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Introduction to the FY2009 Office of Hedstart Monitoring Protocol

The Office of Head Start (OHS) presents the FY2009 Office of HedddBtitmring Protocol. The Protocol has been revised for FY2009 to
incorporate requirements of the 2007 Head Start Reauthorization Act and to place a greater emphasis on the quality ioEtlyeaddl
management of program services. The Protocol orgamlsgaents of program performance standards and other program regulations
into 11 sections against which compliance will be monitored:

Health Services

Nutritional Services

Safe Environments

Transportation Services

Disabilities Services

Mental Health Srvices

Family and Community Servic@SCS)

Education and Early Childhood Development Services (ECD)
Fiscal Management

Program Design and ManagemégRDM)

Eligibility, Recruitment, Selection, Enroliment and Attendance (ERSEA)

=8 =4 =8 -8 8499999

Compliance Questioffierm the basis of the Protocol, with each question focusing on one or more program requirements against which
compliance will be monitored. Review teams must respond to Compliance Questions usiragghted Questionsvhich outline the

YAYAYdZY aSONIRSITOSNEI dKNBYSy ia Ay | R RagdteduegtiBniadioduns thelpaoplgtda STFFSOUGA D
interview, questions to ask, information to retrieve from documents, and observations to make in developing an understanding

grantee compliance with eh question. All of the evidence gathering questions must be completed in order to answer the associated
compliance question.

A series of tools have been developed to organize the evidence gathering process. These tools, which organize the Uestimied Q
by method of data collection and source, include:

Interview Guides

Observation Guides

Document Review Guides

Checklists (e.gSafe Environment€hecklist)

File Review Guides

= =4 -8 -8 -

The evidence collected through each tool is linked to Compliance Questiehwill be used to assist review teams in making compliance
determinations.

The Protocol gives grantees an opportunity to demonstrate compliance. Before the onsite monitoring review, granteesshéitite a
identify the individual(s) who can addi®the Compliance and Targeted Questions most accurately and comprehensively. Grantee
identification of the most appropriate individuals with whom review team members should communicate ensures that theenesite r
provides an accurate assessmentof BidNJ Y 1 SSQa LINRBINIF YO &0 ®

Last UpdatedFebruary27, 2009 1 Introduction to the FY2009 Protocol
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Health Services

This section of the Protocol contains a lisCafmpliance Questionthat identify Head Start (HS) program requirements against which
each question is designed to monitor compliance. Reviewers assigned to thimseast answer all of the Compliance Questions, but

only after collecting and analyzing sufficient information to make-imétirmed decisions. Responses to each Compliance Questions must
be substantiated with details from extensive interviews, documeniaws, and/or observations.

Targeted Questionfollowing the Compliance Questions will help lead reviewers to the right people, documents, and observations from
which to gather information. These questions reflect the minimum evidence gathering requiteteeaddress the Compliance

Questions. Responses to Compliance Questions are not limited to the interviews, document reviews, and observationsmdtgined i

t NR2(i202ftQa ¢l NHSGSR vdzSadazyazr &2 f 2y3 &nd Queltigr Tha chshté review shazND S &
cover all program options provided by the grantee and delegate as well as childcare partnerships and family child care homes.

For each Compliance Question, reviewers must document and describe detailed evidésateddhrough the Guides and Checklists.
Guides are organized by type of interviewee, type of document to be reviewed, or type of observation to be conductedmpla; ex
when interviewing a parent, all Targeted Question for parents, regardless of wthegides in the protocol, will be listed on the Parent
Interview Guide, organized by key topic area (e.g., Communication with Families). The Guides are the area where rdviewers wi
document all of their Notes, which form the foundation for understaugdgrantee compliance, and, when appropriate, become the basis
for preliminary areas of noncompliance. For all evidence collected, reviewers should provide sufficient context to seppuorthhsions
drawn, including the number of documents reviewed, pleointerviewed, and observations made. In the Monitoring Software, all Notes
collected through the Guides are attached to the standards listed with each Targeted or Compliance Question.

The Health Services section of the Protocol is divided into fivgestions:

Section 1: Human Resources

Section 2: Providing Health Services

Section 3: Health Policies and Procedures

Section 4: Early Head Start Programs Serving Pregnant Women or New Mothers
Section 5: Ongoing Monitoring

Last UpdatedFebruary27, 2009 2 Health Services: Introduction
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Health Services Quesin 1A

Do the content area experts assigned to oversee health services have training and experience in public health
nursing, health education, maternal and child health, or health administration? Does the program assure that
procedures are perfored only by a licensed or certified health professional?

1304.52(d)(2)
Link: PDM7B

Targeted Questions for Health Services Question 1A

Document Review: Staff Files

U Before conducting your interviews, review the job description for the content area ewper oversees health
services. Describe the required license or certification for health professionals with experience and expert]
serving young children and their families.

U Review the personnel file, contract, or resume of the health content axgart to determine whether he or she
has documentation of a license or certification, as well as experience serving young children and their fa
List the degree or degrees, training, experience and qualifications documented. Note the accreditiriigriibe
license or certification.

Interview: Health Staff (Staffing)

U Describe how hired staff or consultants provide regularly scheduled and ongoing content area expertise aj
oversight.

U Does the program administer health procedures? If so, are puresderformed by licensed and certified
professionals?

U What training or experience do you have in public health, nursing, health education, maternal and child h¢
or health administration?

Last UpdatedFebruary 27, 2009 3 Section 1: Human Rastes
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Health Services Question 2A
Has the program establishedqeedures for tracking, documenting, and reporting health care services?

1304.20(a)(1)(ii)(C),
1304.20(d), 1304.22(a)(4)}
1304.20(e)(1), 1306.35(c)
Link: PDMBA

Targeted Questions for Health Services Question 2A

Document Review: Child Files

U Review chd files for completion of all screenings within 45 days (30 days for Migrant and Seasonal progra
Indicate the date that screenings were completed and the date for any screenings completed beyond 45 ¢
30 days) or screenings that were not contptéat all. Also indicate if there were any concerns identified in th
screenings requiring followp. 1304.20(b)(1), 1304.20(a)(2)

U Review child files for documentation (e.g., case notes, family contact logs) of the program's attempts to hq
parents brirg their child ugto-date. Describe how the program works with parents to bring their chiltbugate
on a schedule of primary preventive health care.

Document Review: Health Tracking System
U Please describe the Health Tracking System used by the program.

U Review the program's health tracking system and identify a sample of children from the tracking system fq
record review. Have the grantee staff guide you through the actual records of the selected children, and ¢
them to the tracking system for aaracy. Have the grantee print a tracking system report for you to compar
them to information in child files. Is it accurate? If not, please describe any discrepancies. Be sure to ing
your notes the number of files reviewed, the number of fildth discrepancies, which files had discrepancies
and the type of discrepancies identified.

Interview: Family Child Care Provider, Health Staff, Parent (Policies and Procedures)

U What is the system for notifying parents of emergencies or unplanned intéans in service? Describe the
contingency plans you have developed with parents for these emergencies (e.g., alternative providers or
substitutes)? How do you inform parents of an emergency or the need to pick up a child who has become
ilI? 1306.35(c)

Interview: Health Staff (Providing Health Services)

U What is your ongoing procedure for identifying new or recurring medical, dental, or developmental concer
When noted or observed by staff or parents, how do you record physical changes in a childisaapper signs
of iliness or injury? How often do you make referrals based on these observatgmas?(d)

U  What is your system for tracking children's health care? How do you keep the system effective and accur
How do you use the system to commuettie child health needs with parents and staff? Can you show me yo
program's health tracking system304.20(a)(1)(ii)(C)

Interview: Health Staff, Parent (Policies and Procedures)

U How are parents notified in the event of an emergency involving theid2hib4.22(a)(4)

Last UpdatedFebruary 27, 2009 4 Section2: Providing Health Services
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Targeted Questions for Health Services Question 2A

U How do consultations with parents occur when health problems are suspected or identified for
children?1304.20(e)(1)

Last UpdatedFebruary 27, 2009 5 Section2: Providing Health Services
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Health Services Question 2B

Does the program employ a process to determine whether each child has an ongoing sawgcgmfous, accessibl|
health care?

1304.20(a)(1)(i),

Note: 1304.20(a)(2) applies only to Migrant and Seasonal programs and should be 1304.20(a)(2)

in conjunction with 1304.20(a)(1)(i) for such programs.

Targeted Questions for Health Services Qties 2B

Document Review: Child Files

U Review child files to determine whether children's ongoing source of health care is addressed during enro
activities, before their entry into the program, or within 90 days of entry into the program (30 dajAidoant
and Seasonal programs). Is the source of ongoing health care documented in the child's record?

Document Review: Policies and Procedures

U Review the program's procedure on determining children's access to ongoing healthcare. Does the progra
maintain a list of provider offices?

Interview: Health Staff (Providing Health Services)

U How do you determine whether enrolled children have an ongoing source of continuous, accessible healt
with in 30 days of entry?

U How do you determine whether enrelll children have an ongoing source of continuous, accessible health
within 90 days of entry?

Interview: Parent (Providing Health Services)

U How does the program support you to ensure that your child has access to health care (e.g., your child hd
primary care physician and dentist)?

Last UpdatedFebruary 27, 2009 6 Section2: Providing Health Services
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Health Services Question 2C

Has the program obtained from a health care professional a determination of whether each chitbisate on a
schedule of primary and preventive health care, helped parents bringehilgpto-date when necessary, and kept
children upto-date, as required?

1304.20(a)(1)(i),
1304.20(a)(1)(ii),
1304.20(a)(1)(ii)(A),
The program is required to know whichildren are not current on the required 1304.20(a)(1)(ii)(B),
primary and preventive health care, help parents bring their childretougate, and 1304.20(a)(2)

have a system to ensure that children who are current stay current.

Notes: 1304.20(a)(2) applies only to Migrant and Seasonal programs and should &
cited in conjunction with 1304.20(a)(1)(ii) for such programs.

Targeted Questions for Health Services Question 2C

Document Review: Child Files

U Review child files for documentation (e.g., case notes, family contact logs) of the program's attempts to hq
parents bring their childip-to-date. Describe how the program works with parents to bring their chiltbugate
on a schedule of primary preventive health care.

U Review child files for upp-date determinations that incorporate the requirements of the Early Periodic
Screening, Rignosis, and Treatment (EPSDT) schedule for each child and check dates of determinations
ensure the 9a&day requirement (30 days for Migrant and Seasonal programs) is met. Does documentation
include a breakout of blood lead and hemoglobin/hematocri®.20(a)(1) (i), 1304.20(a)(2)

Interview: Health Staff (Providing Health Services)

U How do you ensure that children who are-tgedate with primary and preventive health care stay-tap
date?1304.20(a)(1)(ii)(B)

U How do you obtain a determination of eachildts health status from a health care professional and ensure t
each child is upo-date with the EPSDT requirements of your State, within 90 days of his or her entry into t
program (30 days for Migrant and Seasonal programs)?220(a)(1)(ii), 1304.20(a)(2)

U If a child is not ugio-date on her or his schedule of primary and preventive health care, how do you help th|
parents bring their child uo-date? Do you have documentation of your attempts to help parents bring thei
child upto-date?1304.20(a)(1)(ii)(A)

U What are the State EPSDT requirements for well child care?

U What do you do if parents are having difficulty making appointments or keeping their childrendaie in
primary and preventive health care?

Interview: Parent (Providing Health ®édces)

U Has the program helped you keep your childtaglate on primary and preventive health care? Has the prog
helped you make and keep appointments? Has the program helped you understand the importance of stg
up-to-date?

Last UpdatedFebruary 27, 2009 7 Section2: Providing Health Services
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Health Services Qugtion 2D

Has the program, in collaboration with each child's parent, performed or obtained the required linguistically an
appropriate screening procedures to identify concerns regarding children within 45 days of entry into the prog
obtained guidace on how to use screening findings, and used multiple sources of information to make approp|
referrals?

Note: 1304.20(a)(2) applies only to Migrant and Seasonal programs and should be 128338%8)
in conjunction with 1304.20(b) for such programs. 1304.20(b)(3).

1304.20(a)(2)

Targeted Questions for Health Services Question 2D

Document Review: Child Files

U Use the health tracking system to identify files of children whose parents have refused to give authorizatig
health ®rvices. Sample the files of these children. Check for written documentation of their refugado(e)(s)

Interview: Health Staff (Providing Health Services)

U Do you obtain guidance from the mental health or child development specialist on how tcresming
findings? How do you receive information? How do you use this informatitma20o(b)(2)

U How and when do you ensure each child receives the following screenings: developmental, sensory (hea
vision), behavioral, motor (gross and fine), laage, social, cognitive, perceptual, and emotional skills? How
you ensure that the screenings are sensitive to the child's cultural backgraand2o(b)(1)

U  What other sources of information do you use to help you understand screening findinggéesmt, teacher,
and other staff feedback)? How do you use this information to make referraig20(b)(3)

Last UpdatedFebruary 27, 2009 8 Section2: Providing Health Services
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Health Services Question 2E

Does the program ensure that each child with a known or suspected health, dental, or developmental problenm
receivedurther testing, examination, and treatment from a licensed or certified health care professional? Does
program ensure that appropriate followp actions are taken?

1304.20(a) (L) i),
1304.20(a)(1)(iv),
1304.20(c)(3)(ii),
1304.20(c)(1),
1304.20(c) (P
Link: PDMBA

Targeted Questions for Health Services Question 2E

Document Review: Child Files

U Use the health tracking system to identify children with known or suspected health or developmental prob|
Check the files of these children to determinbether further testing, examination, or treatment was obtaineq
Check whether a followp plan is in place and implemented, if appropriate.

Interview: Health Staff (Followup Care)

U How do you communicate with parents to ensure implementation of medicalcintal followup
plans?1304.20(c)(1), 1304.20(c)(2)

U How do you ensure that children receive preventive measures and further dental treatment recommended
dental professionals?304.20(c)(3)(ii)

U What is the process for obtaining further testing, exaations, or treatment for children with known or
suspected health or developmental problems? How long does it take to receive care after problems are
identified?1304.20(a)(1)(ii))

U What is your process for implementing follawp for children who have ideified conditions and need additiond
care? How do you track and document this folap/? 1304.20(a)(1)(iv)

Last UpdatedFebruary 27, 2009 9 Section2: Providing Health Services
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Health Services Question 2F

Does the program maintain written documentation of instances when parents or other legally responsible adu
refuse b give authorization for health services?

1304.20(€)(5)
Link: PDM6A

Targeted Questions for Health Services Question 2F

Document Review: Child Files

U Use the health tracking system to identify files of children whose parents have refused to givezatiborfor
health services. Sample the files of these children. Check for written documentation of their refusab(e)(s)

Document Review: Health Tracking System

U Review the program's health tracking system and identify a sample of children feotrattking system for
record review. Have the grantee staff guide you through the actual records of the selected children, and ¢
them to the tracking system for accuracy. Have the grantee print a tracking system report for you to comp
them to infamation in child files. Is it accurate? If not, please describe any discrepancies. Be sure to inc
your notes the number of files reviewed, the number of files with discrepancies, which files had discrepan
and the type of discrepancies idefieid.

Interview: Health Staff (Providing Health Services)

U  What happens when a parent or guardian refuses health services? Have any parents or legally responsil
with children currently enrolled refused to give authorization for health services?

Last UpdatedFebruary 27, 2009 1C Section2: Providing Health Services
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Health Services Question 3A

Does the program ensure that a child with a skerim injury (that cannot be readily accommodated) or sk@rim
contagious illness is temporarily excluded from participating in program activities or group experiencassihile
the health or safety of that child or others is present?

1304.22(b)(1)

Targeted Questions for Health Services Question 3A

Document Review: Policies and Procedures

U  What are the program policies and procedures for handling stesrh injuries(that can not be readily
accommodated) or shottierm contagious illnesses?

Interview: Health Staff (Policies and Procedures)

U Can you describe a situation when an outbreak of contagious illness has occurred in your program? Wha
did you take to pratct the health of all children?

U How does the program determine whether a child with a skertm injury or illness can be accommodated or
should be temporarily excluded from the program? How are parents informed of the policies or procedure

Last UpdatedFebruary 27, 2009 11 Section3: Health Policies and Procedures



— e
E‘ m’ B’ Office ofHead Start Monitoring=Y 2009 Protocol E

Health ®rvices Question 3B

Does the program ensure that children are not denied admission (or if already enrolled, they are not subjecte
long-term exclusion) solely because of their health care needs or medication requirements, unless reasonable
accommodatios cannot be made to reduce the health or safety risk to that child or others without altering the
nature of the program fundamentally?

1304.22(b)(2)

Targeted Questions for Health Services Question 3B

Interview: Health Staff (Children with Special HéaNeeds)

U  Are children ever denied admission to (or terminated from) the program for health reasons that could not
accommodated? If so, what was the basis for denying admission?

Last UpdatedFebruary 27, 2009 12 Section3: Health Policies and Procedures
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Health Services Question 3C

Does the program ask parents about thdifldren's health or safety needs and ensure that appropriate staff are
informed of needed accommodations, in accordance with the program's confidentiality policy?

1304.22(b)(3)
Links: DIS2B, PDMSB,
PDM5A

Targeted Questions for Health Services Quest®®

Document Review: Child Files

U Review child files to verify that they contain notes about children's health or safety needs and that staff ar
informed of accommodations that must be made for the children.

Interview: Health Staff (Children with Speciblealth Needs)
U Describe the procedure for requesting information from parents about their children's health or safety nee

U How do you ensure that staff members who work directly with children are informed of needed
accommodations?

U What is the policydr ensuring that information collected from parents about their children's health or safety
needs is kept confidential?

Last UpdatedFebruary 27, 2009 13 Section3: Health Policies and Procedures
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Health Services Question 3D

Are written procedures established and maintained to ensure proper administration, handling, and stbedlge
medications for children, staff, and volunteers?

1304.22(c), 1304.22(c)(1)
1304.22(c)(2),
1304.22(c)(3),
1304.22(c)(4),
1304.22(c)(5),
1304.22(c)(6)

Targeted Questions for Health Services Question 3D

Document Review: Child Files

U Review spefic records of children on medication to determine whether all required conditions have been 1
Do records include physicians' instructions and parent or guardian authorizations?

Document Review: Policies and Procedures

U Review the written policies argrocedures related to administering medications. Verify information obtaine
your interview with Health Staff. Are policies established and maintained to ensure proper administration,
handling, and storage of all medications for children, staff andnteers?

Interview: Health Staff (Medication)

U  Are all child medications labeled and stored, under lock and key, and refrigerated, if necessary? Is emerg
medication (e.g., EpiPen) stored out of children's reach yet accessible quizky?(c)(1)

U Describe how individual records are maintained for all medications dispensed. Are these records reviewe(
regularly with parents2304.22(c)(4)

U Describe how physician instructions and parent or guardian authorizations for medications are
obtained.1304.22(c)(3)

U Describe the steps needed to ensure that changes in a child's behavior are identified and documented an|
parents are encouraged to communicate those issues with their physiciame2(c)(5)

U What training did you receive for administering, handliand storing medication, including use of equipment
necessary to administer medication®4.22(c)(6)

U Who is the person designated and trained to administer, handle, and store child medications? How do yd
ensure that you are adhering to all applicaplaicies and procedures regarding the handling, administration,
and storage of medication304.22(c)(2)
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Health Services Question 4A
APPLIES ONLY TO: Programs serving pregnant women or new mothers

Does the Early Head Start (EHS) program help pregrantw, immediately after enroliment in the program, acce
through referrals early and regular comprehensive prenatal and postnatal care that includes early and continu
assessment, health promotion and treatment, and mental health interventiondaltov-up?

1304.40(c)(1),

1304.40(c)(1)(i),
1304.40(c)(1)(ii),
1304.40(c)(1)(iii)

Note: Indicate in your notes whether no pregnant women are enrolled in the progr:
currently. All programs funded to serve pregnant women should be monitored aga
this question. Look and listen for policies and procedures for serving pregmanen.

Targeted Questions for Health Services Question 4A

Document Review: Pregnant Women Files

U Review files of pregnant women (and health tracking system, if available) to ttigicknroliment dates and
determine whether services (or referrals) were provided immediately.

Interview: Health Staff (Pre/Post Natal Care Services)

U Describe the referral agencies and partners you have identified to provide early and regular comprehens
prenatal and postnatal care.

U Do you provide mental health interventions and folleyy for enrolled pregnant women, when needed? Do
these services include substance abuse prevention and treatmemt20(c)(1)(iii)

U How and when after pregnant womemeaenrolled do you begin helping them access the following
Services1304.40(c)(1)(i)

- Early and continuing risk assessment;

- Health promotion and treatment;

- Mental health interventions, and followps; and

- Nutritional assessment, counseling and fasdistance, if needed?

U How and when do you obtain the schedule of appropriate medical and dental examinations for enrolled
pregnant women from their attending health care providers®4.40(c)(1)(ii)

Interview: Parent (Pre/Post Natal Care Services)

U Ask nothers who have given birth within the program year: Did the program help you receive early and reg
comprehensive prenatal and postnatal care that included early and continuing risk assessment, health prq
and treatment, and mental health intervéions and followup?
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Health Services Question 4B

APPLIES ONLY TO: Programs serving women who have delivered a baby within the last year
Do program health staff visit each newborn within 2 weeks of birth to ensure both the mother and child's wellb
1304.40(i)(6)

Targeted Questions for Health Services Question 4B

Document Review: Pregnant Women Files

U Review the health tracking system or records of women who have delivered a baby within the last year fo
information on visits to newborns. Reviemweotes should indicate:

- Whether visits are occurring;

- Number of visits that occurred within 2 weeks of birth;
- Number of visits that occurred beyond 2 weeks; and

- How far beyond 2 weeks those visits occurred?

If so, who conducts the visit?

Interview: Health Staff (Pre/Post Natal Care Services)

U How do you ensure that visits are made to new mothers? Can you demonstrate that the visits have been
How soon after birth are visits made?

Interview: Parent (Pre/Post Natal Care Services)

U Ask mothersof newborns: Did you receive a visit within 2 weeks of birth? If so, what did this visit cover?
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Health Services Question 4C

APPLIES ONLY TO: Programs serving pregnant women or new mothers

Does the program provide pregnant women and other family memiaéis prenatal and postnatal education on:
w CSOlFf RS@St2LISyidsx tFr02NJIyR RSt AGSNEI | yR LRA
w wAhala FNRY aY21Ay3a lyR Ff02K2ffT
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1304.40(c)(2),
1304.40(c)(3)
Link: PDM5B

Targeted Questins for Health Services Question 4C

Document Review: Prenatal Education Materials

U Review prenatal education materials to determine whether they include information about breastfeeding
benefits.1304.40(c)(3)

U Review prenatal education materials to deteraiwhether they include information about304.40(c)(2)
- Fetal development, labor and delivery, and postpartum recovery;
- Risks from smoking and alcohol; and
- Maternal depression.

Interview: Health Staff (Prenatal Education)

U Can you describe the prets and postnatal education you provide to pregnant women, new mothers, and t
families?

Interview: Parent (Prenatal Education)

U Ask pregnant women or new mothers: What prenatal education did the program provide you?
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Health Services Question 5A

Canthe program demonstrate that it has established and implemented procedures for ongoing monitoring of h
services at the grantee and delegate level to ensure effective implementation of Federal regulations?

1304.51(i)(2)
Link: PDM4A

Targeted Questins for Health Services Question 5A

Document Review: Ongoing Monitoring Documents and Tools

U  Use ongoing monitoring documentation or tools to verify the process for the program'’s ongoing monitoring
health services as described through your intengevith health staff.

Interview: Health Staff (Ongoing Monitoring)

U How do you monitor delivery of the program's health services and the program's compliance with all Fede
regulations?

U What do you do if you detect problems or weaknesses with the pm¢g health services? What is the proces
for reporting and documenting problems identified in the health service area? Who reports such informatig
to whom is it reported? How and where is it documented, if at all?
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—
m’ H’ Office ofHead Start Monitoring=Y 2009 Protocol S

Nutrition Services

This sectiorof the Protocol contains a list @ompliance Questionhat identify Head Start (HS) program requirements against which
each question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance, Questio
only after collecting and analyzing sufficient information to make\médrmed decisions. Responses to each Compliance Questions must
be substantiated with details from extensive interviews, document reviews, and/or observations.

Targeted Question$ollowing the Compliance Questions will help lead reviewers to the right people, documents, and observations from
which to gather information. These questions reflect the minimum evidence gathering requirements to address the Compliance

Questions. Responses @mpliance Questions are not limited to the interviews, document reviews, and observations outlined in the

t N2(1202t Q& ¢l NHSGSR vdzSadAazyas a2 f2y3 +a FRRAGAZ2Y I ewshdIdzNDSa |
cover all progam options provided by the grantee and delegate as well as childcare partnerships and family child care homes.

For each Compliance Question, reviewers must document and describe detailed evidence collected through the Guides ait&l Checkli
Guides are myanized by type of interviewee, type of document to be reviewed, or type of observation to be conducted. For example,
when interviewing a parent, all Targeted Question for parents, regardless of where it resides in the protocol, will loa fiseeBaent
Interview Guide, organized by key topic area (e.g., Communication with Families). The Guides are the area where rdviewers wi
document all of their Notes, which form the foundation for understanding grantee compliance, and, when appropriate, bleedasi$

for preliminary areas of noncompliance. For all evidence collected, reviewers should provide sufficient context to seppmrthhsions
drawn, including the number of documents reviewed, people interviewed, and observations made. In the Mgritoftware, all Notes
collected through the Guides are attached to the standards listed with each Targeted or Compliance Question.

The Nutrition Services section of the Protocol is divided into five subsections:

Section 1: Human Resources

Section2! YRSNEGFYRAY3 / KAt RNBY Q& bdzZiNAGAZ2YIf bSSRa
Section 3: Managing Nutritional Services

Section 4: Integrating Nutrition into Early Childhood Development

Section 5: Ongoing Monitoring
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Nutrition Services Question 1A
Are content area experts assignedaweersee nutrition services registered dietitians or nutritionists?

1304.52(d)(3)
Link: PDM7B

Targeted Questions for Nutrition Services Question 1A

Document Review: Staff Files

U Before conducting your interviews, review the job description for the eohéirea expert who oversees nutritio
services. Does the description require staff to be a registered dietitian or nutritionist?

U Review the personnel file, contract, or resume of the nutrition content area expert for documentation confif
he or she is registered dietitian or nutritionist. List the degree or degrees, training, experience, and
qualifications documented.

Interview: Nutrition Staff (Staffing)

U Describe how hired staff or consultants provide regularly scheduled and ongoing basis @vateakpertise
and oversight.

U  What training or experience do you have in securing and individualizing needed services for children with
disabilities?

Last UpdatedFebruary 27, 2009 2C Section 1: Human Resources



= e
E‘ m’ B’ Office ofHead Start Monitoring=Y 2009 Protocol E

Nutrition Services Question 2A

Does the program's nutrition program include a variety of foods andtreach child's nutritional needs and feedin
requirements, including children with disabilities and children with special medical or dietary needs?

1304.23(b)(1)
Link: PDM5A

Targeted Questions for Nutrition Services Question 2A

Document Review: Chilfiles

U Inyour review of child files, note dietary requirements for children with disabilities, food allergies, or medig
based or other special dietary needs. Consider nutritional assessment data. Determine whether the progr
makes the required accamodations to meet these children's dietary needs.

Interview: Kitchen Staff, Nutrition Staff (Nutritional Needs)

U How do you know when you need to modify a menu for a child with disabilities, food allergies, or other me
based or special dietary nes®d How do you take nutritional assessment data into consideration? How do y(
accommodate special medical or dietary needs?

Interview: Nutrition Staff (Nutritional Needs)

U How do you inform teaching and cooking staff that a child has a disability, fleogyalmedicallybased dietary
need, or other special dietary need that requires accommodation?

Observation: Meals

U Describe the foods served to children.
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Nutrition Services Question 2B
APPLIES ONLY TO: Cebésed programs serving preschage chifiren

Do 3 to 5-yearolds in centetbased settings receive the quantities and kinds of foods that conform to recomme
serving sizes and minimum standards for meal patterns recommended in the USDA meal pattern or nutrient s
menu planning requirenm@s outlined in 7 CFR parts 210, 220, and 226, including special attention to ensuring
foods served are high in nutrients and low in fat, sugar, and salt?

1304.23(b)(1)(v),
1304.23(b)(1)(Vi),
1304.23(b)(1)(ii)

Note: Refer to 7 CFR Parts 210, 220 (School Meal Initiatives for Healthy Children)
226 (CEFP) for specific meal pattern and menu planning requirements.

Targeted Questions for Nutrition Services Question 2B

Document Review: Menus
U Review menus to identify whether menu planning compliés WSDA requirements.

Note: If foods are high in fat, sugar, or salt, describe how you know their nutritional content.
Interview: Nutrition Staff (Nutritional Needs)

U For fullday centerbased programs, how do you ensure that each child receives medlpribvide onehalf to
two-thirds (depending on the length of the program day) of the child's daily nutritional needs?23(b)(1)(ii)

U For partday centerbased program, how do you ensure that each child receives meals and snacks that pro
least ore-third of the child's daily nutritional needa204.23(b)(1)(ii)
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Nutrition Services Question 2C
APPLIES ONLY TO: Cebésed programs

Are children in morning centdsased settings served a nutritious breakfast if they have not received breakfast b
time they arrive at the Early Head Start (EHS) or Head Start (HS) program?

Note: A nutritious breakfast should be served to all center based children regardle: 1304.23(b)(L)(i)

arrival time.

Targeted Questions for Nutrition Services Question 2C

Interview: Family Child Care Provider, Teaching Staff (Nutrition)
U  What happens when children arrive after breakfast is served?
Observation: Meals

U Are all children offered breakfast? If not, describe the circumstances when breakfast is not offered.
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Nutrition Services Question 2D
APPLIES ONLY TO: Programs serving infants and toddlers
Do program staff communicate regularly with parents to ensure that children's nutritional needs are met?

1304.23(a)(3)
Link: PDM5B

Targeted Questions for Nutrition $eices Question 2D

Document Review: Child Files

U Review parent contact logs or daily child notes, if available, for documentation that staff communicate reg
with parents about their child's nutritional needs.

Interview: Family Child Care Providéfeaching Staff (Nutrition)
U How often do you communicate with parents about:
Frequency and manner of feeding;
Introduction of solid foods and other new foods;
Daily elimination patterns of each child;
Food intolerances and preferences atle child; and
Quantity and consumption of foods at home and school?
Interview: Parent (Nutrition)

U How does the program communicate with you about your child's daily experiences with food?
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Nutrition Services Question 2E
APPLIES ONLY TO: Cebé&=ed programs serving infants and toddlers

Do infants and toddlers in cent¢rased settings receive food appropriate to their nutritional needs, development
readiness, and feeding skills, as recommended in the USDA meal pattern or nutrient standard anemgpl
requirements?

Note: Refer to 7 CFR Parts 210, 220 (School Meal Initiatives for Healthy Children)| 1304-23(®)M)(W)

226 (Child and Adult Care Food Program [CACFP]) for specific meal pattern and n
planning requirements.

Targeted Questionsair Nutrition Services Question 2E

Document Review: Menus

U Review menus, diet intake records, or feeding records to confirm that foods posing health or choking risks
not included. Also, identify whether menu planning complies with USDA requirements.

Note: If foods are high in fat, sugar, or salt, describe how you know their nutritional content.

Interview: Nutrition Staff (Appropriate Foods)

U How do you ensure that foods posing a high risk of choking for infants and toddlers (e.g., hot dogs, whale
hard raw vegetables, popcorn, whole nuts) are not given to them?

U How do you ensure that foods posing health risks are not offered to children younger than 1 year old?
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Nutrition Services Question 2F

Do program staff and families work together to idiy each child's nutritional needs, including dietary requireme
for children with disabilities, children with nutritierelated health problems, and for infants and toddlers?

1304.23(a)(2)
Link: PDM5B

Targeted Questions for Nutrition Services Qties 2F

Interview: Health Staff (Nutritional Needs)

U When and how often do you discuss children's nutritional needs with families? Can you provide documen
of activities such as meetings, communications, gatherings, interactions, agendas withsdigets or similar
documentation that demonstrates how communication with families occurs?

Interview: Nutrition Staff (Parent Communication)

U Do you discuss with families their cultural, religious, ethnic, or personal food preferences for their chiddren|
you discuss nutritiomelated health problems, such as obesity, iron deficiency, fatiowthrive, food allergies
and intolerances, milk allergies, and lactose intolerance which require special dietary considerations?

Interview: Parent (Nutrition)

U  When and how often do program staff discuss your children's nutritional needs and health with you?
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Nutrition Services Question 3A

APPLIES ONLY TO: Hdraged programs

Do homebased programs provide appropriate snacks and meals to each child duringsgralization activities?
1304.23(b)(2)

Targeted Questions for Nutrition Services Question 3A

Interview: Home Visitor (Nutrition)

U How do you learn about a child's nutritional needs that require accommodation, including a disability, foog
allergy, meitally based need, or other special dietary need?

U How do you work with parents to plan and implement nutrition activities for group socializations?

Interview: Nutrition Staff (Appropriate Foods)

U How do you ensure that appropriate snacks and meals femgula, baby food) are provided to infants and
toddlers during socialization?

Interview: Parent (Nutrition)

U Can you describe how you have been involved in planning nutrition activities for group socializations?
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Nutrition Services Question 4A

Is efective dental hygiene promoted among children in conjunction with meals?

1304.23(b)(3)

Targeted Questions for Nutrition Services Question 4A

Interview: Family Child Care Provider, Teaching Staff (Dental Hygiene)

U How often and when do children overed year brush their teeth in school? (Note to reviewer: Once daily,
a meal, Head Start staff or volunteers should help children age 1 year or older brush their teeth using fluo
toothpaste.)

U How often and when do staff wipe the gums of infantistler age 1 year during the program day? (Note to
reviewer: At least once during the program day, Head Start staff or volunteers must wash their hands ther|
a finger with a gauze pad or soft cloth and gently wipe infants' gums.)

Observation: Dental kgiene

U Describe toothbrushing and gumiping activities and when they occur.
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Nutrition Services Question 4B
APPLIES ONLY TO: Cebésed programs

Do nutrition services contribute to children's development and socialization by providing sufficienfioiireach child
to eat? Does the program use food as punishment or reward? Is each child encouraged, but not forced, to ea
taste food?

1304.23(c)(2),
1304.23(c)(3)

Targeted Questions for Nutrition Services Question 4B

Interview: Family Child CarBrovider, Teaching Staff (Meal Service)

U How do you encourage children to try new foods? Do children have to eat all of the foods offered? Are the
times when children are not allowed to have something that is offered or are given something extra betcad
behavior?

U What steps do you take to ensure that children have adequate time to eat, and that slower eaters are give
enough time to finish their food2304.23(c)(3)

Observation: Meal Service

U During meal service do children have adequate time to e&t® slower eaters given enough time to finish thei
food?1304.23(c)(3)

U How are children encouraged to try new foods? Do children have to eat all of the foods offered? Are there
when children are not allowed to have something that is offered omgaren something extra because of
behavior?
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Nutrition Services Question 4C
APPLIES ONLY TO: Cebésed programs

Do nutrition services contribute to children's development and socialization by ensuring that all toddlers, presd
children, and assigmeclassroom staff, including volunteers, eat together farailjle, and share the same menu to
the extent possible?

1304.23(c)(4)

Targeted Questions for Nutrition Services Question 4C

Observation: Meals

U Describe how staff implements famisgyle meas. For example:
- Is conversation shared during the meal?
- If the grantee serves prepackaged food, are teachers still sitting with the children during meals and snag

- Do other designated staff or volunteers eat and converse with the children dugatsifiteachers are unable
to have their meals at the same time as children?

- Do teachers use mealtime as an opportunity to model language, conversation, and social interaction ang
introduce nutritious foods?
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Nutrition Services Question 4D
APPLIESNLY TO: Centbased programs serving infants and toddlers

Do nutrition services contribute to children's development and socialization by ensuring that infants are held w
being fed rather than being laid down to sleep with a bottle?

1304.23(c)(5)

Targeted Questions for Nutrition Services Question 4D

Observation: Bottle Feeding

U  Are infants held during bottle feeding? If not, describe.
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Nutrition Services Question 5A

Can the program demonstrate that it has established and implemented procedor@ngoing monitoring of
nutrition services at the grantee and delegate level to ensure effective implementation of Federal regulations?

1304.51(i)(2)
Link: PDM4A

Targeted Questions for Nutrition Services Question 5A

Document Review: Ongoing Monitang Documents and Tools

U  Use ongoing monitoring documentation or tools to verify the process for the program'’s ongoing monitoring
nutrition services as described through your interviews with nutrition staff.

Interview: Nutrition Staff (Ongoing Moitoring)

U How do you monitor delivery of the program's nutrition services and the program's compliance with all Feq
regulations?

U What do you do if you detect problems or weaknesses with the program's nutrition services? What is the
for reporting and documenting problems identified in the nutrition service area? Who reports such informaj
and to whom is it reported? How and where is it documented, if at all?
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Safe Environments

This section of the Protocol contains a lisCaimpliance Queginsthat identify Head Start (HS) program requirements against which
each question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance, Questio
only after collecting and analyzing sufficient infation to make wetinformed decisions. Responses to each Compliance Questions must
be substantiated with details from extensive interviews, document reviews, and/or observations.

Targeted Question$ollowing the Compliance Questions will help lead revesato the right people, documents, and observations from
which to gather information. These questions reflect the minimum evidence gathering requirements to address the Compliance
Questions. Responses to Compliance Questions are not limited to the @wsrwlocument reviews, and observations outlined in the
t N2G202t Q& ¢l NHSGSR vdzSaiAazyas a2 f2y3 +a FRRAGAZ2Y I ewshdIdzNDS &
cover all program options provided by the grantee and delegateedisas childcare partnerships and family child care homes.

For each Compliance Question, reviewers must document and describe detailed evidence collected through the Guides ait&l Checkli
Guides are organized by type of interviewee, type of documeliet reviewed, or type of observation to be conducted. For example,
when interviewing a parent, all Targeted Question for parents, regardless of where it resides in the protocol, will loa liseeBarent
Interview Guide, organized by key topic area(eCommunication with Families). The Guides are the area where reviewers will
document all of their Notes, which form the foundation for understanding grantee compliance, and, when appropriate, beedasish

for preliminary areas of noncompliance.rfal evidence collected, reviewers should provide sufficient context to support the conclusions
drawn, including the number of documents reviewed, people interviewed, and observations made. In the Monitoring SofthNatesall
collected through the Guideare attached to the standards listed with each Targeted or Compliance Question.

The Safe Environments section of the Protocol is divided into four subsections:

Section 1: Facilities Materials and Equipment
Section 2: Hygiene

Section 3: Food Safeipd Sanitation

Section 4: Ongoing Monitoring
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Safe Environments Question 1A

Do facilities used for centdyased combination options, hordgased group socialization activities, or family child
care comply with State and local licensing requirements?

1306.30(c), 1306.35(d)

Targeted Questions for Safe Environments Question 1A

Document Review: Facility License

U Does the family child care program have a license, if required by State, local, or Tribal regulations? Note {
license does not have tme posted for family child care programsoe.35(d)

U Is the facility license current? Where licensing standards are less stringent than Head Start Program Perfq
Standards, or where no State or local licensing standards exist, determine whetheattiegyor delegate
complies with all standards under 1304.53(&)6.30(c)
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Safe Environments Question 1B

Does the program ensure that each facility or family childcare home's space, light, ventilation, heat, and other
physical arrangements are consistevith the health, safety, and developmental needs of children?

1304.22(a)(3),
1304.53(a)(10),
1304.53(a)(10)(i),
1304.53(a)(10)(iv),
1304.53(a)(10)(v),
1304.53(a)(10)(vi),
1304.53(a)(10)(vii),
1304.53(a)(10)(viii),
1304.53(a)(10)(),
1304.53(a)(10) (i),
1304.53(a)(10)(xii),
1304.53(a)(10)(xiv),
1304.53(a)(10)(xvi)

Targeted Questions for Safe Environments Question 1B

Checklist: Safe Environments Checklist
U  Are approved fire extinguishers readily available to staff?.53(a)(10)(v)

U Are areas used fatiapering and toileting separate from areas used for cooking, eating, and children's
activities?1304.53(a)(10)(xiv)

U  Are classrooms well lit? Is emergency lighting available in case of a power faBure®a)(10)(iv)
U Are electrical outlets accessible thildren covered or maintained to prevent shoak®4.53(a)(10)(xi)

U Are emergency evacuation routes posted and safety procedures for emergencies (e.g., fire or welatee)
practiced regularly?304.22(a)(3)

U Are exits clearly visible and evacuati@utes clearly marked and posted so the path to safety outside is
unmistakable? (Note: This Head Start Program Performance Standard does not indicate that exit signs nj
posted and lit.}1304.53(a)(10)(vii)

U Are garbage and trash stored and disposethaf safe, sanitary manner304.53(a)(10)(xvi)

U Are heating and cooling systems insulated to protect children and staff from injury such as 1moaesRa)(10)(i)

APPLIES ONLY TO: Programs in climates that require heating or cooling systems or both
U Are dayground equipment and surfaces maintained to minimize injury to children3(a)(10)(x)
U Are smoke detectors installed and tested regulanly®.53(a)(10)(vi)

U  Are windows and glass doors constructed, adapted, or adjusted to prevent injury to cRildosk for a seal on
the safety glass.304.53(a)(10)(xii)

U Does the program ensure that indoor and outdoor premises are cleaned daily and kept free of undesirablg
hazardous materials and conditions®4.53(a)(10)(viii)
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Targeted Questions for Safe Environments Question 1B

Describe exactly what was uncieand not kept free of undesirable and hazardous materials and conditions
including in how many classrooms and sites this incident occurred out of the total number of classrooms &
sites observed.

Checklist: Safe Environments Checklist (Family Child Care

U  Are children enrolled in the family child care program protected from potential hazards posed by appliancs
premises free from pests? Are chemicals for controlling pests not used while children on the
premises2306.35(b)(2)(i)

Describe exactly whavas unclean and not kept free of undesirable and hazardous materials and conditionf
including what might pose a potential hazard.

U  Are radon detectors installed in family child care homes where there is a basement, where recommended|
local health offitals?1306.35(b)(2)(iii)

U Are smoke and carbon monoxide detectors installed and properly located25(b)(2)(ii)

U Do providers ensure that alcohol and drugs are not consumed while children are present? Do providers e
that alcohol and drugs are inacsble to children at all times206.35(b)(2)(viii)

U Do providers ensure that no firearms or other weapons are kept in areas occupied by children? Do provid
ensure that firearms or other weapons are inaccessible to children at all times?25(b)(2)(vii)

U Do providers ensure the safety of children when a body of water, road, or other potential hazard is presen
when children are being transported206.35(b)(2)(v)

U Do providers have a system of supervision in place that assures safety of childreithimoview for any period
(e.g., the provider needs to use the bathroom or an infant is happing in one room while toddlers play in
another)?1306.35(b)(2)(iv)

U Do providers secure health certificates for pets to documentatdate immunizations and freedo from
conditions that pose a threat to children's health? Do providers ensure that pets are managed appropriatg
SyadiNS OKAf RNByQ@ss@bh@®Sae Fd Ittt GAYSaKk

U Is there a fence to prevent unsupervised access by children to all water hasiactsas pools or other bodies o
water? Small chilgize pools do not need a fence but must be supervised at all tirs@sas(b)(2)(vi)

Document Review: Facility Cleaning Log

U Describe how the program logs its daily cleaning of the indoor and outdeaonipes.1304.53(a)(10)(viii)

Document Review: Policies and Procedures

U Record the date of the last smoke detector checka4.53(a)(10)(vi)

Interview: Facilities Staff (Facilities, Materials, and Equipment)

U Describe the system in place to monitor daikyasling of the indoor and outdoor premisaso4.53(a)(10)(viii)
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Safe Environments Question 1C
APPLIES ONLY TO: Programs serving infants and toddlers

Are mattresses used for infants firm, and is soft bedding, such as comforters, pillows, fluffy blank&ifed toys
avoided?

1304.53(b)(3)

Targeted Questions for Safe Environments Question 1C

Observation: Bedding

U  Are mattresses used for infants firm? Is the sleeping area free of soft bedding such as comforters, pillows
blankets, or stuffedoys?
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Safe Environments Question 1D
APPLIES ONLY TO: Programs serving infants and toddlers

Are all infant and toddler toys made of nontoxic materials and sanitized regularly?

1304.53(b)(2)

Targeted Questions for Safe Environments Question 1D

Interview: Facilities Staff, Family Child Care Provider, Teaching Staff (Facilities, Materials, and Equipment)

U How and when do you sanitize toys? What products do you use to sanitize toys? Can you show me the p
(Note: Check the product label to confitimat it is nontoxic.)

Observation: Toy Sanitation

U When are toys sanitized? Review toy sanitizing schedule, if available.
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Safe Environments Question 1E
APPLIES ONLY TO: Cebésed programs

Are there at least 35 square feet of usable indoor spack7dnsquare feet of usable outdoor space per child,
excluding bathrooms, halls, kitchen, staff rooms, and storage space?

1304.53(a)(5)

Targeted Questions for Safe Environments Question 1E

Observation: Indoor Space

U If allowable space is in questioralculate square footage per child using the number of children enrolled in 4
classroom.

If you are citing a problem for this question, indicate the number of children currently enrolled in the classHy
and the measurement of the current classroom spac
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Safe Environments Question 1F
APPLIES ONLY TO: Cebésed programs

Are outdoor play areas at centbased programs arranged to prevent children from getting into both unsafe ang
unsupervised areas? Does the program ensure that children en roygi@ycareas are not exposed to vehicular
traffic without supervision?

Notes: Fences are not required. However, where fences, walls, or other barriers al 1304.53()(9)

present, they, themselves, must not pose a safety hazard. If they do pose a safety|
hazard, refer to Qmpliance Question SAF1H.

If you identify an issue related to vehicular traffic, indicate how children are at risk,
specifically, how they are exposed to vehicular traffic when unsupervised.

Targeted Questions for Safe Environments Questidn

Interview: Family Child Care Provider, Teaching Staff (Outdoor Play Area)
U How are children supervised at all times while on the playground?

U How do you prevent children from getting into unsafe areas?
Interview: Family Child Care Provider, TeachingffS(Vehicular Traffic)

U  Are children exposed to vehicular traffic when en route to play? If so, how do you keep children safe?

Observation: Outdoor Play Area

U Observe outdoor play areas when children are present. Are children supervised on the playgt@lirtimes?
How do staff work around any "blind spot" to ensure they can see all of the children?
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Safe Environments Question 1G

Does the program ensure that the indoor and outdoor space in Early Head Start (EHS) or Head Start (HS) ce
use bymobile infants and toddlers is separated from general walkways and from areas in use by preschoolers

1304.53(a)(4)

Targeted Questions for Safe Environments Question 1G

Observation: Indoor/Outdoor Space

U  Are indoor and outdoor spaces in use by mobifants and toddlers separated from general walkways and fr
areas in use by preschoolers?

U If space used by mobile infants, or toddlers is not separated from general walkways and areas used by
preschoolers, describe it.
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Safe Environments Question 1H
Does the program provide for maintenance, repair, safety, and security of all Head Start facilities and equipmg

1304.53(a)(7)
Link: PDM3F

Targeted Questions for Safe Environments Question 1H

Interview: Facilities Staff (Maintenance)

U What is the ludget allocation for ensuring that Head Start facilities and equipment are maintained, repaireq
and secure?

U What is the system for addressing facilities and equipment that are unsafe or need repair?

Interview: Facilities Staff, Teaching Staff (Mé&&mance)

U  Whom do you tell when facilities and equipment are unsafe or need repair?

Observation: Maintenance

U Observe the facilities and equipment, and describe anything that is unsafe or needs repair, if applicable.
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Safe Environments Question 11
APPLES ONLY TO: Cenrbarsed programs

Do the program's facilities provide adequately for children with disabilities to ensure their safety, comfort, and
participation?

1304.53(a)(10) (xvii),
1304.53(b)(L)(Gii)

Targeted Questions for Safe Environments Quest1|

Document Review: Budget

U Does the budget allocate funds for the purchase and upkeep of equipment, toys, materials, and furniture
are age appropriate, safe, and supportive of children with disabilities?

Interview: Disabilities Staff, ECD Manag(Adaptation for Children with Disabilities)

U What steps are taken to ensure that all equipment, toys, materials, and furniture aram@mepriate, safe, and
supportive of children with disabilities204.53(b)(1)(iii)

Observation: Indoor/Outdoor Space

U Observe indoor and outdoor spaces, and describe how provisions are made for children with disabilities tq
ensure their safety, comfort, and participatiorso4.53(a)(10)(xvii)
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Safe Environments Question 1J
APPLIES ONLY TO: Cebésed programs
Does tle program ensure that centers are free of toxins, air pollutants, and water contaminants?

1304.53(a)(8)

Targeted Questions for Safe Environments Question 1J

Document Review: Licensing or Inspection Report

U If available, review recent licensing repootsenvironmental inspection reports. What, if any, concerns were
noted in the reports? Are issues in the process of being corrected?

Interview: Facilities Staff (Facilities, Materials, and Equipment)
U Has the center been tested for lead (e.g., paintl)8df so, were lead levels considered safe?
If lead levels are high, what steps have been taken to eliminate children's exposure to lead while in the ce

U  When was the last time the center was sprayed with herbicides or pesticides? When did crétdirento the
center after spraying?

Observation: Environmental Conditions

U Does the program maintain a smekee environment on center grounds?
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Safe Environments Question 2A

Do staff, volunteers, and children wash their hands with soap and runveney?

1304.22(e)(1)(i),
1304.22(e)(L)(ii),
1304.22(e)(L) i),
1304.22(e)(1)(iv),
1304.22(e)(2)(i),

1304.22(e)(2)(ii),
1304.22(e)(2)(iii)

Note: Refer to Safe Environments Compliance Question 3A with reference to any |
requirement for hanewashing after fooerelated preparation or handling. If nothing i<
documented in the service plan, but staff do wash hands as required, thgprdigeam
is in compliance.

Targeted Questions for Safe Environments Question 2A

Observation: Hand Washing

U Do staff, volmteers, and children wash their hands with soap and running water after assisting a child with|
use?1304.22(e)(2) (i)

U Do staff, volunteers, and children wash their hands with soap and running water after handling pets or oth
animals?1304.22(e)(1)(iv)

U Do staff, volunteers, and children wash their hands with soap and running water after hands have becomgq
contaminated with blood or other bodily fluidg204.22(e)(1)(iii)

U Do staff, volunteers, and children wash their hands with soap and running etere and after bandaging a
wound?1304.22(e)(2)(ii)

U Do staff, volunteers, and children wash their hands with soap and running water before and after giving
medications?2304.22(e)(2)(i)

U Do staff, volunteers, and children wash their hands with soap anding water before foodelated preparation
or activities?1304.22(e)(1)(ii)

U Do staff, volunteers, and children wash their hands with soap and running water, after diapering and toilet
use?1304.22(e)(1)(i)
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Safe Environments Question 2B
Do staff and viunteers wear nonporous gloves when in contact with blood or other visibly bloody bodily fluids?

1304.22(e)(3)

Targeted Questions for Safe Environments Question 2B

Interview: Facilities Staff, Family Child Care Provider, Teaching Staff (Hygiene)

U Where are gloves kept? When do you use the gloves? Determine whether gloves are nonporous.

Observation: Cleanup of Bodily Fluids

U If you observe a situation requiring use of nonporous gloves (e.g., clean up of blood), describe whether
nonporous gloves are aliable to staff, where the gloves are kept, and when staff determine they would usg
them.

U If you observe the cleanup of bodily fluids, describe how it was handied22(e)(4)
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Safe Environments Question 2C

Are spilled bodily fluids immediately cleahap and disinfected according to professionally established guideline
Are tools and equipment used to clean spills promptly disinfected? Are flonthminated materials disposed of in
a plastic bag with a secure tie?

1304.22(e)(4)

Targeted Question for Safe Environments Question 2C

Document Review: Policies and Procedures

U Review the program's policies for spilled bodily fluids. Do policies comply with Occupational Safety and H
Administration guidelines?304.22(e)(4)

Interview: Facilities Stff (Hygiene)

U  What would you do if a spill of bodily fluids occurrad®s.22(e)(4)
Include in your notes the names and titles of the people with whom you spoke, and identify the center nan

Observation: Cleanup of Bodily Fluids

U If you observe a situaih requiring use of nonporous gloves (e.g., clean up of blood), describe whether
nonporous gloves are available to staff, where the gloves are kept, and when staff determine they would ¢
them.

U If you observe the cleanup of bodily fluids, describe howmeis handled1304.22(e)(4)
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Safe Environments Question 2D

Does the program adopt sanitation and hygiene practices for diapering that adequately protect children and st
health and safety?

1304.22(e)(5)

Targeted Questions for Safe Environments&3tion 2D

Interview: Family Child Care Provider, Teaching Staff (Diapering Practices)
U What is the practice for changing children's diapers®.22(e)(5)

Observation: Diapering Practices

U Describe diapering practices in detail, where the practices oedutrow many occasions you observed them,
and who was involveds304.22(e)(5)
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Safe Environments Question 2E
APPLIES ONLY TO: Cebésed programs

Are potties used in centdpvased programs emptied into the toilet and cleaned and disinfected after eselnua
utility sink for that purpose?

1304.22(e)(6)

Targeted Questions for Safe Environments Question 2E

Observation: Cleanup of Bodily Fluids

U Describe practices related to the use of potties, including where and on how many occasions you oleerye
and who was involved. Also note the presence of a utility sink and if a utility sink was aetk(e)(6)
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Safe Environments Question 2F

Does the program ensure that first aid kits are well supplied, age appropriate, and readily accessilifdhatstat
children) at each facility and while offsite?

1304.22()(1),
1304.22(f)(2)

Targeted Questions for Safe Environments Question 2F

Interview: Facilities Staff (First Aid Kits)
U  When are first aid kits restocked? When is the inventory of diics kits conducted?304.22(f)(2)
Observation: First Aid Kits
U Look at the first aid kits and indicate whetheso4.22(f)(1)
- Kits contain items within the expiration date, if applicable;
- All staff working with children know where the kits are lodate
- Kits are kept out of children's reach; and
- Program has a portable first aid kit for use on trips to offsite locations or on the playground.

Observation: Vehicle Equipment

U Does the vehicle used in providing transportation services have ssteekel first aid kit?1310.10(d)(3)
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Safe Environments Question 3A

Does the program ensure that all applicable Federal, State, local, and Tribal food safety and sanitation laws aj
and evidence of compliance, including appropriate licenses and certsicatposted?

1304.23(e)(1),
1304.53(a)(10)(xiii)

Targeted Questions for Safe Environments Question 3A

Document Review: Facility License

U Indicate whether the grantee and delegate have available all licenses and certificates that permit them to
and serve food and whether such licenses and certifications are paste3(e)(1)

Interview: Facilities Staff (Facilities, Materials, and Equipment)

U Is the water supply adequate and approved by the State or local health authority? Can you show me
doaumentation of licensing inspection? Record the date of the most recent inspect®ns3(a)(10)(xiii)

Interview: Nutrition Staff (Food Safety)

U How do you ensure that food service vendors observe State, local, or Tribal safety and sanitation regulati
related to food handling?304.23(e)(1)
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Safe Environments Question 3B
APPLIES ONLY TO: Programs serving infants and toddlers

Does the program ensure that facilities are available for the proper refrigerated storage and handling of breas
and formubh?

1304.23(e)(2)

Targeted Questions for Safe Environments Question 3B

Interview: Teaching StafEHS (Food Safety)

U What precautions are taken to ensure each child receives his or her own mother's breast milk or the corre
formula? How do staff and pants communicate to ensure containers of breast milk or formula are dated,
clearly labeled with the child's name, and used only for the intended child?
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Safe Environments Question 4A

Can the program demonstrate that it has established and implementedeglures for ongoing monitoring of
facilities, materials, and equipment as well as child health and safety policies, plans, and procedures at the gr
and delegate level to ensure effective implementation of Federal regulations?

1304.51(i)(2)
Link: ®M4A

Targeted Questions for Safe Environments Question 4A

Document Review: Ongoing Monitoring Documents and Tools

U  Use ongoing monitoring documentation or tools to verify the process for the program'’s ongoing monitoring
equipment and facilitiessadescribed through your interviews with the facilities manager and staff.

Interview: Facilities Staff (Ongoing Monitoring)

U How do you monitor the program's facilities, materials, and equipment and the program's compliance with
Federal regulations?

U  What do you do if you detect problems or weaknesses with the program's facilities, materials, and equipmn
What is the process for reporting and documenting problems identified with the facilities, materials, and
equipment? Who reports such informatiométo whom is it reported? How and where is it documented, if af
all?

U What is the process for reporting and documenting problems identified with the program's facilities, mater,
and equipment?

Who reports such information and to whom is it reportdd@w and where is it documented, if at all?

Interview: Facilities Staff, Head Start Director (Ongoing Monitoring)

U Does the program review maintenance requests or reports of accidents and injuries to identify trends and
needed improvements?
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Transpotation Services

This section of the Protocol contains a lisCaimpliance Questionhat identify Head Start (HS) program requirements against which
each question is designed to monitor compliance. Reviewers assigned to this section must answee &bofptiance Questions, but

only after collecting and analyzing sufficient information to make-imétirmed decisions. Responses to each Compliance Questions must
be substantiated with details from extensive interviews, document reviews, and/or obsersatio

Targeted Questionfollowing the Compliance Questions will help lead reviewers to the right people, documents, and observations from
which to gather information. These questions reflect the minimum evidence gathering requirements to address thiai@empl

Questions. Responses to Compliance Questions are not limited to the interviews, document reviews, and observationsdtgined i

t NRE(i202tQa ¢l NHSGSR vdzSadazyazr a2 f2y3 |a I RRAGA2greviewshaudzNDS &
cover all program options provided by the grantee and delegate as well as childcare partnerships and family child care homes.

For each Compliance Question, reviewers must document and describe detailed evidence collected through thar@u@iecklists.
Guides are organized by type of interviewee, type of document to be reviewed, or type of observation to be conductedmpla; ex
when interviewing a parent, all Targeted Question for parents, regardless of where it resides in theohnetth be listed on the Parent
Interview Guide, organized by key topic area (e.g., Communication with Families). The Guides are the area where rdviewers wi
document all of their Notes, which form the foundation for understanding grantee compliandewden appropriate, become the basis
for preliminary areas of noncompliance. For all evidence collected, reviewers should provide sufficient context to seppmrthhsions
drawn, including the number of documents reviewed, people interviewed, andrabons made. In the Monitoring Software, all Notes
collected through the Guides are attached to the standards listed with each Targeted or Compliance Question.

The Transportation Services section of the Protocol is divided into five subsections:

Setion 1. Transportation Services Management

Section 2: Grantee and Delegate Directly Provided or Cofftractded Transportation
Section 3: Bus Driver Credentials, Qualifications, and Training

Section 4: TransportatioRelated Services

Section 5: Ongog Monitoring

Last UpdatedFebruary 27, 2009 54 Transportation Services: Introduction



= e
E‘ m’ B’ Office ofHead Start Monitoring=Y 2009 Protocol E

Transportation Services Question 1A

Does the program ensure that vehicles used to provide transportation services are maintained in safe operatit
condition at all times?

1310.13(a), 1310.13(b),
1310.13(c)

Targeted Questions for Trapsrtation Services Question 1A

Document Review: State Vehicle Inspections

U Review the annual State inspection certificate of each vehicle provided by the State licensing agency, if
applicablei310.13(a)

Interview: Transportation Staff (Vehicle Maintenaeg
U Can you describe the preventive maintenance done for each vehitle?23(b)

U How often do you conduct a peip inspection of the vehicle? What happens if something does not pass th
pre-trip inspection? Describe how the inspection ensures that #lgicte is in safe operating conditiars10.13(c)

Observation: Vehicle Maintenance

U Describe the bus driver's ptteip inspection. If the bus driver completes a firg inspection form, review a
copy of the form.
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Transportation Services Question 1B
APPLIES ONLY TO: Cehtsed programs

Do programs providing transportation services, either directly or through a contract, have an applicant review
process that advises applicants for driving positions of the specific background checks required?

1310.16b)
Link: PDM7E

Targeted Questions for Transportation Services Question 1B

Document Review: Staff Files

U Confirm background checks for transportation staff and the transportation manager via the program's trac
system. Select staff files to verifyetstaff background check information provided in the tracking system. If
tracking system is unavailable, review staff files for each service area to determine whether appropriate ¢
record checks are conducted before hire date.

For all staff, indiate the date the background check was conducted.

U Have the specific background checks required for all bus drivers been completed?

Interview: Head Start Director (Human Resources)

U How do you ensure the specific background checks are conducted for cedtigivers?

Interview: Transportation Manager (Human Resources)

U What is the program's process for background checks on their contracted bus drivers?

Interview: Transportation Staff (Human Resources)

U Was a background check conducted when you were Rired
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Transportation Services Question 1C
APPLIES ONLY TO: Grantees in States that grant CDLs

Does each bus driver have a valid commercial driver's license (CDL)?

1310.16(a)(1)

Targeted Questions for Transportation Services Question 1C

Document ReviewStaff Files

U Does each bus driver have a valid commercial driver's license (CDL)? Note the State issued and expiral
to verify validity.
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Transportation Services Question 2A

Does the program ensure that each vehicle is properly equipped?

1310.10(d)(1),
1310.10(d)(2),
1310.10(d)(3),
1310.10(d)(4),
1310.12(b)(2),
1310.12(b)(1)

Targeted Questions for Transportation Services Question 2A

Observation: Vehicle Equipment

U  Are vehicles equipped with heighdnd weightappropriate restraint systes?1310.12(b)(1)

U Are vehicles equipped with reverse beepers®.12(b)(2)

U Does the vehicle used in providing transportation services have a seat belt custten?(d)(4)

U Does the vehicle used in providing transportation services have steeked firs aid kit?1310.10(d)(3)
u

During the observation of the bus, locate the fire extinguisher and check the gauge to ensure that the dev
fully charged1310.10(d)(2)

U Is the vehicle equipped with a twway communication system to call for assistance?ésetla backup plan if
the two-way communication system is not working (e.g., in drop zonesy?.0(d)(1)
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Transportation Services Question 2B

Are baggage and other items transported in the passenger compartment properly stored and secured, aiglés
and doors and emergency exits unobstructed at all times?

1310.15(b)

Targeted Questions for Transportation Services Question 2B

Observation: Transportation

U Observe whether baggage or other items are transported in the passenger compartments fhgobaggage or,
are the other items properly stored?
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Transportation Services Question 2C

Does the program adhere to the basic principles of trip routing?

1310.20(b), 1310.20(b)(1)}
1310.20(b)(3),
1310.20(b)(5),
1310.20(b)(6),
1310.20(b)(7)

Targeed Questions for Transportation Services Question 2C

Interview: Transportation Staff (Safety)
U Describe procedures for using alternate routes in case of hazardous conditiomso(b)(7)

U Does the bus monitor or another adult escort children when thayehto cross the street®10.20(b)(6)

Observation: Safety

U  Are transit times for children 1 hour or less each way, unless a shorter route is unavailable, unsafe, or
impractical?1310.20(b)(1)

U Does the bus driver avoid backing up or making "U" turns beydrat is necessary for safety reasons or beca
of physical barriers2310.20(b)(3)

U Does the bus driver ensure stops are located to eliminate the need for children to cross the street or highv
when boarding or exiting the vehicle210.20(b)(5)
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Trangortation Services Question 2D
DOES NOT APPLY TO: Programs with a waiver approved by ACF for this requirement.

Are all vehicle occupants, except the bus monitors assisting children, seated in beigneightappropriate
restraint systems while the veliécis in motion?

Notes: An approval letter from the Administration for Children and Families (ACF) 1310.15(2), 1310.15(d)

required for an exception from this regulation.

Lap belts only are not acceptable for child restraints. The performance standard d¢
not require bus moitors to wear restraints.

Targeted Questions for Transportation Services Question 2D

Observation: Transportation

U  Are all vehicle occupants, except the bus monitors assisting children, seated in-heigimeightappropriate
restraint systems while the vehicle is in motion?

(Note: Lap belts only are not acceptable for child restraints.)
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Transportation Services Question 2E

Are children released only to a parent, legal guardian, or other individual as designated in writirgdayeht or
legal guardian? Does the agency maintain lists of the persons, including alternates in case of emergeneig-anc
date child rosters at all times to ensure that no child is left behind, either at the classroom or on the vehicle at
end ofthe route?

1310.10(g)

Targeted Questions for Transportation Services Question 2E

Interview: Transportation Staff (Transportation)

U How do you ensure that no child is left on the vehicle at the end of the route?

U  What process do you follow if no pareistat a stop to meet a child exiting the bus?
Interview: Transportation Staff, Transportation Manager (Transportation)

U How does the bus driver receivetip-date information on children, especially when a contractor provides
transportation services?

Observation: Transportation

U  Are children released only to a parent, legal guardian, or other individual as designated in writing by the p
or legal guardian? How does the bus driver know who these individuals are?
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Transportation Services QuestiorF-2

Does the program providing transportation services ensure that all accidents involving vehicles that transport
children are reported in accordance with applicable State requirements?

1310.10(f)

Targeted Questions for Transportation Services Questabn

Document Review: Driver Incident Reports

U  Are accidents reported in accordance with applicable State requirements?

Interview: Transportation Staff (Safety)
U Have you ever been involved in an accident? If so, how was it reported?

U How are families ndiied if a child is onboard a bus when an accident occurs?
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Transportation Services Question 2G
DOES NOT APPLY TO: Programs with a waiver approved by ACF for this requirement

Is at least one bus monitor onboard at all times?

Note: An approval letter fnrm ACF is required for an exception from this regulation. 1310.15(c)(1)

Targeted Questions for Transportation Services Question 2G

Interview: Transportation Staff (Transportation)

U How are substitute monitors provided when the regular bus monitor is rati?se

Observation: Transportation

U Is at least one bus monitor onboard at all times?
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Transportation Services Question 2H
DOES NOT APPLY TO: Programs with a waiver approved by ACF for this requirement

Has each bus monitor, before duty, been trained oildchoarding and exiting procedures, use of child restraint
systems, required paperwork, emergency response and evacuation procedures, use of special equipment, chj
pickup and release procedures, and paed posttrip vehicle check?

1310.17(f)(2)

Note: An approvaltter from ACF is required for an exception from this regulation. Link: PDM7]

Targeted Questions for Transportation Services Question 2H

Document Review: Training Procedur8ais Monitors
U Does the program have training procedures for busitors?

Interview: Transportation Staff (Training)

U What training did you receive on child boarding and exiting procedures, use of child restraint systems, reg
paperwork, emergency and evacuation procedures, use of special equipment, child pickiglease
procedures, and preand posttrip vehicle checks?
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Transportation Services Question 3A

Does the program ensure that persons employed to drive vehicles receive the required-tidnntieel and
classroom training before transporting childrendaannually thereafter?

1310.17(b)(1),
1310.17(b)(2),
1310.17(b)(3),
1310.17(b)(4),
1310.17(b)(5),
1310.17(b)(6),
1310.17(b)(7), 1310.17(d)
Link: PDM7I

Targeted Questions for Transportation Services Question 3A

Document Review: Staff Files

U Review bugiriver and bus monitor staff files for evidence of required training. Indicate the dates and types
training transportation staff have received.

Document Review: Training Procedur8ais Monitors

U Describe the behinghe-wheel and classroom training predures for bus drivers, noting how often bus driver,
are required to participate in such training.

Interview: Transportation Staff (Training)
U Did you receive the following classroom and bekihne-wheel training on how t01310.17(b)
- Operate the vehle safely and efficiently;

- Run a fixed route safely, including loading and unloading children, stopping at railroad crossings, and
performing other specialized driving maneuvers;

- Administer basic first aid in case of injury;

- Handle emergency situatis, including vehicle evacuations;

- Operate special equipment, such as wheelchair lifts, assistance devices or special occupant restraints;
- Conduct routine maintenance and safety checks on the vehicle;

- Maintain accurate records; and determine whatomds are necessary?

U Do you receive refresher behirtle-wheel and classroom training courses annuaib®.17(d)
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Transportation Services Question 3B
Do bus drivers receive annual evaluations, which must include an onboard observation of road per&tmanc

1310.17(f)(1)
Link: PDM7C

Targeted Questions for Transportation Services Question 3B

Document Review: Staff Files

U Indicate the date of the bus driver's last performance evaluation and whether the annual review includes &
onboard observation. Ifie onboard observation was conducted separately from the annual review, indicatq
date of the onboard observation.

Interview: Transportation Staff (Human Resources)

U Do you receive an annual evaluation that includes an onboard observation? When waasy@valuation?
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Transportation Services Question 4A

Does the agency help as many families as possible obtain transportation who need transportation for their chil
attend the program?

1310.10(a)

Targeted Questions for Transportation SerggQuestion 4A

Interview: Transportation Manager (Family Support)

U How does the agency help as many families as possible obtain transportation who need transportation fon
children to attend the program?
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Transportation Services Question 4B

If the agency has decided not to provide transportation services for either all or a portion of the children, does
agency provide reasonable assistance to the families of such children to arrange transportation to and from its
activities? Are the specific igs of transportation assistance being offered made clear to all prospective families
the program's recruitment announcements?

1310.10(b)

Targeted Questions for Transportation Services Question 4B

Document Review: Recruitment Materials

U  Are the speific types of transportation assistance being offered made clear to all prospective families in thj
program's recruitment announcements?

U If the agency has decided not to provide transportation services for either all or a portion of the children,
descrike how the agency provides reasonable assistance to the families of such children to arrange
transportation to and from its activities. In your description, indicate whether program recruitment
announcements are in the languages of the children and fansiéeged by the program.
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Transportation Services Question 5A

Can the program demonstrate that it has established and implemented procedures for ongoing monitoring of
transportation services, including contracted services, at the grantee and delegatédeansure effective
implementation of Federal regulations?

1304.51(i)(2)
Link: PDM4A

Targeted Questions for Transportation Services Question 5A

Document Review: Ongoing Monitoring Documents and Tools

U  Use ongoing monitoring documentation or toots\erify the process for the program's ongoing monitoring off
transportation services as described through your interviews with the transportation manager and bus driv
staff.

Interview: Transportation Staff, Transportation Manager (Ongoing Monitorjng

U How do you monitor delivery of the program's transportation services and the program's compliance with
Federal regulations?

U  What do you do if you detect problems or weaknesses with the program's transportation services? What i
process for repding and documenting problems identified in the transportation service area? Who reports
information and to whom is it reported? How and where is it documented, if at all?
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Disabilities Services

This section of the Protocol contains a lisCaimpiance Questionshat identify Head Start (HS) program requirements against which
each question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance, Questio
only after collecting and analyzing saféint information to make welinformed decisions. Responses to each Compliance Questions must
be substantiated with details from extensive interviews, document reviews, and/or observations.

Targeted Questionfollowing the Compliance Questions will hédiad reviewers to the right people, documents, and observations from
which to gather information. These questions reflect the minimum evidence gathering requirements to address the Compliance
Questions. Responses to Compliance Questions are not limitbe faterviews, document reviews, and observations outlined in the
t N2 (i202tQa ¢l NHSGSR vdzSadazyazr a2 f2y3 a I RRAGAZ2YI ewsadldzZNDS &
cover all program options provided by the grantee aetegate as well as childcare partnerships and family child care homes.

For each Compliance Question, reviewers must document and describe detailed evidence collected through the Guides ait&l Checkli
Guides are organized by type of interviewee, typelacument to be reviewed, or type of observation to be conducted. For example,
when interviewing a parent, all Targeted Question for parents, regardless of where it resides in the protocol, will loa liseeBarent
Interview Guide, organized by kegpic area (e.g., Communication with Families). The Guides are the area where reviewers will
document all of their Notes, which form the foundation for understanding grantee compliance, and, when appropriate, beedasish

for preliminary areas of noncopliance. For all evidence collected, reviewers should provide sufficient context to support the conclusions
drawn, including the number of documents reviewed, people interviewed, and observations made. In the Monitoring SofthNatesall
collected throgh the Guides are attached to the standards listed with each Targeted or Compliance Question.

The Disabilities Services section of the Protocol is divided into six subsections:

Section 1: Human Resources

Section 2: Coordinated Activities

Section 3:0utreach and Recruitment

Section 4: Evaluation and Development of IEP/IFSP
Section 5: Community Partners

Section 6: Ongoing Monitoring
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