9-x-11
2. | Administration of Devereux Early Childhood Assessment (DECA) 9-x-11
3. | Behavior Management Principles 2-x-11
4. | Behavior Management Support/Discipline 2-x-11
5. | Child Discipline-Time Out 9-x-11
6. | Menta Heath Assessment and Concerns/Emergency Concerns 2-x-11
7. | Menta Health On-Site Services 9-x-11
8. | Menta Health Procedures 2-x-11
9. | Mentd Health Referrals for Children 9-x-11
10.| Mental Hedlth Referrals for Families 9-x-11
11.| Mental Health Resources 9-x-11
12.| Providing Information and Support to Parents 9-x-11
13.| Response to Behavioral and Mental Health Concerns 9-x-11
14.| Sexua Predator Policy 2-x-11
SUBPART C-FAMILY AND COMMUNITY PARTNERSHIPS
1304.40 Family Partnerships
1. | Accessing Community Services and Resources 2-x-11
2. | Accessing Services and Referrals 9-x-11
3. | Arrival/Departure & Attendance Policy & Form 9-x-11
4. | Attendance 9-1-10
5. | Changein Legal Custodia Arrangements 9-x-11
6. | Child Abuse/Neglect 2-x-11
7. | Children’s Head Start School Pictures 9-x-11
8. | Confidentiality of Information 2-x-11
9. | Discipline by Parents at Head Start/Early Head Start Centers 9-x-11
10| Education and Training Material for Parents 9-x-11
11| Emergency/Crisis Intervention 1-x-11
12) Family Participation in Literacy-Related Services 9-x-11
13] Family Partnership Agreements 9-x-11
14, Family Partnership Process 1-x-11
15) Follow-up of Family Services & Referrals 9-x-11
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16, Health Check for Newborns 4-x-10
17, Home Visitsin the Family’s Home 4-x-10
18| Informed, Written Consent 9-x-11
19, Multicultural Communication 9-x-11
20) Non-Enrolled Children at Head Start 9-x-11
21, Orientation of Parents 9-x-11
22| Parent Committee Meetings 9-x-11
23| Parent Grievance Policy 9-x-11
24 Parent Involvement, General 2-x-11
25/ Parent Involvement in Child Development and Education 2-x-11
26, Parent Involvement in Community Advocacy 2-x-11
27, Parent Involvement in Health, Nutrition, and Mental Health Education 2-x-11
28] Parent Involvement in Home Visits — Conferences 9-x-11
29, Parent Involvement in Home Visits 2-x-11
30, Parent Involvement in Transition Activities 2-x-11
31/ Parent Meetings and Activities 9-x-11
32| Parent Participation (Volunteer & Employee) (Education Committee) 9-x-11
33, Parental Involvement in Educational Activities 9-x-11
34) Parental Involvement in Home Visits made Outside of the Home 9-x-11
35/ Parentd Participation in Health, Nutrition, and Mental Health Education 9-x-11
36. | Parents as Volunteers 9-x-11
37. | Providing Copies of Information to ParentsGuardians 9-x-11
38. | Referral Process 3-2-11
39. | Release of Child 2-x-11
40. | Resources & Referrals 9-x-11
41. | School Readiness Attendance 8-x-11
42. | Service to Pregnant Mothers 9-x-11
43. | Trangition 9-x-11
44, | Transition for Newborns/Family Partnerships 8-31-11
45, | Volunteer supervision 9-x-11
SUBPART C-FAMILY AND COMMUNITY PARTNERSHIPS
1304.41 Community Partnerships
1. | Child Custody Issues 9-x-11
2. | Collaborative Partnerships/Rel ationships with Agencies-Interagency Agreements 9-x-11
3. | Community Partnerships 9-x-11
4. | Extended Care 9-1-10
5. Partnerships with Agencies that address Children with Disabilities 9-x-11
6. Partnerships with Child Abuse Prevention Programs 9-x-11
7. | Partnerships with Health Care, Mental Health, and Nutritional Services 9-x-11
8. | Partnershipswith Local Elementary Schools, Libraries, and Museums 9-x-11
0. Partnerships with Other Organi zations-Serving on Community Committees 9-x-11
SUBPART D — PROGRAM DESIGN AND MANAGEMENT
1304.50 Program Governance
1. | Annual Training for Policy Council and Board of Directors 6-27-11
2. | Community Complaints 6-27-11
3. | Policy Council Elections and Service 6-28-11
4. | Policy Council Member Reimbursement 12-14-11
5. | Policy Council Telephone Polls 6-27-11
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1304.51 Management Systems and Procedures

1. | Accident/Sudden or Severe IlIness of Children or Staff 7-28-11
2. | Activity Delivery and Service Tracking 9-x-11
3. | Answering Telephone/Taking Messages 7-11-11
4. | Basic Computer Maintenance 6-27-11
5. | Bomb Threat Evacuation Plan 7-28-11
6. | Budget Planning Process 7-x-11
7. | Bulletin Boards (Office) 7-11-11
8. | Bus Monitors 9-x-11
9. | Buying Submitting Bills 7-11-11
10.| Calculating In-Kind 7-11-11
11.| Calingin Sick 7-11-11
12.| Center Staff Meetings 7-11-11
13.| Child Outcome Report to Policy Council and Board 7-11-11
14.| ChildPlus Input 7-x-11
15.| Child's Education File 9-x-11
16.| Closing Schools/Bad Weather 7-11-11
17.| Communication in the Early Childhood Community 7-11-11
18.] Communication System 7-11-11
19.| Communication with Other Programs 7-11-11
21 | Communication with Parents 7-11-11
22 | Community Needs Assessment 9-x-11
23 | Complaints within the Program 7-11-11
24 | Computer System and Equipment 6-28-11
25 | Computer Use 6-28-11
26 | Confidentiality of Disability Records 9-x-11
27 | Confidentiality of Records 9-x-11
28 | Credit Cards 7-11-11
29 | Davis-Bacon Act [Compliance Form] 7-11-11
30 | Documenting Home Visits and Parent Conferences (Non-educational) 9-x-11
31 | Financial Reports [Financial Policies & Procedures Manual (May 12, 2011)] 5-25-11
32 | Fire Plan 7-28-11
33 | Fiscal Management 7-11-11
34 | Galileo for Classroom 9-13-11
35 | Grant Application/Budget 7-11-11
36 | Greeting Families and Guests 7-11-11
37 | Head Start Grant Application 7-11-11
38 | Health Records 7-28-11
39 | Hurricane Evacuation 7-28-11
40 | Incoming Mail 7-11-11
41 | Information that Can be Given Out Over the Phone 7-11-11
42 | In-House Invoices 7-11-11
43 | Inventories 7-11-11
44| Invoices 8-18-10
45 | Licensing Reports 7-11-11
46 | |ocal Travel Reimbursement 7-11-11
47 | Management Team Meeting 7-11-11
48 | Memos 7-11-11
49 | Monthly Newsletter 7-11-11
50 | Observation Record 9-1-10
51 | Ongoing Monitoring 7-x-11
52 | Personal Actions on Company Time 7-11-11
53 | Petty Cash 7-11-11
54 | Petty Cash Reimbursement 7-11-11
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55 | Portfolios 8-x-11
56 | Press Coverage 7-11-11
57 | Proofreading 7-11-11
58 | Purchase Orders 7-11-11
59 | Radiosin Offices 7-11-11
60 | Scheduling Fillmore Conference Room 7-11-11
61 | Security Awareness 7-28-11
62 | Self-Assessment 7-11-11
63 | Severe Weather Safety Drill Procedures 7-28-11
64 | Signing Children In and Out 7-28-11
65 | Telephone Tree 7-11-11
66 | Updating Files 7-11-11
67 | Weekly Reports to Director 7-11-11
SUBPART D — PROGRAM DESIGN AND MANAGEMENT
1304.52 Human Resources M anagement

1. | CDA Credentia Renewal 7-18-11
2. | CDA Requirement 7-18-11
3. | Cdlular Phones 7-18-11
4. | Children at Work 7-18-11
5. | Classroom Conduct 7-18-11
6. | Contracted Services 9-x-11
7. | Corrective Action — Staff Discipline 7-18-11
8. | Education Benefit 7-18-11
9. | Employee Assistance Program 9-x-11
10, Employee Break 7-18-11
11, Employee Five-Y ear Screening 7-18-11
12, Employee Screening 7-18-11
13| Flex Time 7-18-11
14| Holidays 7-18-11
15, Lunch Breaks for Family Service Workers 7-18-11
16, Marginal Employee 7-18-11
17) New Employee Handbook 7-18-11
18, Orientation of New Employees 7-18-11
19/ Racia/Ethnic Make-Up of Classroom Staff 7-18-11
20) Required Classes 7-18-11
21, Service Provider Credentials 9-x-11
22) Staff Attendance 7-18-11
23] Staff Evaluation 7-18-11
24| Staff Personal Belongings 7-18-11
25) Supervision of Staff 7-18-11
26) Taking Classes 7-x-11
27| Teacher Degree Requirements 7-18-11
28] Teacher Qualifications 9-11
29) Teaching Staff Assignment 8-x-11
30, Time Sheets 7-18-11
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SUBPART D — PROGRAM DESIGN AND MANAGEMENT
1304.53 Facilities, Materia's, and Equipment

1. | Cleaning & Sanitizing (Form & Chart) 9-1-10
2. | Cleaning Mats 7-28-11
3. | Cleaning of Yards 7-28-11
4, | Daily Center Inspections 7-28-11
5. | Drinking Water 7-28-11
6. | Facility Maintenance 7-28-11
7. | Labeling 8-x-11

8. | Outdoor Play and Materials 9-13-11
9. | Retention and Disposal of Records 7-18-11
10.| Storing Supplies 7-28-11
11.| Sudden Infant Death Syndrome/Infant Sleeping Arrangement 7-27-11
12.| Tobacco Use 7-28-11
13.| Vermin Control 7-28-11
14.| Washing Clothes 7-28-11

PART 1305 ELIGIBILITY, RECRUITMENT, SELECTION, ENROLLMENT, AND ATTENDANCE IN H.S.

1. | Absentee Follow-up 2-x-11
2. | Application of Staff’s Child into the Head Start Program 9-x-11
3. | Application Process 9-x-11
4. | Early Head Start Home Based Program Change of Address 9-x-11
5. | Eligibility 9-x-11
6. | Enrollees’'Withdrawal/Drop/V acancies/Change of Status 1-x-11
7. | Enrolling Early Head Start Children 2-x-11
8. | Enrollment 7-2-08
9. | Enrollment of Children of Pregnant Mothers 12-x-10
10, Enrollment of Early Head Start Home Based/First Home Visit 5-x-11
11} Family Tracking 9-x-11
12] Filling Vacancies 9-x-11
13, Follow Up of Absence 9-x-11
14, Irregular Attendance 9-x-11
15/ Over — Income Applications 9-x-11
16, Program Accessibility 9-x-11
17| Recruitment 9-x-11
18| Re-enrollment 9-x-11
19/ Selection 9-x-11
20] Tardy Policy 9-x-11
21) Tracking Attendance 9-x-11
22) Waiting List 9-x-11

PART 1306 HEAD START STAFFING REQUIEMENTS AND PROGRAM OPTIONS

| 1. | Group Socidization | 3-x-11
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PART 1308 H.S. PROGRAM PERFORMANCE STANDARDS ON SERVICES FOR CHILDREN WITH DISABILITIES

1. | Communication Between Parents and Staff 5-x-10
2. | Communication Between Therapists and Staff 8-x-11
3. | Cooperative Agreement 9-13-11
4. | Disahilities Service Plan 0-13-11
5. | IEP/IFSP 9-14-11
6. | Inclusion 9-14-11
7. | Individual Education Plan (IFSP/IEP) & Lesson Plans 8-x-11
8. | In-House Individual Family Support Plan (IFSP) 7-x-08
9. | Multi-Disciplinary Team 9-1-10
10,/ Referral Procedure 9-13-11
11, Requests for Special Equipment and Supplies 8-x-11
12} Screening 0-13-11
PART 1310 HEAD START TRANSPORTATION
1. | Alternate Routes 9-x-11
2. | Busand Pedestrian Safety Education Training (Children) 8-x-11
3. | Bus Driver Qualifications 7-x-11
4. | Bus Evacuation 7-x-11
5. | Bus Safety During Bus Break Down 7-x-11
6. | BusTraining 11-x-11
7. | BusTrip Routing 7-x-11
8. | Children with Disabilities 7-x-11
9. | Coordinated Transportation 7-x-11
10/ IlIness on Bus 7-x-11
11, Medications on Bus 7-x-11
12, Pedestrian Safety Training 7-x-11
13, Safety Education 8-x-11
14/ Transportation Services 7-x-11
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