fg,,sxiﬂ"m.%
E Administration for Children and Families | U. S. Department of Health and Human Ségvigﬁ

@ H a‘ M ’ S

FY 2009
Office of Head Start
Monitoring Guides

February 27, 2009

Office of Head Start Monitoring System



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

Table of Contents

INTRODUCTION TO THE FY2009 OFFICE OF HEAD START MONITORING G UIDES ... 1
ORGANIZATION AND USE OF THE GUIDES ... oottt e et e e e eeanni e 2
INTEGRATED SERVICES REVIEWER 1 GUIDES ..ottt 4
INTEGRATED SERVICES REVIEWER 2 GUIDES ..ottt e 28
EDUCATION AND EARLY CHILDHOOD DEVELOPMEN T GUIDES...........cooiiiiiiiiiiii e, 57
PROGRAM DESIGN AND MANAGEMENT GUIDES ...t 104
FISCAL MANAGEMENT GU IDES ... ittt e et e e e e ettt e e e e e e n e e e e enn e naeeens 118
REPORT COORDINATOR G UIDES. ... ..o ittt e e et e e e e s 144

Last UpdatedFebruary 27, 2009



—
m’ H’ Office ofHead Start Monitoring=Y 20095uides S

Introduction to the FY2009 Office of Hed#tart Monitoring Guides

TheOffice of Head Start (OHS) presents the FY2009 Office of Head Start Mor@oideg that accompanies the FY2009 Monitoring
Protocol TheGuidesare composed of questions within the Monitoring Protocol and are organized by type of method being used to
collect the information (e.g., Interview of Head Start Director, Classroom Observation), as well as the type of reviewiegdbiéect
information (e.g., ECD reviewer, Program and Design and Management reviewer).

The Protocol organizes elementshidad Stet Performance indards 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 Services

Family ad Community ServicgsCS)

Education and Early Childhood Development Services (ECD)
Fiscal Management

Program Design and ManagemégRDM)

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

=8 =4 =8 =8 -8 489 _9_9_9

Compliance Questiorfisrm the basis of the Btocol, 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 4S@ARSyYy OS It alidteSnp guestonsifetitidely. NErgeded Quistioniadicate the people to

interview, questions to ask, information to retrieve from documents, and observations to make in developing an understanding
grantee compliance with each question. Altlee evidence gathering questions must be completed in order to answer the associated
compliance question.

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

Interview Guides

Observation Guides

Document Review Guides

Checklists (e.gSafe Environments ChecKJist

File Review Guides

= =4 -8 -4

The evidence collected through eaGluideis linked to Compliance Questions anitl be used to assist review teams in making
compliance determinations.

Last UpdatedFebruary 27, 2009 1
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Organization and Use of the Guides
Types of Guides

Guides are primarily organized by reviewétor each reviewer, there is a setatks they arasked toperformduring the revew of a
grantee. For example, the Education and Early Childhood DevelogE@D) reviewer conducts the following tasks while on a review:
1) Interviews the ECD Manager, 2) Reviews program documentation pertaining to ECD, such as the CurriculuRoeteC|&39Visits
classrooms to make direct observations about the delivery of services to children, 4) Interviews teachers, family ghitidars, and
home-visitors,and 5 Reviews Child Files for the classrooms/settlngs visited. For each oftdbkseOHS has created tools to gwde the
O2ttSOGA2Y 2F AYF2NNIOGA2Yy GKFG é6Aff 0SS dzaSR (2 laaSaa GKS
The following is a list dhterview, Observationand Document Review Guides curtgnused by reviewers while conducting a review

Reviewer Guide

<

Integrated Service Reviewer 1 Interview Guides Disabilities Staff, Mental Health Staff/Consultants, FCS Manager, FCS
(ISR1)Disabilities, Mental Health & (FSW Staff, Parent

Family and Community Services . . L
Child File Review Guide I al YLX S 2F on OKAf RNByQa FA

Staff File Review Guid@ll staff interviewed)

Document Review Guidée.g., Disabilities Plan, Transition plans)

<l < < <

Integrated Service Reviewer 2 Interview Guides Nutrition Staff, Kitchen Staff, Health Staff, Facilities Staff, Transportati
(ISR Health,Nutrition, Safe Manager, Transportation Staff (bus drivers and monitors)

Envionments, Transportation
Child File Review Guid&-4 child files per center visited, 20 files minimum

Staff File Review GuideAll staff interviewed, except bus drivers/monitors

Document Review Guidée.g., Prenatal education materials, Facility License )

Observation Guide Centerbased and Family Child Care Safe Environn@bservations

Safe Environmets Checklist Centerbased and Family Child Care Checklists

Bus Ride/Observation

Education and Early Childhood
Development

Interview Guides ECD Manager, Teaching Staff, Home Visitors, Family Child Care Proy

Child File Review Guid&-4 child files per center visited, 20 files minimum

Staff File Review GuideECD Manager

Document Review Guidde.qg., Curriculum)

Observation Guide Centerbased, Family Child Care, and Helpased settings

Program Design and Management Interview Guides HS/EHS [ictor, Governing Body, Policy Council/Committee

Document Review Guidée.g., Meeting minutes, Annual Report)

Fiscal Interview Guides Financial Officer

Document Review Guidée.g., GABI, S¥69 Financial Reports)

Staff File Review GuideFinancial Office

Report Coordinator Interview Guides ERSEA Staff

Document Review Guidée.g., Attendance Records)

< < KKK (KK (KIK KKK KKK KKK KK KL

Staff File Review GuideTeachers, Home Visitors, Family Child Care Providers, Bus
Drivers/Monitors, Head Start Director, ERSEA Staff

Last UpdatedFebruary 27, 2009 2
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Tailoring the Guideto the Grantee

All guides are customized to reflect thge of program being reviewed (e.g., Cenbarsed, Family Child Care Center, Hdrased
Migrant), andthe types of children or populations being served by the program (e.g., Infants/Toddlerschrtyel Age Children, Pregnant
Women and New Mothers).

Information on how eaclguide is tailoreccan be foundy lookingat both the name of the Guide (e.g., ECD CeB@sed Observation)
and thedAPPLIES T&dext on the guide questionslf a queston doesnot have ardAPPLIES E(abel, then it applies to all program
types and all types of populations being serv@&gklow is a list ofiow the dAPPLIES Eields are used in the various guides.

How the Question is Tailored Meaning

APPLIES TQCenterbased The questioris only asked if the grantee operates a Ceiliiased program as one of its program
options or the reviewer is observing the Cenbarsed option during a classroom visit.

APPLIES TO: Family Child Cal The question is only asked if the gte@ operates damily Child Cangrogram as one of its
program options or the reviewer is olsting a Family Child Caoption during a visit.

APPLIES TO: Horbhased The question is only asked if the grantee operates a Hbased program as one of jgogram
options or the reviewer is observing a Hoimased option during a visit.

APPLIES TO: Migrant/Seasond The question is only asked if the grantee operates a Migrant/Seasonal program.

APPLIES T@®oN The question is only askedtlile program being reviewed is not a Migrant/Seasonal program.
Migrant/Seasonal

APPLIES TO: Infants/Toddlerqg The question is only asked if either the progranvesrinfants/Toddlers and/or the reviewer is
observing an Infant/Toddler classroom.

APPLIES TO: Preschool Age | The question is only asked if either the program serves Preschool Age Children and/or the

Children reviewer is observing a Preschool classroom.

APPLIES TO: Pregnant The question is only asked if the program serves Pregnant Women/Nekehkdo
Woman/New Mothers

APPLIES T@@rograms The question is only asked if the program provides Transportation Services
Providing Transportation

Services

Linking the Guide Questions to Compliance Questions

After each question on the Guides, one or more Compliance @uestimbers are listed (e.g., NUT 4A), indicating that the evidence
collected with the question will be linked to the associated Compliance Questibis information will besed to evaluate the grantees
overall compliance with the associated Head Starfétmance Stadards. In addition, somguestionson the guideslso have
performance standard listed, indicating that the question being askedesttyi tied to that standard.

Last UpdatedFebruary 27, 2009 3
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Integrated Services Reviewer 1 Guides
(Disabilities, Mental Health, Familgnd Community Services)

The followingGuides are used bA\SR 1 reviewen® collect information on progam performance with respect to
disabilities, mental health, and family and community services

Interviews

)l
)l
)l
)l
)l

ISR1 Disabilities Staff Interview

ISR1 FOBanager Interview

ISR1 FCS Staff Interview

ISR1 Mental Health Staff/Consultant Interview
ISR1 Parent Interview

Document Review

1

ISR1 Document Review (Related to Disabilities, FCS, and Mental Health)

Child and Staff File Review

)l
)l
)l
)l
)l

ISR1 Child Files (Relatedizabilities and FCS)
ISR1 Disabilities Staff File Review

ISR1 FCS Staff File Review

ISR1 Mental Health Staff/Consultant File Review
ISR1 FCS Manager File Review

Last UpdatedFebruary 27, 2009 4
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ISR

1 Disabilities Staff Interview

i

i
i

i

i

i

i

Staffing

U Describe how hired staff or consultants provide regularly scheduled and ongoing content area expertise aj
oversight.Dis1A

U What is your process for providing supervision angport to staffPpmza

U Does the supervision and support process include feedback designed to improve the quality of services?
you track improvement or continuing need for corrective actien®i7a

U Do you feel that clear lines of communication amghervision exist to support you in fulfilling your role and
responsibilities? How do staff convey their need for support? How are these requests hapolled?

Training

U Does the program provide opportunities for ongoing training to help you acquire aittairathe skills and
knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performancq
Standards in the service area? Can you describe the training opportunities available twyou?

U  When did you receive trainingn identifying and reporting child abuse and neglect? What steps would you t

Human Resources

Staff Communications

What training or experience do you have acaring and individualizing needed services for children with
disabilitiesDis1A

if you suspected child abuse or negleetiMzJ

Did you receive an annual performance reviess®i7c

How are the results of the annual performance review used?Hay help you identify your training and
professional development needs? How does your manager help you improve skills and professional
competenciesPDM7C

APPLIES TO: Preschool Age Children

How do you coordinate with the ECD Managethe ongoing assessment process and planning for activities
May | see your notes, meeting minutes, or other documentation that reflects on your coordination with the
Manager™is2A

APPLIES TO: Preschool Age Children
How do you coordinate with thECD Manager to plan activities for children with disabilities across program|
options?DIS2A

APPLIES TO: Preschool Age Children

How do you work with health staff and teachers to identify children with disabilities and to ensure that the
health needs of chdiren with disabilities are being met? May | see your notes, meeting minutes or other
documentation of your coordination with health services staff and teacheis

APPLIES TO: Preschool Age Children
How do you coordinate with the Mental Health Managethilp teachers identify children with mental health
related disabilities®is2c, 1308.18(b)

Last UpdatedFebruary 27, 2009 5
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ISR1 Disabilities Staff Interview

i

i

0

i

Staff Coordination

Enrollment & Recruitment

Child Assessments

What steps are followed to ensure regular communication among program staiffea

Are there geographical or other constraints that prevent your full participadioregular communication with
other staff? If so, how do you overcome these constraints? What part does technology play in facilitating
communication among staff®bmsa

Are staff meetings scheduled regularly? How often do you participate in these meefrggou offer input and
participate in discussions at these meetings? Can you describe the meetings, in general?

How are you made aware of policy or operational changes®A

APPLIES TO: Preschool Age Children

Has coordination wh mental health services helped teachers identify mental health problems, such as
depression, withdrawal, anxiety, or abuse, for a child with disabilities? If so, what were the circumstances
see your notes, meeting minutes or other documentatidryour coordination with mental health
servicesDIs2C, MH2C

APPLIES TO: Preschool Age Children
What kind of recruitment activities does the program have for children with severe disabilities? Are you cu
serving children vih severe disabilities®@is3A

APPLIES TO: Preschool Age Children
During recruitment efforts, does the program reach out to other agencies serving children with severe
disabilities? If so, which agencies®3a

APPLIES TO: Preschool Age Children
Can you sha examples of outreach to other agencies resulting in referrals and acceptance of children wit
severe disabilitiesBis3a

APPLIES TO: Preschool Age Children
Were any children with special needs denied enroliment or removed from the program? If so, edeathe
circumstances®Is3B

APPLIES TO: Preschool Age Children
Describe the developmental assessment process for children with disabilities. Who conducts the assessni
how often is it conducted®is2A

APPLIES TO: Preschool Agel@nil
How is information from the developmental assessment incorporated into program planning to individualiz
educational activities for children with disabilities®2a

APPLIES TO: Infant/Toddlers

Does the program coordinate with Part C providers andises to plan needed evaluations, determine eligibil
for Part C providers and services, and coordinate development of an Individualized Family Service Plan
(IFSP)®is4A

APPLIES TO: Infant/Toddlers
What is the process and timeline for referral to Pagr@viders and services when an infant or toddler is
suspected of having a disability®4a

Last UpdatedFebruary 27, 2009 6
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ISR1 Disabilities Staff Interview

- Are infants and toddlers suspected of having a disability referred promptly to Part C providers and servig
- Who makes the referral?
- Who is responsible faoordinating the evaluations?

U APPLIES TO: Preschool Age Children
What is the process for following up with the LEA to ensure that children are evaluated formally? Can yoy
examples of how timelines, from identification to referral, were met for é&déhiis4s

U APPLIES TO: Preschool Age Children
What is the process and timeline for referral to the LEA when a child is suspected of having a disataitity?

U APPLIES TO: Infant/Toddlers
How are parents supported to participate in the decisions regardiaduations and individual program
planningis4A

U APPLIES TO: Preschool Age Children
Can you share examples of parental written consent before an evaluation is conducted to determine whetj
child has a disability? How is consent received from familiesaddhnot speak Englishi?sac

Individualization- IFSPs/IEPs

U APPLIES TO: Infant/Toddlers
Can you describe how children receive services defined in the IFSP or Individualized Education Program
from the Head Start program and other agencies®2r, DIS4A

Adaptation for Children with Disabilities

U APPLIES TO: CenBased
What steps are taken to ensure that all equipment, toys, materials, and furniture arepgmepriate, safe, and
supportive of children with disabilitiesAF11, 1304.53(b)(1)(iii)

U Do you have children with disabilities who need services you do not provide here and who need to be
transported to other placesis4D

U Does the transportation comply with the Americans with Disabilities Act of 1990 (ABAY? 1310.22(b)
U How do you enste that the transportation is adapted to meet a child's special needs, 1310.22(a)

U If required in the child's Individualized Education Program (IEP) and not provided by the LEA, how does tif
grantee provide transportation to enable the child to acceslated services?s4b

Transitions

U APPLIES TO: Infant/Toddlers
What are the transition activitiesSssA

U APPLIES TO: Infant/Toddlers
When do transitions begin for children on an IFSR%A

U APPLIES TO: Preschool Age Children
What are the program's trasition practices for toddlers entering Head Start? How does the program suppo
parents of children with disabilities entering from infant and toddler programs®s, 1308.21(a)(1)

U APPLIES TO: Preschool Age Children
What are some specific examples of tsétions for children who have entered Head Start from Early Head St
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ISR1 Disabilities Staff Interview

0

0

i

i

i

Community Partnerships

Service Plans

Ongoing Monitoring

(EHS) and from other Part C programs in the commupity&3, 1308.21(a)(1)

APPLIES TO: Preschool Age Children
How do you assist parents in the transition of children from Head Stamtildéic school or other placement,
beginning early in the program year®sB, 1308.21(b)

APPLIES TO: Preschool Age Children

How do you coordinate with schools or other agencies to ensure that individual Early Head Start or Head
children's relevantecords, including IEPs and IFSPs, are transferred to the appropriate programs? When
transitions begin®issB

APPLIES TO: Preschool Age Children
How does the program build parent confidence, skills, and knowledge in accessing resources and advocs
meet their children's special needs®sB, 1308.21(a)(10)

APPLIES TO: Preschool Age Children
How does the program inform parents of their rights under the Individuals with Disabilities Education Act
(IDEA)DIS5B, 1308.21(a)(6)

Docurrent interagency agreements exist with all LEAs in the service ares?

APPLIES TO: Infant/Toddlers
Do interagency agreements exist with agencies serving infants and toddless?

APPLIES TO: Preschool Age Children

How does the progim use a disabilities service plan in shaping program services for children with disabilit
Listen for how and whether the plan includes transportation, coordination with LEA, and working with parg
ensure their involvemenbisse

APPLIES TO: Presol Age Children
How do you update the disabilities service plan annually to reflect the changing needs for disabilities servi
your community DIS5E

How do you monitor delivery of the program's disabilities services and the gmmdgicompliance with all Federd
regulationsiseA

What do you do if you detect problems or weaknesses with the program's disabilities services? What is th
process for reporting and documenting problems identified in the disabilities service area? Wnsrsuch
information and to whom is it reported? How and where is it documented, if abalbA

Last UpdatedFebruary 27, 2009 8
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ISR1 FCS Manager Interview

i

i
i

i

i

i

Staffing

U Descibe how hired staff or consultants provide regularly scheduled and ongoing content area expertise af
oversight.Fcsia

U  What training, experience, and skills do you have in helping parents advocate and make decisions for the|
children and families? Wat experience do you have in making referrals (e.g., health, mental health, and
disabilities) for familiesPcsiB

U Explain your experience in organizing or facilitating parent education, advocacy, or support gosups.

U  What is your process for providismipervision and support to staffbmza

U Does the supervision and support process include feedback designed to improve the quality of services?
you track improvement or continuing need for corrective actien®i7a

U Do you have the opportunity to talkith your supervisor and reflect critically on your work with individual
families?Pbm7A

U Do you feel that clear lines of communication and supervision exist to support you in fulfilling your role an
responsibilities? How do staff convey their need foport? How are these requests handlest?vza

Training

U Does the program provide opportunities for ongoing training to help you acquire and maintain the skills arf
knowledge necessary to fulfill your job responsibilities and to implement Head Start PrBgréonmance
Standards in the service area? Can you describe the training opportunities available twyou?

U When did you receive training on identifying and reporting child abuse and neglect? What steps would yo

Human Resources

Staff Communications

Communication with Families

What training or experience related to social services, human services, or family services do yachave?

if you suspected child abuse or nect?PDM7J

Did you receive an annual performance reviess®i7c

How are the results of the annual performance review used? Do they help you identify your training and
professional development needs? How does your manager help you impkitigeasd professional
competenciesPbm7C

What steps are followed to ensure regular communication among program staffea

Are there geographical or other constraints that prevent your full participation or regular communication wi
other staff? If so, how do you overcome these constraints? What part does technology play in facilitating
communication among staffi?bmsa

Are staff meetings scheduled regularly? How often do you participate in these meetings? Do you offer inp
participate in discussions at these meetings? Can you describe the meetings, in genersal?

How are you made aware of policy or operational changes®A

Last UpdatedFebruary 27, 2009 9
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ISR1 FCS Manager Interview

i

i

Parent Involvement

When and how do you interact with families throughout the program year2A, 1304.40(a)(4)

How are meetings and interactions respectful of families' diversity and cultural and ethnic backgrounds, in
families who might be unable to read or speak English? Can you share materials or plans that show how
program implenents this requirement®Cs2A, 1304.40(a)(5)

Do you plan activities at varying times during the day and week (e.g., at breakfast, end of the day, weekelf
encourage as many parents as possible to participates2A, 1304.40(a)(4)

Do you provide alternate work schedules to allow staff to interact with working families during weekend e
(e.g., picnics, religious and Tribal ceremonies, or other cultural events), if necessazy?1304.40(a)(4)

How do you consider the needs of family members wiiahlilities when planning meetings and
activities?rCS2A, 1304.40(a)(4)

How do you reach out to parents if families have no phone or are otherwise hard to reach? What do you @
you cannot reach the family? Listen for staff efforts to reach out to fasblieyond phone and notes sent
home.Fcs2c

What is the process for reaching out to families whose child has been absent for 4 or more consecutive d
When absences result from temporary family situations, what kind of family support procedures does the
program initiate?=cs2c

How did you build on preexisting family partnership plans (from other agenciesye

How do you know whether a preexisting family plan exists? Does the program ask parents for consent or
of information for discussions withtleer agencies, when plans do exist?s3c

Do you discuss a family's options for obtaining health insurance ecé@tvmedical care, if the family is ineligil
for Medicaid? Has the program developed materials or resoureeszc

What is the process forrpviding names and addresses of medical practices, clinics, or other health care
organizations to familiescs4c

Does the program familiarize parents with the use of and rationale behind health and developmental proc
administered through the prograror by contract and obtain advance authorization for such
procedures®DM5B, 1304.20(e)(2)

What opportunities do parents have to determine their family needs and educational interests?
How do you communicate with parents about thenefits of parent involvementcssa
What is your process for determining whether parents' needs and interests have changed overdisne?

How do you approach situations in which families are not ready, or select not to participate in, the family
partnership processRCs3B, 1304.40(a)(1)

How do you track families' progress in meeting their goals? How do you know when families have met the
goals*Cs3B, 1304.40(a)(2)

What is your process for determining whether a family's goals have changed overrtise? 1304.40(a)(2)

Describe the process for developing trusting relationships with families and encouraging them to participaj
individualized family partnerships. When does this process begieis, 1304.40(a)(1)

Last UpdatedFebruary 27, 2009 1C
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ISR1 FCS Manager Interview

U Have you developed materials or adties to encourage parent participation and make parents feel welcome
the program? Can you describe these materials or activiies2a

U Are parents included in educational decisions related to their children? Can you describe the dmeikiog
process?-Ccs4A

U Are developmental assessments shared with parents throughout the program sess?

U How do staff encourage parents to participate in stadfent conferences and home
ViSitS?FCS4B, 1304.21(a)(2)(iii)

U Who are the HSAC members? Do you havet@ras the current HSAC membens®ssB

U How does the HSAC help the program stay abreast of current community health needs and recommend
necessary interventions for children and families®sB

Family Literacy
U How would you describe your program's approaeiproviding family literacy services2s3E, 1304.40(e)(4)())

U Describe how your program provides services that address the four major activities defining family literacy
Head StartFcs3e

- Parent and child interactive literacy activities;
- Training dr parents as the primary teachers of their children;
- Parent training that leads to economic self sufficiency and financial literacy; and

- Ageappropriate education for children that prepares them for success in school and life.

U Can you share examplegmaterials or services provided by your program that relate to the four major famil
literacy activities?CS3E

U How do you help parents, as adult learners, identify and address their own literacy gosds?1304.40(e)(4)(ii)
Support Services

U How are gportunities to participate in education or appropriate interventions provided to families in the
following areasrFCsaDb, 1304.40(b)(1)(ii)

- Counseling programs;

- Substance abuse programs;

- Child abuse and neglect education;

- Domestic violence serviges

- Prevention programs for aisk families; and
- Mental health education?

U Can you share examples of how you have helped families access emergency services or resources, such
housing, clothing, or transportatiorFs3ap, 1304.40(b)(1)())

U How do yu know whether a resource or referral is meeting the families' needs2p, FCS5D, 1304.40(b)(1)

U Can you share examples of educational resources, such as job training or employment services, continuir
education and information, or education on mentaldth or wellness®cs3b, 1304.40(b)(1)(iii)

Last UpdatedFebruary 27, 2009 11
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ISR1 FCS Manager Interview

0

0

i

U Has the community experienced communityde emergencies or crises that affected many Head Start (HS)

Community Partnerships

U How do you determine that the services provided through a partner community organization respond to th

Transitions

Ongoing Monitoring

families? If so, what kind of help, if any, did the program provide in response, either directly or through
referral?FCs3D

families' needs? Has the program sought Health Services Advisory Committee (HSAC) input on health pr
and resources in the communityssA, FCS3D

How do these partnerships support families' needs (e.g., improve, share, and augment services for childrq
families)? What documents and materials does the program have, if available, to support demonstragon @
community partnership collaborations? In your notes, indicate the type or types of documentation (e.g., w
agreements, informal agreements, correspondencekiim, meeting minutescssA

Has the program established ongoing collaborative relatigpeswith health care and mental health providers,
such as local health departments, community health centers, managed care organizations, medical or de
schools, and professional associations? Can you describe these partnerships and specify the agbnveiéch
partnerships have been formedcssa

How does the program determine which community partnerships to pursae3a

What are the program's transition policies and procedures to support children transitioning to school? Wh
involved with developing these policies? Listen to see discover whether the local educational agency was
engaged in establishing of such policiesssc, 642A(a)(5)

How do you help parents become advocates for their children during transitions? What kinftsriofation do
you provide to parents? Is it in a language the parents understandsb

How do you monitor delivery of the program's family and community services, parent involvement, and thg
program's compliance with all Federal regidats?FCs6A

What do you do if you detect problems or weaknesses with the program's family and community services
is the process for reporting and documenting problems identified in the family and community services arg
Who reports such informatioand to whom is it reported? How and where is it documented, if atrait3A

Last UpdatedFebruary 27, 2009 12
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ISR1 FCS Staff Interview

i

i
i

i

i

i

Staffing

U Describe how hired staff ooasultants provide regularly scheduled and ongoing content area expertise ano
oversight.Fcsia

U  What training, experience, and skills do you have in helping parents advocate and make decisions for the|
children and families? What experience do yowd&@n making referrals (e.g., health, mental health, and
disabilities) for familiesPcsiB

U Explain your experience in organizing or facilitating parent education, advocacy, or support gosups.

U What is your process for providing supervision and supfoostaff?Ppmza

U Does the supervision and support process include feedback designed to improve the quality of services?
you track improvement or continuing need for corrective actien®i7a

U Do you have the opportunity to talk with your supervisodaeflect critically on your work with individual
families?Pbm7A

U Do you feel that clear lines of communication and supervision exist to support you in fulfilling your role an
responsibilities? How do staff convey their need for support? How are thesestxihandled?bomzA

Training

U Does the program provide opportunities for ongoing training to help you acquire and maintain the skills arf
knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performancq
Standards irthe service area? Can you describe the training opportunities available torpour?

U When did you receive training on identifying and reporting child abuse and neglect? What steps would yo

Human Resouwes

Staff Communications

Communication with Families

What training or experience related to social services, human services, or family services do yachave?

if you suspected child abuse or negleetiM7J

Did you receive an annual performance reviess®i7c

How are the results of the annual performance review used? Do they help you identify your training and
professional development needs? How does your manager help you improve skills and professional
competencies®?bM7C

What steps are followed to ensure regular communication among program staffea

Are there geographical or other constraints that prevent your full participation or regular communication wj
other staff? If so, bw do you overcome these constraints? What part does technology play in facilitating
communication among staffi?bmsa

Are staff meetings scheduled regularly? How often do you participate in these meetings? Do you offer inp
participate in discussiorat these meetings? Can you describe the meetings, in gerepaiia

How are you made aware of policy or operational changes®A
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ISR1 FCS Staff Interview

Parent Involvement

When and how do you interact with families throughout the program year2A, 1304.40(a)(4)

Howare meetings and interactions respectful of families' diversity and cultural and ethnic backgrounds, in
families who might be unable to read or speak English? Can you share materials or plans that show how
program implements this requirementZs2A, 1304.40(a)(5)

Do you plan activities at varying times during the day and week (e.g., at breakfast, end of the day, weekelf
encourage as many parents as possible to participates2A, 1304.40(a)(4)

Do you provide alternative work schedules ttwal staff to interact with working families during weekend eve
(e.g., picnics, religious and Tribal ceremonies, or other cultural events), if necessary?1304.40(a)(4)

How do you consider the needs of family members with disabilities when plameetjings and
activities?FCSs2A, 1304.40(a)(4)

How do you reach out to parents if families have no phone or are otherwise hard to reach? What do you @
you cannot reach the family? Listen for staff efforts to reach out to families beyond phone andseates
home.Fcs2c

What is the process for reaching out to families whose child has been absent for 4 or more consecutive d
When absences result from temporary family situations, what kind of family support procedures does the
program initiate=cs2c

How did you build on preexisting family partnership plans (from other agenciesgz

How do you know whether a preexisting family plan exists? Does the program ask parents for consent or
of information for discussions with other agencies, when plda exist?#cs3c

Do you discuss a family's options for obtaining health insurance ecé@tvmedical care, if the family is ineligil
for Medicaid? Has the program developed materials or resoureeszc

What is the process for providing names and addes of medical practices, clinics, or other health care
organizations to familiescs4c

Does the program familiarize parents with the use of and rationale behind health and developmental proc
administered through the program or by contract and dbtadvance authorization for such
procedures®DM5B, 1304.20(e)(2)

What opportunities do parents have to determine their family needs and educational interests?
How do you communicate with parents about the benefits of parentlvemment?rFcs3A
What is your process for determining whether parents' needs and interests have changed overdisne?

How do you approach situations in which families are not ready, or select not to participate in, the family
partnership processfcs3B, 1304.40(a)(1)

How do you track families' progress in meeting their goals? How do you know when families have met the
goals*Cs3B, 1304.40(a)(2)

What is your process for determining whether a family's goals have changed overrtise? 1304.40(a)(2)

Degribe the process for developing trusting relationships with families and encouraging them to participatj
individualized family partnerships. When does this process begieis, 1304.40(a)(1)
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ISR1 FCS Staff Interview

U Have you developed materials or activities to encouragemqaparticipation and make parents feel welcome &
the program? Can you describe these materials or activiies2a

U Are parents included in educational decisions related to their children? Can you describe the dmeikiog
process#Cs4A

U  Are developmatal assessments shared with parents throughout the program yeas2a

U How do staff encourage parents to participate in stadfent conferences and home
ViSitS?FCS4B, 1304.21(a)(2)(iii)

U  Who are the HSAC members? Do you have a roster of the currentriSmaerscsss

U How does the HSAC help the program stay abreast of current community health needs and recommend
necessary interventions for children and families®sB

Family Literacy
U How would you describe your program's approach to providing familatiteservicesPcs3e, 1304.40(e)(4)())

U Describe how your program provides services that address the four major activities defining family literacy
Head StartFcs3e

- Parent and child interactive literacy activities;
- Training for parents as the prinyateachers of their children;
- Parent training that leads to economic self sufficiency and financial literacy; and

- Ageappropriate education for children that prepares them for success in school and life.

U Can you share examples of materials or servizesided by your program that relate to the four major family
literacy activities?CS3E

U How do you help parents, as adult learners, identify and address their own literacy gosds?1304.40(e)(4)(ii)
Support Services

U How are opportunities to particgte in education or appropriate interventions provided to families in the
following areasrFCsaDb, 1304.40(b)(1)(ii)

- Counseling programs;

- Substance abuse programs;

- Child abuse and neglect education;

- Domestic violence services;

- Prevention programfer at-risk families; and
- Mental health education?

U Can you share examples of how you have helped families access emergency services or resources, such
housing, clothing, or transportatiorFs3ap, 1304.40(b)(1)())

U How do you know whether a resaw or referral is meeting the families' needs%3D, FCS5D, 1304.40(b)(1)

U Can you share examples of educational resources, such as job training or employment services, continuir
education and information, or education on mental health or wellnessD, 1304.40(b)(1)(iii)
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ISR1 FCS Staff Interview

i

i

0

0

i

CommunityPartnerships

Transitions

Ongoing Monitoring

Has the community experienced communrityde emergencies or crises that affected many Head Start (HS)
families? If so, what kind of help, if any, did the program provide in response, either directly or through
referral?FCs3D

How do you determine that the services provided through a partner community organization respond to th
families' needs? Has the program sought Health Services Advisory Committee (HSAC) input on health pr
and resources in the communRy¥CssA, FCS3D

How do these partnerships support families' needs (e.g., improve, share, and augment services for childrq
families)? What documents and materials does the program have, if available, to support demonstration @
community partnershigollaborations? In your notes, indicate the type or types of documentation (e.g., wri
agreements, informal agreements, correspondencekiim, meeting minutescssA

Has the program established ongoing collaborative relationships with health cdmmantal health providers,
such as local health departments, community health centers, managed care organizations, medical or de
schools, and professional associations? Can you describe these partnerships and specify the agencies w
partnerships have been formed:cssa

How does the program determine which community partnerships to pursae3a

What are the program's transition policies and procedures to support children transitioning to school? Wh
involved with developing thespolicies? Listen to see discover whether the local educational agency was
engaged in establishing of such policiesssc, 642A(a)(5)

How do you help parents become advocates for their children during transitions? What kinds of informatig
you provideto parents? Is it in a language the parents understarisD

How do you monitor delivery of the program's family and community services, parent involvement, and thg
program's compliance with all Federal regulatiors36A

What do youdo if you detect problems or weaknesses with the program's family and community services?
is the process for reporting and documenting problems identified in the family and community services arg
Who reports such information and to whom is it refemt? How and where is it documented, if at altseA
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ISR1 Mental Health Staff/Consultant Interview

Staffing

U Are you alicensed or certified mental health professional? If not, does the program have a contract with a
licensed or certified mental hedtprofessional who supports the provision of mental health servieeg?2

U Describe your training or experience in serving young children and their famities.

U Describe how hired staff or consultants provide regularly scheduled and ongoing contenikpegtise and
oversight.MH1A

U What is your process for providing supervision and support to staffA

U Does the supervision and support process include feedback designed to improve the quality of services?
you track improvement or continuing needrfcorrective actionPbM7A

U Do you feel that clear lines of communication and supervision exist to support you in fulfilling your role an
responsibilities? How do staff convey their need for support? How are these requests hapolled?

Training

U Does the program provide opportunities for ongoing training to help you acquire and maintain the skills an
knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performancq
Standards in the service area? Can you describdrttining opportunities available to yoe®m7

U When did you receive training on identifying and reporting child abuse and neglect? What steps would yo
if you suspected child abuse or negleetiMzJ

Human Resources
U Did you receive an annual perfoamce review®bpm7c

U How are the results of the annual performance review used? Do they help you identify your training and
professional development needs? How does your manager help you improve skills and professional
competenciesPDM7C

Staff Communicatios
U What steps are followed to ensure regular communication among program staiff2a

U Are there geographical or other constraints that prevent your full participation or regular communication wj
other staff? If so, how do you overcome these constraiftétat part does technology play in facilitating
communication among stafffomsa

U Are staff meetings scheduled regularly? How often do you participate in these meetings? Do you offer inp|
participate in discussions at these meetings? Can you descébmdietings, in generalBbmsA

U How are you made aware of policy or operational changes®a
Staff Coordination

U Can you share examples of working with staff and parents to implement program practices that respond t
behavioral and mental health concernisaut an individual child or group of children? Review available
documents to verifymH2B

U How do you learn about a teacher's concerns about children's behavior and mental health? What do you
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ISR1 Mental Health Staff/Consultant Interview

help teachers through this process®28

Staff Observations

U How do you share staff observations with parents and help parents understand child development and thq
child's behavior®H2a, 1304.24(a)(1)(ii)

Parent Involvement

U How do you solicit parents' information, observations, and concerns about their afigdresntal
health?mH2A, 1304.24(a)(1)(i)

U How do you help parents understand how to strengthen home environments to support and nurture child
developmentMH2A, 1304.24(a)(1)(iv)

U How do you educate parents about appropriate behaviors and varying indivetaperaments? How do you
educate parents and staff on appropriate responses to child behawers® 1304.24(a)(1)(iii)

Implementing Mental Health Services

U  What role do you play in the program's efforts to conduct screening to identify children wha reigkire
formal evaluation of behavioral and soe@hotional concerns®H2c

U How are you involved in selection of appropriate screening instruments and use of screening reseits?

U How often do you visit each setting? How is the schedule implementassell program options? How do yol
define "regular schedule"fAH2c

U Describe your process for identifying staff or family mental health concerns about ahild?

U When a concern about a child is identified, what is your process for addressing thatre®irtmy do you know
when it is time to intervene®iH2c

U Are all mental health concerns in the process of being addressed? Can you share an example of a recent]
intervention to address a concermwi2c

U What is the typical time between identification of a mentalalth concern and intervention®H2c
U How do you ensure that children with atypical behavior receive the recommended mental health sexrices

U Describe how the program's esite mental health consultation assists in providing special help for chilgitén
atypical behavior or developmentiH2b

U Can you share examples of situations where staff helped parents work with children with atypical behavio|
development?H2D, FCS3D

Mental Health Referrals
U Have there been requests for mental health referrals2c
Ongoing Monitoring

U How do you monitor delivery of the program's mental health services and compliance with all Federal
regulations™MH3A

U What do you do if you detect problems or weaknesses with the program's mental health services? What i
process for reporting and documenting problems identified in the mental health service area? Who reports
information and to whom is it reported? How and where is it documented, if atvedtA
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ISR1 Parent Interview

Parent Involvement

U How do staff encorage parents to participate in staffarent conferences and home
ViSItS?FCS4B, 1304.21(a)(2)(iii)

Support Services

U How are opportunities to participate in education or appropriate interventions provided to families in the
following areasrFCs3D, 1304.40(b)(1)(ii)

- Counseling programs;

- Substance abuse programs;

- Child abuse and neglect education;

- Domestic violence services;

- Prevention programs for aisk families; and
- Mental health education?

Communication with Families

U  Are activities plannedt varying times during the day and week (e.g., at breakfast, end of the day, weekeng
encourage you to participates2a

U Do program staff interact with you during weekend events (e.g., picnics, religious and Tribal ceremonies,
cultural evens)?Fcs2a

Parent Involvement

U Is the program open for you to visit during all hours of operation? Are you encouraged to observe or partid
in all activities with your child at the program®s4a

U Has the program developed materials or activities to emage your participation and make you feel welcomg
the program? Can you describe the materials or activitres2A

U Does the program require you to participate@s4A

U Have you been invited to make suggestions for classroom activities and given optesttmincrease your chil
observation skills and share assessments? How did program staff include you in these
activities?FCcs4B, 1304.21(a)(2)(ii)

U Have you been encouraged by the program to create verbal or written stories with your children in yoair hd
language? Can you describe activities in which you participatesi®

U How does program staff learn about your observations and concerns about your child's mental
health?mH2A, 1304.24(a)(1)(i)

U How does the program educate you about your child's appedpribehavior? Does the program offer feedbach
on how to respond to your child's behavion®2a, 1304.24(a)(1)(iii)

Support Services

U What kinds of resources or referrals has the program helped you access? Did the resources you received
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ISR1 Parent Interview

your needs? Whgr why not?Fcs3p
Transitions

U For parents who have experienced a transition into Head Start recently or parents who are in the process
transition from Head Start: How did the program assist your child with the transition prooess?Fcsss

Polices and Procedures

U How do consultations with parents occur when health problems are suspected or identified for
children?HEA2A, 1304.20(e)(1)

U How are parents notified in the event of an emergency involving their chitd2a, 1304.22(a)(4)

U What is the sytem for notifying parents of emergencies or unplanned interruptions in service? Describe thq
contingency plans you have developed with parents for these emergencies (e.g., alternative providers or
substitutes)? How do you inform parents of an emergenchemeed to pick up a child who has become
ill? HEA2A, 1306.35(c)

Providing Health Services

U How does the program support you to ensure that your child has access to health care (e.g., your child ha
primary care physician and dentist)2A28

U Has the prgram helped you keep your child #ip-date 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?HEA2C

Pre/Post Natal Care Services

U APPLIEBO: Pregnant Women/New Mothers
Ask mothers who have given birth within the program year: Did the program help you receive early and re
comprehensive prenatal and postnatal care that included early and continuing risk assessment, health prq
andtreatment, and mental health interventions and follewp?HEA4A

U APPLIES TO: Pregnant Women/New Mothers
Ask mothers of newborns: Did you receive a visit within 2 weeks of birth? If so, what did this visitrcover?

Prenatal Education

U APPLIES TO: Pregh#/omen/New Mothers
Ask pregnhant women or new mothers: What prenatal education did the program provide-yeu®@

Nutrition

U APPLIES TO: Infant/Toddlers
How does the program communicate with you about your child's daily experiences withNood?

U When aml how often do program staff discuss your children's nutritional needs and health withnyou®

U APPLIES TO: Home Based
Can you describe how you have been involved in planning nutrition activities for group socializations?

Fees

U Have you ever beerequired to pay Head Start in exchange for your child's participation in the
program?=RSEA1H
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ISR1 Document Review (Related to Disabilities, Family and Community Services, and Mental Health)

Contract/MOA with Mental Health Consultant

U Review the contracor Memorandum of Agreement (MOA) with the mental health consultant to determine t
schedule and services expecteti2c

Disabilities Service Plan

U APPLIES TO: Preschool Age Children
Review the disabilities service plan to determine whether all Head &tarponents are integrateahissb

U APPLIES TO: Preschool Age Children
Check the disabilities service plan date to ensure the plan is updated anmussky.

Documentation of Coordination with ECD Manager

U APPLIES TO: Preschool Age Children
Review documentigon of coordination with the ECD Manager related to ongoing assessment and program
planning (e.g., notes, meeting minutes). Ask disabilities staff to share with you documentation that demonj
the ECD Manager's involvement in the assessment processgianning activitieis2A

Education Materials

U Based on your review of education materials for parents, describe how the program educates parents abg
appropriate behaviors and varying individual temperaments, and educates parents and staff opragipro
responses to their children's behavioks:2A

Family Assessment

U Review a sample of family assessment documentation. Do family assessments identify parents' needs an
interests?FCS3A

HSAC Roster and Meeting Minutes

U Review the HSAC roster and magtiminutes to determine the frequency of meetings, relevancy of topics, a
member attendancercsss

Interagency Agreement

U Review interagency agreements to determine whethessc
- Current agreements exist with LEAs and other agencies in the sendce are
- Current agreements exist with agencies serving infants and toddlers.

Materials for Families

U Review materials available for both English and-Eoglish speaking families. Into what additional languagesd
have materials been translated? Do these lan@sagflect languages spoken by the program's families?s

Newsletters, Calendars, etc.

U Review newsletters, calendars, event flyers, etc. for documentation that events are planned and that
opportunities exist for interaction between staff and familiésdughout the yearrcs2a

U Review newsletters, calendars, event flyers, etc. for information provided to families on available resource
meet their needs and interestscssp
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ISR1 Document Review (Related to Disabilities, Family and Community Services, and Mental Health)

Ongoing Monitoring Documents and Tools

U Use ongoing monitoring documentatiam tools to verify the process for the program's ongoing monitoring o
mental health services as described through your interview with mental health gtefh

U Use ongoing monitoring documentation or tools to verify the process for the program'srangainitoring of its
family and community services as described through your interview with family community servicescstaff.

U Use any ongoing monitoring documentation or tools to verify the process for the program's ongoing monit
of its disabilites services as described through your interview with disabilities staffa

Pre-existing Family Plans

U Ask FCS staff to provide documentation of preexisting family plans. Is there documentation of coordinatio
other agencies®cs3c

Recruitment Magrials

U APPLIES TO: Preschool Age Children
Describe information about serving children with disabilities, including children with severe disalgilities.l,
DIS3A

Schedule of MH Services

U  Verify that the program services include a regular schedule aftahdealth consultation involving the mental
health professional, program staff and parengsi2b

Summary Analysis

U APPLIES TO: Preschool Age Children
Based on your review of the coordination between the Disabilities Coordinator and the Education Managg
teachers, health staff, and mental health staff (DIS2A, 2B, and 2C), describe the level of integration of the
servicesDIS5D

U Review a copy of the Community Assessment Summary from the RTL, RC, or PDM Reviewer. Based on
review, consider the typesfaervices parents are requesting and the population demographics (i.e., types (¢
services people in community typically use). Based on that information and your understanding of the prog
has the program established the appropriate frequency of visitsssess mental health concerns?2c

Transition Plans

U APPLIES TO: Preschool Age Children
Using examples from children's transition plans, describe the program's transition processes for special n
children leaving Head Start for public schools oreothlacementbissB, 1308.21(b)
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ISR

1 Child Files (Related to Disabilities and Family and Community Services)

i

APPLIES TO: Preschool Age Children
Review documentation of examples where a child with disabilities had health needs that were coordiithted
health staff and/or teachersis2s

APPLIES TO: Preschool Age Children
Review documentation of examples where a child with disabilities had mental health needs coordinated w
Mental Health Managemis2c

APPLIES TO: Infant/Toddlers
Review documetation of referrals to Part C providers and agencies and describe the program's referral prq
and timeline.Dis4A

APPLIES TO: Preschool Age Children
Review referrals and followp logs for children with disabilities, if availabtes4s

APPLIES TO: Rehsol Age Children
Review examples of parental written consent provided before an initial evaluation was conducted to deter
whether a child has a disabilityis4c

APPLIES TO: Infant/Toddlers
Review grantee records to determine whether transition plisuigrwas undertaken at least 6 months before thg
child's third birthdaybissa

Describe how staff communicate with families regarding absences greater than 4 consecutivedays.

Review family contact notes or Family Partnership Agreements, if writtescribe the timetables and strategig
for achieving family goalscs3as
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ISR1 Disabilities Staff File Review

U Before conducting your interviews, review the job description for the content area expert who oversees
disabilities services. Describe theoired training and experience in securing and individualizing needed
services for children with disabilitiesisia

U Review the personnel file, contract, or resume of the disabilities content area expert for documentation of
training and experience in segng and individualizing needed services for children with disabilities. List the
training, experience, and qualifications documentechiA

U Indicate the date of the most recent performance review and the overall rating gierv.c, 1304.52(i)

U Indicate the date of the staff professional development plan and up to three goals identified in the
plan.PDM7D, 648A(f)

U  Confirm background checks for staff via the program's tracking system. Select staff files to verify the staff
background check information prowd in the tracking system. If a tracking system is unavailable, review st
files for each service area to determine whether appropriate criminal record checks are conducted before
date.PDM7E, 648A(g)(3)(A), 648A(g)(3)(B), 648A(g)(3)(C), 1310.16(b)

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

U Indicate whether or not this staff member provides direct services or care to childoerre

If this staff member does not provide direct services or care, indicate whether or notdffisnember has an
office in a center serving children or in an administrative building where there are no children present.

If you find a staff member does not have a CRC and the grantee indicates the person is exempt due to th
position, please ask thgrantee to provide documentation of how such exemption was determined. For
example, do state licensing regulations allow for certain employees to be exempt from CRCs?

U Review staff files for documentation of initial health examination (including screémirigberculosis) and
reexamination (if required by health care provider or as mandated by State, local or Tribal laws). Indicate
date of the most recent health screerDm7F

U Review staff files for evidence of training opportunities for staff andntelers to help them acquire or increasq
the knowledge and skills necessary to fulfill their job responsibilities in the service area and to implement
Head Start Program Performance Standards in the service area. List the dates and types of tréfitiagesta
received.pDM7I

U Indicate the date staff received training in identifying and reporting child abuse and negbect
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ISR1 FCS Staff File Review

U Before conducting your interviews, review the job description for the content area expert whieemsfamily
and community services. Describe the required training and experience related to social services, human
services, or family servicescsia

U Does the family and community services content area expert job description emphasize fluency mytizga
or languages spoken by the families that the program serves?a

U Review the personnel file, contract, or resume of the family and community services content area expert f
documentation of training and experience related to social services, hsmices, or family services. List the
degree or degrees, training, experience, and qualifications documenteda

U Indicate the date of the most recent performance review and the overall rating giveIv.c, 1304.52(i)

U Indicate the date of the staff pfessional development plan and up to three goals identified in the
plan.PDM7D, 648A(f)

U  Confirm background checks for staff via the program's tracking system. Select staff files to verify the staff
background check information provided in the tracking eystif a tracking system is unavailable, review stafi
files for each service area to determine whether appropriate criminal record checks are conducted before
date.PDM7E, 648A(g)(3)(A), 648A(g)(3)(B), 648A(g)(3)(C), 1310.16(b)

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

U Indicate whether or not this staff member provides direct services or care to childoerre

If this staff member does not provide direct services or care, indicate whether or not this staff member has
office in a center serving children or in an administrative building where there are no children present.

If you find a staff member does not have a CRC and the grantee indicates the person is exempt due to th
position, please ask the grantee to provide doentation of how such exemption was determined. For
example, do state licensing regulations allow for certain employees to be exempt from CRCs?

U Review staff files for documentation of initial health examination (including screening for tuberculosis) and
reexamination (if required by health care provider or as mandated by State, local or Tribal laws). Indicate
date of the most recent health screerDm7F

U Review staff files for evidence of training opportunities for staff and volunteers to help theuiraar increase
the knowledge and skills necessary to fulfill their job responsibilities in the service area and to implement
Head Start Program Performance Standards in the service area. List the dates and types of training staff
received.pDM7I

U Indicate the date staff received training in identifying and reporting child abuse and negbect
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ISR1 Mental Health Staff/Consultant File Review

U Before conducting your interviews, review the job description for the content area expert whoeagensental
health services. Describe the required license or certification for mental health professionals with experier
expertise in serving young children and their famili@siA

U Review the personnel file, contract, or resume of the mental hezdtitent area expert for documentation of h
or her license or certification, as well as experience serving young children and their families. List the trair
experience, and qualifications documented. Note the accrediting body for the license oicaéidif. MH1A

U Indicate the date of the most recent performance review and the overall rating gierv.c, 1304.52(i)

U Indicate the date of the staff professional development plan and up to three goals identified in the
plan.PDM7D, 648A(f)

U  Confirm backgrond checks for staff via the program's tracking system. Select staff files to verify the staff
background check information provided in the tracking system. If a tracking system is unavailable, review
files for each service area to determine wheth@peopriate criminal record checks are conducted before hire
date.PDM7E, 648A(g)(3)(A), 648A(g)(3)(B), 648A(g)(3)(C), 1310.16(b)

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

U Indicate whether or not this staff member provides dirsetvices or care to childrerpm7E

If this staff member does not provide direct services or care, indicate whether or not this staff member has
office in a center serving children or in an administrative building where there are no children present.

If you find a staff member does not have a CRC and the grantee indicates the person is exempt due to th
position, please ask the grantee to provide documentation of how such exemption was determined. For
example, do state licensing regulations allow fertain employees to be exempt from CRCs?

U Review staff files for documentation of initial health examination (including screening for tuberculosis) and
reexamination (if required by health care provider or as mandated by State, local or Tribal lawste Itatic
date of the most recent health screerDm7F

U Review staff files for evidence of training opportunities for staff and volunteers to help them acquire or inc
the knowledge and skills necessary to fulfill their job responsibilities in the sem@aeand to implement the
Head Start Program Performance Standards in the service area. List the dates and types of training staff
received.pDM7I

U Indicate the date staff received training in identifying and reporting child abuse and negbect
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ISR1 FCS Manager File Review

U Before conducting your interviews, review the job description for the content area expert who oversees fa
and community services. Describe the required training and experience related to social services, human
services, or family servicescsia

U Does the family and community services content area expert job description emphasize fluency in the lan
or languages spoken by the families that the program serves?a

U Review the personnel file, contract, or resume o family and community services content area expert for
documentation of training and experience related to social services, human services, or family services. L|
degree or degrees, training, experience, and qualifications documenteda

U Indicae the date of the most recent performance review and the overall rating ginzc, 1304.52()

U Indicate the date of the staff professional development plan and up to three goals identified in the
plan.PDM7D, 648A(f)

U Confirm background checks for staff ¥he program's tracking system. Select staff files to verify the staff
background check information provided in the tracking system. If a tracking system is unavailable, review
files for each service area to determine whether appropriate crimieabrd checks are conducted before hire
date.PDM7E, 648A(g)(3)(A), 648A(g)(3)(B), 648A(g)(3)(C), 1310.16(b)

For all staff, indicate the date the background check was conducted.
U Indicate whether or not this staff member provides direct services or carbildren. PDmM7E

If this staff member does not provide direct services or care, indicate whether or not this staff member has
office in a center serving children or in an administrative building where there are no children present.

If you find a staff merner does not have a CRC and the grantee indicates the person is exempt due to theil
position, please ask the grantee to provide documentation of how such exemption was determined. For
example, do state licensing regulations allow for certain employees xbmpt from CRCs?

U Review staff files for documentation of initial health examination (including screening for tuberculosis) and
reexamination (if required by health care provider or as mandated by State, local or Tribal laws). Indicate
date of the nost recent health screempm7F

U Review staff files for evidence of training opportunities for staff and volunteers to help them acquire or inc
the knowledge and skills necessary to fulfill their job responsibilities in the service area and to impleenen
Head Start Program Performance Standards in the service area. List the dates and types of training staff
received.pDM7I

U Indicate the date staff received training in identifying and reporting child abuse and negbect
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Integrated ServiceReviewer 2 Guides
(Nutrition, Health, Safe Environments, Transportation)

The followingGuides are used bA\SR 2 reviewert® collect information on progam performance with respect to nutrition,
health, safe environments, and transportation services

Obsrvations and Checklists

1 ISR2 Safe Environments Observations Indoor Space

1 ISR2 Safe Environments Observations Indoor/Outdoor Space
1 ISR2 Safe Environments Checklist (CeBtmed)

1 ISR2 Safe Environments Checklist (Family Child Care)

Bus Ride

1 ISR2 Bus Ridebservation (Applies only to programs that provide Transportation)
9 ISR2 Bus Driver and Monitor Interview (Applies only to programs that provide Transportation)

Interviews

1 ISR2 Facilities Staff Interview

1 ISR2 Health Staff Interview

T ISR2 Kitchen Staff Inieew

1 ISR2 Nutrition Staff Interview

1 ISR2 Transportation Manager Interview

Document Review

9 ISR2 Document Review (&ed to Health, NutritionSafe Environmentsand Transportation

Child and Staff File Review

f ISR2 Child Files Review (Related to HealthNartrition)
I ISR2 Nutrition Staff File Review

9 ISR2 Facilities Staff File Review

9 ISR2 Transportation Manager Staff File Review

9 ISR2 Health Staff File Review
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ISR2 Safe Environments Observations Indoor Space

Bedding (SAF1C)

U APPLIES TO: Infant/Toddlers
Are mattresses used for infants firm? Is the sleeping area free of soft bedding such as comforters, pillows
blankets, or stuffed toys3aFic

Cleanup of Bodily Fluids (SAF2E)

U APPLIES TO: CenrBased
Describe practices related to the use of pottiesluding where and on how many occasions you observed tl]
and who was involved. Also note the presence of a utility sink and if a utility sink wasuiseg.1304.22(¢)(6)

Cleanup of Bodily Fluids (SAF2B; SAF2C)
U If you observe the cleanup of bodiflyids, describe how it was handleshr2B, SAF2C, 1304.22(¢)(4)

U If you observe a situation 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 stfindlet they would use
them. sAF2B, SAF2C

Diapering Practices (SAF2D)

U APPLIES TO: Infant/Toddlers
Describe diapering practices in detail, where the practices occurred, how many occasions you observed t
and who was involvedAF2D, 1304.22(e)(5)

First Ad Kits (SAF2F)
U Look at the first aid kits and indicate whetherr2r, 1304.22(f)(1)

- Kits contain items within the expiration date, if applicable;

- All staff working with children know where the kits are located,;

- Kits are kept out of children's rdacand

- Program has a portable first aid kit for use on trips to offsite locations or on the playground.
Hand Washing (SAF2A)

U Do staff, volunteers, and children wash their hands with soap and running water, after diapering and toilet
USE?SAF2A, 1304.22(e)(1)(i)

U Do staff, volunteers, and children wash their hands with soap and running water after hands have becomg
contaminated with blood or other bodily fluidsAF24A, 1304.22(e)(1)(iii)

U Do staff, volunteers, and children wash their hands with soap andingnwater before fooeelated preparation
or activitiesXSAF2A, 1304.22(e)(1)(ii)

U Do staff, volunteers, and children wash their hands with soap and running water after handling pets or oth
animalsSAF2A, 1304.22(e)(1)(iv)

U Do staff, volunteers, and cHilen wash their hands with soap and running water before and after giving
medicationsBAF2A, 1304.22(e)(2)(i)

U Do staff, volunteers, and children wash their hands with soap and running water before and after bandagi
WOUNA?SAF2A, 1304.22(e)(2)(ii)

U Do gaff, volunteers, and children wash their hands with soap and running water after assisting a child with
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ISR2 Safe Environments Observations Indoor Space

USEe?SAF2A, 1304.22(e)(2)(iii)
Indoor Space (SAF1E)

U APPLIES TO: CenrBased
If allowable space is in question, calculate square footage plet wbing the number of children enrolled in thaj
classroomsaFiE

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 space.

Maintenance (SAF1H)
U Observe the facilities and equipment, and describe anything that is unsafe or needs repair, if apicaisle.
Toy Sanitation (SAF1D)

U APPLIES TO: Infant/Toddlers
When are toys sanitized? Review toy sanitizing schedule, if avaitalbte
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ISR2 Safe Eironments Observations Indoor/Outdoor Space

Environmental Conditions (SAF1J)

U APPLIES TO: CenrBased
Does the program maintain a smekee environment on center groundsArF1J

Indoor/Outdoor Space (SAF1I)

U APPLIES TO: CenrBased
Observe indoor anduidoor spaces, and describe how provisions are made for children with disabilities to
ensure their safety, comfort, and participatiobrFil, 1304.53(a)(10)(xvii)

Indoor/Outdoor Space (SAF1G; ECD5A)

U APPLIES TO: CenBased
Are indoor and outdoor spaces use by mobile infants and toddlers separated from general walkways and
areas in use by preschoolers®r1G

U APPLIES TO: Infant/Toddlers, Center Based
If space used by mobile infants, or toddlers is not separated from general walkways and areag used b
preschoolers, describe $AF1G, ECD5A

Outdoor Play Area (SAF1F)

U APPLIES TO: CenBased
Observe outdoor play areas when children are present. Are children supervised on the playground at all t
How do staff work around any "blind spot" to ensuhey can see all of the childreis2F1F
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ISR

2 Safe Environments Checklist

i

i

Safe Environments Checklist (Certdased)

Are approved fire extinguishers readily available to staffi?21B, 1304.53(a)(10)(v)

Are areas used for diapering and toileting separfaom areas used for cooking, eating, and children's
activities?sAF1B, 1304.53(a)(10)(xiv)

Are classrooms well lit? Is emergency lighting available in case of a power falane?1304.53(a)(10)(iv)
Are electrical outlets accessible to children cageor maintained to prevent shoclsAF1B, 1304.53(a)(10)(xi)

Are emergency evacuation routes posted and safety procedures for emergencies (e.g., fire or welatke)
practiced regularly®AF1B, 1304.22(a)(3)

Are exits clearly visible and evacuation tesiclearly 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.sAF1B, 1304.53(a)(10)(vii)

Are garbage and trash stored and dispd®é in a safe, sanitary mannes2r1B, 1304.53(a)(10)(xvi)

Are heating and cooling systems insulated to protect children and staff from injury such as
burns?sAr1B, 1304.53(a)(10)(i)

APPLIES ONLY TO: Programs in climates that require heating or catdingg £ both
Are playground equipment and surfaces maintained to minimize injury to childreri®, 1304.53(a)(10)(x)
Are smoke detectors installed and tested regulady®1B, 1304.53(a)(10)(vi)

Are windows and glass doors constructed, adapted, or éalju® prevent injury to children? Look for a seal o
the safety glasssAF1B, 1304.53(a)(10)(xii)

Does the program ensure that indoor and outdoor premises are cleaned daily and kept free of undesirablq
hazardous materials and conditions®-1B, 1304.53(a)(10)(viii)

Describe exactly what was unclean and not kept free of undesirable and hazardous materials and conditiq
including in how many classrooms and sites this incident occurred out of the total number of classrooms 4
sites observed.
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ISR

2Safe Environments Checklist

i

Safe Environments Checklist (Family Child Care)

Are children enrolled in the family child care program protected from potential hazards posed by appliancq
premises free from pests? Are chemicals for controlling pedtsised while children on the
premisesZBAF1B, 1306.35(b)(2)(i)

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

Are radon detectors installed in famithild care homes where there is a basement, where recommended by
local health officials2AF1B, 1306.35(b)(2)(iii)

Are smoke and carbon monoxide detectors installed and properly located®, 1306.35(b)(2)(ii)

Do providers ensure that alcohol and druge aot consumed while children are present? Do providers ensu
that alcohol and drugs are inaccessible to children at all tirs@s?B, 1306.35(b)(2)(viii)

Do providers ensure that no firearms or other weapons are kept in areas occupied by childrerdiderpr
ensure that firearms or other weapons are inaccessible to children at all tisres®, 1306.35(b)(2)(vii)

Do providers ensure the safety of children when a body of water, road, or other potential hazard is presen
when children are being transpted? SAF1B, 1306.35(b)(2)(v)

Do providers have a system of supervision in place that assures safety of children not within view for any
(e.g., the provider needs to use the bathroom or an infant is happing in one room while toddlers play in
another)? SAF1B, 1306.35(b)(2)(iv)

Do providers secure health certificates for pets to documentasgate immunizations and freedom from
conditions that pose a threat to children's health? Do providers ensure that pets are managed appropriatg
ensurechildBy Qa al FS (arid: 1dos.3bhAix) G A YS & K

Is there a fence to prevent unsupervised access by children to all water hazards, such as pools or other b
water? Small chilgize pools do not need a fence but must be supervised at all tieness, 1306.35(b)(2)(vi)
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ISR2 Bus Ride Observation (Applies Only to Programs That Provide Transportation)
Safety (TRANS2C)

U Does the bus driver avoid backing up or making "U" turns beyond what is necessary for safety reasons o
of physical barriess?TRANS2C, 1310.20(b)(3)

U  Are transit times for children 1 hour or less each way, unless a shorter route is unavailable, unsafe, or
impractical?rRANS2C, 1310.20(b)(1)

U Does the bus driver ensure stops are located to eliminate the need for children ®thestreet or highway
when boarding or exiting the vehicleRANS2C, 1310.20(b)(5)

Transportation (TRANSZ2E)

U Are children released only to a parent, legal guardian, or other individual as designated in writing by the p
or legal guardian? How dodset bus driver know who these individuals ameANS2E

Transportation (TRANS2G)
U Is at least one bus monitor onboard at all timesANS2G
Transportation (TRANS2D)

U  Are all vehicle occupants, except the bus monitors assisting children, seated in-heigWweight-appropriate
restraint systems while the vehicle is in motiorFANS2D

(Note: Lap belts only are not acceptable for child restraints.)

Transportation (TRANS2B)

U Observe whether baggage or other items are transported in the passenger compartnsantisithe baggage o
are the other items properly stored®RANS2B

TransportationDisabilities (DIS4D)
U Does the transportation comply with the Americans with Disabilities Act of 1990 (ABAY? 1310.22(b)
Vehicle Maintenance (TRANS1A)

U Describe the budriver's pretrip inspection. If the bus driver completes a rip inspection form, review a
copy of the formTRANS1A

Vehicle Maintenance (TRANS2A; SAF2F)

U Are vehicles equipped with reverse beepers2ns2A, 1310.12(b)(2)

U Are vehicles equipped withelight- and weightappropriate restraint systemsRANS2A, 1310.12(b)(1)

U Does the vehicle used in providing transportation services have a seat belt cuter82A, 1310.10(d)(4)
u

Does the vehicle used in providing transportation services have ssteelkal first aid kit?sAr2F,
TRANS2A, 1310.10(d)(3)

U Is the vehicle equipped with a twway communication system to call for assistance? Is there algagkan if
the two-way communication system is not working (e.g., in drop zones)Rs2A, 1310.10(d)(1)

U During the observation of the bus, locate the fire extinguisher and check the gauge to ensure that the dev
fully chargedTRANS2A, 1310.10(d)(2)
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ISR2 Bus Driver and Monitor Interview (Applies only to programs that provide Transportation)

Vehicle Mairienance
U Can you describe the preventive maintenance done for each vehirle®1A, 1310.13(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 eresithat the vehicle is in safe operating
condition. TRANS1A, 1310.13(c)

Background Checks

U APPLIES T@enterBased
Was a background check conducted when you were hired®s1B

Safety

U Describe procedures for using alternate routes in case of hazamubtions.TRANS2C, 1310.20(b)(7)

U Does the bus monitor or another adult escort children when they have to cross the stregt22c, 1310.20(b)(6)
U How do you ensure that no child is left on the vehicle at the end of the routeRs2e

U  What process do yofollow if no parent is at a stop to meet a child exiting the bus&ns2e

U How does the bus driver receive tip-date information on children, especially when a contractor provides
transportation servicesPRANS2E

U Have you ever been involved in an acciddhtd, how was it reportedPRANS2F

U How are families notified if a child is onboard a bus when an accident ocorxs22F
Bus Monitors

U How are substitute monitors provided when the regular bus monitor is absemtRs2c
Training

U What training did youeceive on child boarding and exiting procedures, use of child restraint systems, requ
paperwork, emergency and evacuation procedures, use of special equipment, child pickup and release
procedures, and preand posttrip vehicle checksPRANS2H

U Did youreceive the following classroom and behitigk-wheel training on how toTRANS3A, 1310.17(b)
- Operate the vehicle safely and efficiently;

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

- Administer basic first aid in case of injury;

- Handle emergency situations, including vehicle evacuations;

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

- Maintain accurate records; and determine what records are necessary?
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ISR2 Bus Driver and Monitor Interview (Applies only to programs that provide Transportation)

U Do you receive refresher behirttle-wheel and classroom training courses annuatiy&us3A, 1310.17(d)
Child Abuse and Negt Training

U  When did you receive training on identifying and reporting child abuse and neglect? What steps would yo
if you suspected child abuse or negleetiM7J

Evaluations

U Do you receive an annual evaluation that includes an onboard observatitied was your last
evaluation?rRANS3B, PDM7C

Staff Communications

U  Are staff meetings scheduled regularly? How often do you participate in these meetings? Do you offer inp
participate in discussions at these meetings? Can you describe the meétiggseral?bpmsA

U Are there geographical or other constraints that prevent your full participation or regular communication w
other staff? If so, how do you overcome these constraints? What part does technology play in facilitating
communication amongtaff?PDM5A

U How are you made aware of policy or operational changes®a
U  What steps are followed to ensure regular communication among program staffa

U Do you feel that clear lines of communication and supervision exist to support you in fufilingole and
responsibilities? How do staff convey their need for support? How are these requests hapolied?

Ongoing Monitoring

U How do you monitor delivery of the program's transportation services and the program's compliance with
Federal regulabns?TRANS5A

U  What do you do if you detect problems or weaknesses with the program's transportation services? What i
process for reporting and documenting problems identified in the transportation service area? Who report:
information and to whonis it reported? How and where is it documented, if at altAnS5A
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ISR2 Facilities Staff Interview

Staffing
U  What is your process for providing supervision and support to staffA

U Does the supervision and support process include feedback desigrmgrove the quality of services? How d
you track improvement or continuing need for corrective actien®i7a

U Do you feel that clear lines of communication and supervision exist to support you in fulfilling your role an
responsibilities? How do stafbovey their need for support? How are these requests handied? A

Training

U Does the program provide opportunities for ongoing training to help you acquire and maintain the skills an
knowledge necessary to fulfill your job responsibilities and to impleniHead Start Program Performance
Standards in the service area? Can you describe the training opportunities available twyou?

U  When did you receive training on identifying and reporting child abuse and neglect? What steps would yo
if you suspeted child abuse or neglecE®dm7J

Human Resources
U Did you receive an annual performance revieww®i7c

U How are the results of the annual performance review used? Do they help you identify your training and
professional development needs? How does your aggm help you improve skills and professional
competenciesPbm7C

Staff Communications
U What steps are followed to ensure regular communication among program staiff2a

U Are there geographical or other constraints that prevent your full participatiorgular communication with
other staff? If so, how do you overcome these constraints? What part does technology play in facilitating
communication among stafffomsa

U Are staff meetings scheduled regularly? How often do you participate in these meetings® Difer input and
participate in discussions at these meetings? Can you describe the meetings, in general?

U How are you made aware of policy or operational changes®a

Parent Communication

U Does the program familiarize parents with the use of aatébnale behind health and developmental procedur,
administered through the program or by contract and obtain advance authorization for such
procedures®DM5B, 1304.20(€)(2)

Facilities, Materials, and Equipment

U Describe the system in place to monitaaily cleaning of the indoor and outdoor
premises SAF1B, 1304.53(a)(10)(viii)

U APPLIES TO: Infant/Toddlers
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 confiriimat it is nontoxic.sAF1D
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ISR2 Facilities Staff Interview

Maintenance
U What is the system for addressing facilities and equipment that are unsafe or need regair?
U Whom do you tell when facilities and equipment are unsafe or need repairfH

U What is the budget allocation for ensng that Head Start facilities and equipment are maintained, repaired,
and secureBAF1H

Facilities, Materials, and Equipment

U APPLIES TO: CenBased
When was the last time the center was sprayed with herbicides or pesticides? When did childrertoghe
center after spraying8ar1J

U APPLIES TO: CenrBased
Has the center been tested for lead (e.g., paint, soil)? If so, were lead levels considerexhsafe?

If lead levels are high, what steps have been taken to eliminate children's expodaeeitahile in the center?

U Is the water supply adequate and approved by the State or local health authority? Can you show me
documentation of licensing inspection? Record the date of the most recent inspestiesn, 1304.53(a)(10)(xiii)

Hygiene
U  Where aregloves kept? When do you use the gloves? Determine whether gloves are nonpoess.
U  What would you do if a spill of bodily fluids occurrenk®2c, 1304.22(e)(4)
Include in your notes the names and titles of the people with whom you spoke, and idhetiégnter name.
First Aid Kits

U  When are first aid kits restocked? When is the inventory of first aid kits condusted®, 1304.22(f)(2)
Food Safety

U How do you ensure that food service vendors observe State, local, or Tribal safety and sanitafatioregu
related to food handling2AF3A, 1304.23(e)(1)

U APPLIES TO: Infant/Toddlers
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 parents communicate to ensure containébreast milk or formula are dated,
clearly labeled with the child's name, and used only for the intended child®

Ongoing Monitoring

U How do you monitor the program's facilities, materials, and equipment and the program's compliance with
FederaregulationsBAF4A

U What do you do if you detect problems or weaknesses with the program's facilities, materials, and equipn
What is the process for reporting and documenting problems identified with the facilities, materials, and
equipment? Who repds such information and to whom is it reported? How and where is it documented, if
all?sAF4A

U What is the process for reporting and documenting problems identified with the program's facilities, mater,
and equipmentZAF4A
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ISR2 Facilities Staff Interview

Who reports such informatin and to whom is it reported? How and where is it documented, if at all?

U Does the program review maintenance requests or reports of accidents and injuries to identify trends and
needed improvements3Ar4A
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ISR2 Health Staff Interview

Staffing

U  Wha training or experience do you have in public health, nursing, health education, maternal and child he
or health administrationMEA1A

U Does the program administer health procedures? If so, are procedures performed by licensed and certifig
professimals?HEALA

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

U  What is your process for providing supervision and support to staffA

U Does the supervision and support processtidel feedback designed to improve the quality of services? How
you track improvement or continuing need for corrective actien®i7a

U Do you feel that clear lines of communication and supervision exist to support you in fulfilling your role an
responsitities? How do staff convey their need for support? How are these requests harrdied?

Training

U Does the program provide opportunities for ongoing training to help you acquire and maintain the skills an
knowledge necessary to fulfill your job respdailsies and to implement Head Start Program Performance
Standards in the service area? Can you describe the training opportunities available twyou?

U When did you receive training on identifying and reporting child abuse and neglect? What steps/awtddte
if you suspected child abuse or negleetiMzJ

Human Resources
U Did you receive an annual performance review®i7c

U How are the results of the annual performance review used? Do they help you identify your training and
professional development reels? How does your manager help you improve skills and professional
competenciesPDM7C

Staff Communications
U What steps are followed to ensure regular communication among program st@iff2a

U Are there geographical or other constraints that prevent yaul garticipation or regular communication with
other staff? If so, how do you overcome these constraints? What part does technology play in facilitating
communication among stafffomsa

U Are staff meetings scheduled regularly? How often do you participatfeese meetings? Do you offer input an
participate in discussions at these meetings? Can you describe the meetings, in general?

U How are you made aware of policy or operational changes®A
Parent Communication

U Does the program familiarize paresnwith the use of and rationale behind health and developmental proced
administered through the program or by contract and obtain advance authorization for such
procedures®DMSB, 1304.20(e)(2)
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ISR2 Health Staff Interview

i

0

Policies and Procedures

Providing Health Services

How do consultations with parestoccur when health problems are suspected or identified for
children?HEA2A, 1304.20(e)(1)

How are parents notified in the event of an emergency involving their chitd2a, 1304.22(a)(4)

What is the system for notifying parents of emergencies or unpdrinterruptions 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
ill? HEA2A, 1306.35(c)

How does the program determine whether a child with a sHerin injury or iliness can be accommodated or
should be temporarily excluded from the program? How are parents informed of the policies or
proceduresSHEA3A

Can you describe a sitti@n when an outbreak of contagious illness has occurred in your program? What st
did you take to protect the health of all childrer2a3a

What is your system for tracking children's health care? How do you keep the syiftetive and accurate?
How do you use the system to communicate child health needs with parents and staff? Can you show me
program's health tracking system®2A2A, 1304.20(a)(1)(ii)(C)

What is your ongoing procedure for identifying new or recurringlioal, dental, or developmental concerns?
When noted or observed by staff or parents, how do you record physical changes in a child's appearance
of iliness or injury? How often do you make referrals based on these observatiBRs®? 1304.20(d)

APPLIES TO: Migrant/Seasonal
How do you determine whether enrolled children have an ongoing source of continuous, accessible healt
with in 30 days of entryReA2B

APPLIES TO: Non Migrant/Seasonal
How do you determine whether enrolled children haveangoing source of continuous, accessible health ca
within 90 days of entryREA2B

How do you ensure that children who are-tggdate with primary and preventive health care stay-tap
date?HEA2C, 1304.20(a)(1)(ii)(B)

If a child is not ugio-date on heror his schedule of primary and preventive health care, how do you help the
parents bring their child upo-date? Do you have documentation of your attempts to help parents bring thei
child upto-date?HEA2C, 1304.20(a)(1)(i)(A)

What do you do if parentare having difficulty making appointments or keeping their childrestaigate in
primary and preventive health care®A2c

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

How do you obtain a determination of each child's health statusifechealth care professional and ensure th
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 programgs)2c, 1304.20(a)(1)(ii), 1304.20(a)(2)

How ard when do you ensure each child receives the following screenings: developmental, sensory (hear
vision), behavioral, motor (gross and fine), language, social, cognitive, perceptual, and emotional skills?
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ISR2 Health Staff Interview

i

Followup Care

Children with Special Health Needs

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

U Describe the procedure for requesting information from parents about their children's health or safety
needs.HEA3C

U How do you ensure that staff members who wadikectly with children are informed of needed
accommodationsPEA3C

U What is the policy for ensuring that information collected from parents about their children's health or safe
needs is kept confidential?=A3c

Medication

U  Are all child medications laled and stored, under lock and key, and refrigerated, if necessary? Is emergen
medication (e.g., EpiPen) stored out of children's reach yet accessible quiekBI? 1304.22(c)(1)

U Who is the person designated and trained to administer, handle, and stolé medications? How do you
ensure that you are adhering to all applicable policies and procedures regarding the handling, administrat]
and storage of medication?EA3D, 1304.22(c)(2)

U Describe how physician instructions and parent or guardian aightions for medications are
obtained.HEA3D, 1304.22(c)(3)

U Describe how individual records are maintained for all medications dispensed. Are these records reviewe
regularly with parentsPEA3D, 1304.22(c)(4)

U Describe the steps needed to ensure that chesiin a child's behavior are identified and documented and th

you ensure that the screenings arenséive to the child's cultural background®a2p, 1304.20(b)(1)

Do you obtain guidance from the mental health or child development specialist on how to use screening
findings? How do you receive information? How do you use this informatien®, HEA2D, 1304.20(b)(2)

What other sources of information do you use to help you understand screening findings (e.g., parent, tea
and other staff feedback)? How do you use this information to make refemals®, 1304.20(b)(3)

What happens when a parent or gdiéan refuses health services? Have any parents or legally responsible
with children currently enrolled refused to give authorization for health serviees2r

What is your process for implementing follawp for children who havelentified conditions and need additiond
care? How do you track and document this fokap/? HEA2E, 1304.20(a)(1)(iv)

What is the process for obtaining further testing, examinations, or treatment for children with known or
suspected health or developmentatoblems? How long does it take to receive care after problems are
identified?HEA2E, 1304.20(a)(1)(iii)

How do you communicate with parents to ensure implementation of medical and dental fafjow
plans?HEAZE, 1304.20(c)(1), 1304.20(c)(2)

How do you ensre that children receive preventive measures and further dental treatment recommended
dental professionalSREA2E, 1304.20(c)(3)(ii)
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ISR2 Health Staff Interview

parents are encouraged to communicate those issues with their physi@anD, 1304.22(c)(5)

U  What training did you receive for administering, handling, and storing medication, including egeipment
necessary to administer medicatioRRA3D, 1304.22(c)(6)

Pre/Post Natal Care Services

U APPLIES TO: Pregnant Women/New Mothers
How and when after pregnant women are enrolled do you begin helping them access the following
ServiCesHEA4A, 1304.40(c)(1)(i)

- Early and continuing risk assessment;

- Health promotion and treatment;

- Mental health interventions, and followps; and

- Nutritional assessment, counseling and food assistance, if needed?

U APPLIES TO: Pregnant Women/New Mothers
How and wherdo you obtain the schedule of appropriate medical and dental examinations for enrolled
pregnant women from their attending health care providersA4A, 1304.40(c)(1)(ii)

U APPLIES TO: Pregnant Women/New Mothers
Do you provide mental health interventions afadlow-up for enrolled pregnant women, when needed? Do
these services include substance abuse prevention and treatmemtin, 1304.40(c)(1)(iii)

U APPLIES TO: Pregnant Women/New Mothers
Describe the referral agencies and partners you have identifieddeigie early and regular comprehensive
prenatal and postnatal careleA4A

U APPLIES TO: Pregnant Women/New Mothers
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 made2a4s

Prenatal Education

U APPLIES TO: Pregnant Women/New Mothers
Can you describe the prenatal and postnatal education you provide to pregnant women, new mothers, an|
families?HEA4C

Nutritional Needs

U When and how often do you discuss children'sritional needs with families? Can you provide documentatio|
of activities such as meetings, communications, gatherings, interactions, agendas with sigets or similar
documentation that demonstrates how communication with families occurs2r

Ongdng Monitoring

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

U What do you do if you detect problems or weaknesses with the program's health services? What is the pr
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 rdiR5A
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ISR2 Kitchen Staff Interview

Nutritional Needs

U How do you know when youeed to modify a menu for a child with disabilities, food allergies, or other medi
based or special dietary needs? How do you take nutritional assessment data into consideration? How dg
accommodate special medical or dietary needs?2a
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ISR2 Ntrition Staff Interview

Staffing

U What training or experience do you have in securing and individualizing needed services for children with
disabilitiesAuT1A

U Describe how hired staff or consultants provide regularly scheduled and ongoing basis coateexpertise
and oversightNuT1A

U  What is your process for providing supervision and support to staffA

U Does the supervision and support process include feedback designed to improve the quality of services?
you track improvement or continuingeed for corrective actionPbom7A

U Do you feel that clear lines of communication and supervision exist to support you in fulfilling your role an
responsibilities? How do staff convey their need for support? How are these requests hapolled?

Training

U Does the program provide opportunities for ongoing training to help you acquire and maintain the skills an
knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performancq
Standards in the service area? Can you desdhe training opportunities available to yoa®m7

U When did you receive training on identifying and reporting child abuse and neglect? What steps would yo
if you suspected child abuse or negleetiMzJ

Human Resources
U Did you receive an annuaégdormance review?bpm7c

U How are the results of the annual performance review used? Do they help you identify your training and
professional development needs? How does your manager help you improve skills and professional
competenciesPDM7C

Staff Commungations
U What steps are followed to ensure regular communication among program staiff2a

U Are there geographical or other constraints that prevent your full participation or regular communication wi
other staff? If so, how do you overcome these coristis? What part does technology play in facilitating
communication among stafffomsa

U Are staff meetings scheduled regularly? How often do you participate in these meetings? Do you offer inp|
participate in discussions at these meetings? Can you ibestire meetings, in generaFdmsA

U How are you made aware of policy or operational changes®a

Parent Communication

U Do you discuss with families their cultural, religious, ethnic, or personal food preferences for their children|
you discuss nutritin-related health problems, such as obesity, iron deficiency, fatlowarive, food allergies
and intolerances, milk allergies, and lactose intolerance which require special dietary considenatiors?

Nutritional Needs

U How do you inform teaching armboking staff that a child has a disability, food allergy, medibalsed dietary
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ISR2 Ntrition Staff Interview

Appropriate Foods

U APPLIES TO: Infant/Toddlers, Home Based
How do you ensuréhat appropriate snacks and meals (e.g., formula, baby food) are provided to infants an
toddlers during socialization®T3A

U APPLIES TO: Infant/Toddlers, Center Based
How do you ensure that foods posing a high risk of choking for infants and toddler$h@t.dogs, whole grapeg
hard raw vegetables, popcorn, whole nuts) are not given to thent2e

U APPLIES TO: Infant/Toddlers, Center Based
How do you ensure that foods posing health risks are not offered to children younger than 1 yeavoid?

OngoingMonitoring

U How do you monitor delivery of the program'’s nutrition services and the program's compliance with all Feq
regulationsNUT5A

U What do you do if you detect problems or weaknesses with the program's nutrition services? What is the

need, or other special dietary need that requires accommodatian2a

How do you know when you need to modify a menu for a child with disabilities, food allergies, onmtieally
based or special dietary needs? How do you take nutritional assessment data into consideration? How dg
accommodate special medical or dietary needs?2a

APPLIES TO: Preschool Age Children, Center Based
For partday centefbased program, ho do you ensure that each child receives meals and snacks that prov
least onethird of the child's daily nutritional needs®iT2B, 1304.23(b)(1)(ii)

APPLIES TO: Preschool Age Children, Center Based

For fullday centerbased programs, how do you ensuhat each child receives meals that provide dvadf to
two-thirds (depending on the length of the program day) of the child's daily nutritional

needsANUT2B, 1304.23(b)(1)(ii)

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 atnallBA
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ISR2 Transportation Manager Interview

Staffing
U  What is your procestr providing supervision and support to staffvza

U Does the supervision and support process include feedback designed to improve the quality of services?
you track improvement or continuing need for corrective actien®i7a

U Do you feel that cledines of communication and supervision exist to support you in fulfilling your role and
responsibilities? How do staff convey their need for support? How are these requests harolled?

Training

U Does the program provide opportunities for ongoing tra@io help you acquire and maintain the skills and
knowledge necessary to fulfill your job responsibilities and to implement Head Start Program Performancq
Standards in the service area? Can you describe the training opportunities available twyou?

U  When did you receive training on identifying and reporting child abuse and neglect? What steps would yo
if you suspected child abuse or negleetiM7J

Human Resources
U Did you receive an annual performance revieww®i7c

U How are the results of the analiperformance review used? Do they help you identify your training and
professional development needs? How does your manager help you improve skills and professional
competenciesPbm7C

U APPLIES TO: CenrBased
What is the program's process for backgroutncks on their contracted bus drivers?ansiB

Staff Communications
U What steps are followed to ensure regular communication among program staiff2a

U Are there geographical or other constraints that prevent your full participation or regular commiamiaaith
other staff? If so, how do you overcome these constraints? What part does technology play in facilitating
communication among stafffomsa

U Are staff meetings scheduled regularly? How often do you participate in these meetings? Do you offenéhp|
participate in discussions at these meetings? Can you describe the meetings, in general?

U How are you made aware of policy or operational changes®a
Transportation

U How does the bus driver receive tip-date information on children, especiallyhen a contractor provides
transportation servicesPRANS2E

Family Support

U How does the agency help as many families as possible obtain transportation who need transportation fon
children to attend the program?PrRANS4A

Ongoing Monitoring

U How do younonitor delivery of the program's transportation services and the program's compliance with aj
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ISR2 Transportation Manager Interview

Federal regulationsSPRANS5A

U What do you do if you detect problems or weaknesses with the program's transportation services? What i
process for reportingnd documenting problems identified in the transportation service area? Who reports
information and to whom is it reported? How and where is it documented, if arali®ssA
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ISR2 Document Review (Related to Health, Nutrition, Safe Environments, Taansportation)

Health Tracking System
U Please describe the Health Tracking System used by the progeaon

U Review the program's health tracking system and identify a sample of children from the tracking system fd
record review. Have the grantee stgfuide you through the actual records of the selected children, and com
them to the tracking system for accuracy. Have the grantee print a tracking system report for you to comp
them to information in child files. Is it accurate? If not, pleasscdbe any discrepancies. Be sure to include
your notes the number of files reviewed, the number of files with discrepancies, which files had discrepan
and the type of discrepancies identifiegzA2A, HEA2F

Driver Incident Reports

U APPLIES TOroBrams Providing Transportation Services
Are accidents reported in accordance with applicable State requirements®s2r

Facility Cleaning Log
U Describe how the program logs its daily cleaning of the indoor and outdoor prersisas. 1304.53(a)(10)(viii)
Facility License

U APPLIES TO: Family Child Care
Does the family child care program have a license, if required by State, local, or Tribal regulations? Note
license does not have to be posted for family child care progranma, 1306.35(d)

U Isthe facility license current? Where licensing standards are less stringent than Head Start Program Perfa
Standards, or where no State or local licensing standards exist, determine whether the grantee or delegat
complies with all standards under 1863(a).SAF1A, 1306.30(c)

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 pastegh, 1304.23(e)(1)

Licensing or Inspectio Report

U APPLIES TO: CerBased
If available, review recent licensing reports or environmental inspection reports. What, if any, concerns we
noted in the reports? Are issues in the process of being correcied?

Menus

U APPLIES TO: Preschool Agkli@hi, Center Based
Review menus to identify whether menu planning complies with USDA requiremernts

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

U APPLIES TO: Infant/Toddlers, Center Based
Review meng, 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 requiremertse

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

Ongoing Monitoring Documents and Tools

U Use ongoing monitoring documentation or tools to verify the process for the program's ongoing monitorinc-
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ISR2 Document Review (Related to Health, Nutrition, Safe Environments,Taansportation)

i

i

i

i

Policies and Procedures

Pregnant Women Files

Prenatal Education Materials

health services as described through your interviews with health staffsa

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.sA

Use ongoing monitoring documentation or tools to vetlig process for the program's ongoing monitoring of
equipment and facilities as described through your interviews with the facilities manager and staff.

APPLIES TO: Programs Providing Transportation Services

Use ongoing monitoring documentatiar tools to verify the process for the program's ongoing monitoring o
transportation services as described through your interviews with the transportation manager and bus driv
staff. TRANS5A

Review the program's procedums determining children's access to ongoing healthcare. Does the program
maintain a list of provider offices#A2B

What are the program policies and procedures for handling stesrh injuries (that can not be readily
accommodated) or shottierm contagiols illnessesREA3A

Review the written policies and procedures related to administering medications. Verify information obtai
your interview with Health Staff. Are policies established and maintained to ensure proper administration,
handling, and sirage of all medications for children, staff and volunteefs23D

Record the date of the last smoke detector cheole1B, 1304.53(a)(10)(vi)

Review the program's policies for spilled bodily fluids. Do policies comply with Occupational Safety and H
Administration guidelines®aArF2c, 1304.22(e)(4)

APPLIES TO: Pregnant Women/New Mothers
Review files of pregnant women (and health tracking system, if available) to check their enroliment dates
determine whether services (or refelsd were provided immediatelyiea4A

APPLIES TO: Pregnant Women/New Mothers
Review the health tracking system or records of women who have delivered a baby within the last year foj
information on visits to newborns. Reviewer notes should indicatess

- 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?

APPLIE TO: Pregnant Women/New Mothers
Review prenatal education materials to determine whether they include information about breastfeeding
benefits.HEA4C, 1304.40(c)(3)

APPLIES TO: Pregnant Women/New Mothers
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ISR2 Document Review (Related to Health, Nutrition, Safe Environments,Taansportation)

Review prenatal education materials to determineetiiner they include information aboutiea4c, 1304.40(c)(2)
- Fetal development, labor and delivery, and postpartum recovery;
- Risks from smoking and alcohol; and
- Maternal depression.
Recruitment Materials

U APPLIES TO: Programs Providing Transpor@déiances
Are the specific types of transportation assistance being offered made clear to all prospective families in t
program's recruitment announcementsRANS4B

U If the agency has decided not to provide transportation services for either all or imparftthe children,
describe 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 languagefsthe children and families served by the programans4s

State Vehicle Inspections

U APPLIES TO: Programs Providing Transportation Services
Review the annual State inspection certificate of each vehicle provided by the State licensing agency, if
appliable. TRANS1A, 1310.13(a)

Training Procedure8us Monitors

U APPLIES TO: Programs Providing Transportation Services
Does the program have training procedures for bus monitors®is2H

U APPLIES TO: Programs Providing Transportation Services
Describe the bhindthe-wheel and classroom training procedures for bus drivers, noting how often bus driy
are required to participate in such trainingRANS3A
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ISR2 Child Files Review (Related to Health and Nutrition)

i

Review child files for completion of allrgenings within 45 days (30 days for Migrant and Seasonal programj
Indicate the date that screenings were completed and the date for any screenings completed beyond 45 ¢
30 days) or screenings that were not completed at all. Also indicateré there any concerns identified in the
screenings requiring followp. HEA2A1304.20(b)(1), 1304.20(a)(2)

Review child files for documentation (e.g., case notes, family contact logs) of the program'’s attempts to hq
parents bring their child uo-date. Describe how the program works with parents to bring their childatgate
on a schedule of primary preventive health casEA2C, HEA2A

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

Review child files for upp-date determinatiors that incorporate the requirements of the Early Periodic
Screening, Diagnosis, and Treatment (EPSDT) schedule for each child and check dates of determination
ensure the 9eday requirement (30 days for Migrant and Seasonal programs) is met. Does duetiore
include a breakout of blood lead and hemoglobin/hematocH2A2C1304.20(a)(1)(ii), 1304.20(a)(2)

Use the health tracking system to identify children with known or suspected health or developmental probj
Check the files of these children tetérmine whether further testing, examination, or treatment was obtaine
Check whether a followp plan is in place and implemented, if appropridt&A2E

Use the health tracking system to identify files of children whose parents have refused to gieezattbn for
health services. Sample the files of these children. Check for written documentation of their rettaziD,
HEA2F1304.20(e)(5)

Review child files to verify that they contain notes about children's health or safety needs and thatestaff ar
informed of accommodations that must be made for the childtdBA3C

Review specific records of children on medication to determine whether all required conditions have beenj
Do records include physicians' instructions and parent or guardian auditionz?HEA3D

In your 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 requiredhccommodations to meet these children's dietary neddidT2A

APPLIES TO: Infant/Toddlers
Review parent contact logs or daily child notes, if available, for documentation that staff communicate reg
with parents about their child's nutritional needslUT2D
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ISR

2 Nutrition Staff File Review

i

Before conducting your interviews, review the job description for the content area expert who oversees ny
services. Does the description require staff to be a registered dietitian or nutritiomista

Revew the personnel file, contract, or resume of the nutrition content area expert for documentation confir
he or she is a registered dietitian or nutritionist. List the degree or degrees, training, experience, and
qualifications documentediuT1A

Indicate the date of the most recent performance review and the overall rating girmnzc, 1304.52()

Indicate the date of the staff professional development plan and up to three goals identified in the
plan.PDM7D, 648A(f)

Confirm background checks for staff the program's tracking system. Select staff files to verify the staff
background check information provided in the tracking system. If a tracking system is unavailable, review
files for each service area to determine whether appropriate crimieabrd checks are conducted before hire
date.PDM7E, 648A(g)(3)(A), 648A(g)(3)(B), 648A(g)(3)(C), 1310.16(b)

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

Indicate whether or not this staff member provides direct services or cacitdren.PDM7E

If this staff member does not provide direct services or care, indicate whether or not this staff member has
office in a center serving children or in an administrative building where there are no children present.

If you find a staff mmber does not have a CRC and the grantee indicates the person is exempt due to the
position, please ask the grantee to provide documentation of how such exemption was determined. For
example, do state licensing regulations allow for certain employebés texempt from CRCs?

Review staff files for documentation of initial health examination (including screening for tuberculosis) ang
reexamination (if required by health care provider or as mandated by State, local or Tribal laws). Indicate
date of themost recent health screembDM7F

Review staff files for evidence of training opportunities for staff and volunteers to help them acquire or inc
the knowledge and skills necessary to fulfill their job responsibilities in the service area and to émptem
Head Start Program Performance Standards in the service area. List the dates and types of training staff
received.pDM7I

Indicate the date staff received training in identifying and reporting child abuse and negiect
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ISR

2 Facilitiest&f File Review

Indicate the date of the most recent performance review and the overall rating gizerv.c, 1304.52())

Indicate the date of the staff professional development plan and up to three goals identified in the
plan.PDM7D, 648A(f)

Confirm bacground checks for staff via the program's tracking system. Select staff files to verify the staff

background check information provided in the tracking system. If a tracking system is unavailable, review
files for each service area to determine whettappropriate criminal record checks are conducted before hirg
date.PDM7E, 648A(g)(3)(A), 648A(g)(3)(B), 648A(g)(3)(C), 1310.16(b)

For all staff, indicate the date the background check was conducted.
Indicate whether or not this staff member providesetit services or care to childrepom7E

If this staff member does not provide direct services or care, indicate whether or not this staff member has
office in a center serving children or in an administrative building where there are no children present

If you find a staff member does not have a CRC and the grantee indicates the person is exempt due to th
position, please ask the grantee to provide documentation of how such exemption was determined. For
example, do state licensing regulations allaw éertain employees to be exempt from CRCs?

Review staff files for documentation of initial health examination (including screening for tuberculosis) and
reexamination (if required by health care provider or as mandated by State, local or Tribal ladicatel the
date of the most recent health screerDm7F

Review staff files for evidence of training opportunities for staff and volunteers to help them acquire or inc
the knowledge and skills necessary to fulfill their job responsibilities in thécgearea and to implement the
Head Start Program Performance Standards in the service area. List the dates and types of training staff
received.pbm7I

Indicate the date staff received training in identifying and reporting child abuse and negiect
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ISR

2 Transportation Manager Staff File Review

i

i

Indicate the date of the most recent performance review and the overall rating gizerv.c, 1304.52())

Indicate the date of the staff professional development plan and up to three goals identified in th
plan.PDM7D, 648A(f)

Confirm background checks for staff via the program's tracking system. Select staff files to verify the staff
background check information provided in the tracking system. If a tracking system is unavailable, review
files for each service area to determine whether appropriate criminal record checks are conducted before
date.PDM7E, 648A(g)(3)(A), 648A(g)(3)(B), 648A(g)(3)(C), 1310.16(b)

For all staff, indicate the date the background check was conducted.
Indicate whether onot this staff member provides direct services or care to childrem7e

If this staff member does not provide direct services or care, indicate whether or not this staff member has
office in a center serving children or in an administrative builévhgre there are no children present.

If you find a staff member does not have a CRC and the grantee indicates the person is exempt due to th
position, please ask the grantee to provide documentation of how such exemption was determined. For
example, destate licensing regulations allow for certain employees to be exempt from CRCs?

Review staff files for documentation of initial health examination (including screening for tuberculosis) and
reexamination (if required by health care provider or as manddte&tate, local or Tribal laws). Indicate the
date of the most recent health screerDm7F

Review staff files for evidence of training opportunities for staff and volunteers to help them acquire or inc
the knowledge and skills necessary to fulfikithjob responsibilities in the service area and to implement the
Head Start Program Performance Standards in the service area. List the dates and types of training staff
received.pbm7I

Indicate the date staff received training in identifying andadimg child abuse and neglectomzy
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ISR2 Health Staff File Review

i

Before conducting your interviews, review the job description for the content area expert who oversees hg
services. Describe the required license or certification for health psajaals with experience and expertise in|
serving young children and their familiesA1A

Review the personnel file, contract, or resume of the health content area expert to determine whether he
has documentation of a license or certification, adlwas experience serving young children and their familieg
List the degree or degrees, training, experience and qualifications documented. Note the accrediting body
license or certificationHEA1A

Indicate the date of the most recent performancaview and the overall rating giverbm7C, 1304.52()

Indicate the date of the staff professional development plan and up to three goals identified in the
plan.PDM7D, 648A(f)

Confirm background checks for staff via the program's tracking system. Selédies to verify the staff
background check information provided in the tracking system. If a tracking system is unavailable, review
files for each service area to determine whether appropriate criminal record checks are conducted before
date. PDM7E, 648A(g)(3)(A), 648A(g)(3)(B), 648A(g)(3)(C), 1310.16(b)

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

Indicate whether or not this staff member provides direct services or care to chileperre

If this staff member does ngrovide direct services or care, indicate whether or not this staff member has &
office in a center serving children or in an administrative building where there are no children present.

If you find a staff member does not have a CRC and the granteaies the person is exempt due to their
position, please ask the grantee to provide documentation of how such exemption was determined. For
example, do state licensing regulations allow for certain employees to be exempt from CRCs?

Review staff files fadlocumentation of initial health examination (including screening for tuberculosis) and
reexamination (if required by health care provider or as mandated by State, local or Tribal laws). Indicate
date of the most recent health screerDm7F

Review stdffiles for evidence of training opportunities for staff and volunteers to help them acquire or incrg
the knowledge and skills necessary to fulfill their job responsibilities in the service area and to implement
Head Start Program Performance Stat$ain the service area. List the dates and types of training staff havg
received.pDM7I

Indicate the date staff received training in identifying and reporting child abuse and neglect
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Education and Early Childhood Development Guides

The followingGuides are used by ECD reviewers to collect information on program performance with respgattion
and Early Childhooddvelopment:

Observations

1 ECD CenteBased Observations: Social and Emotional Development

1 ECD CenteBased Observations: Cognitiaed Language Development

1 ECD CenteBased Observations: Daily Routines and Staffing

1 ECD CenteBased Observations: Meals

1 ECD CenteBased Observations: Early Literacy Development

1 ECD CenteBased Observations: Early Math Development

1 ECD CenteBased Obsemtions: Fine and Gross Motor Skills

1 ECD CenteBased Observations: Curriculum and Assessments

i ECD CenteBased Observations: Sélivareness, SeExpression, and Cultural Diversity

1 ECD Family Child Care/Hoiased Observations: Social and Emotional eveént

1 ECD Family Child Care/Hoiased Observations: Cognitive and Language Development

1 ECD Family Child Care/Hoiased Observations: Daily Routines and Staffing

1 ECD Family Child Care/Hofdased Observations: Meals

1 ECD Family Child Care/Hoiased Obseantions: Early Literacy Development

1 ECD Family Child Care/Hoiased Observations: Early Math Development

1 ECD Family Child Care/Hoiased Observations: Fine and Gross Motor Skills

 ECD Family Child Care/Hoiased Observations: Curriculum and Assessments

 E® Family Child Care/HorBased Observations: Sélfvareness, SeExpression, and Cultural Diversity
Interviews

I ECD Teacher Interview

9 ECD Family Child Care Provider Interview

I ECD Hom¥isitorInterview

i ECD Manager Interview

Document and File Review

T
T
T

ECD lass Roster Review (Applies To Cebsed and Family Child Care Programs)
ECD Document Review
ECD Manager Staff File
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ECD CenteBased Observations: Social and Emotional Development

i

i

i

i

Building Trust (ECD3A)

Encouraging Respect (ECD3D)

Encouraging Self Control (ECD3C)

Describe how interactions between childreredacilitated based on children's interests, developmental level
and needsecD3A

- How do program staff provide words to children to encourage social interaction?
- How are children encouraged to share?

- How are children's feelings acknowledged?

Descrbe how interactions with children are pleasant and comforting, showing interest in their actiwtiesa
- What type of voice does the program staff use?

- Describe the program staff's position when interacting with children.

- How responsive is the pnamn staff to children when she is needed?

Write a description of a 10 minute program staff interaction with children.

Describe how program staff help children separate from their parents or guardians (e.g., children are give
and opportunity to separa from their parents; children's feelings about separation are acknowledgedia

Describe relationships between children and adults. Do you see warm and supportive interaction (e.qg., fre
positive verbal and physical communication occurs betweahers and children; children seek support from
share their ideas with, and respond freely to program staff)@3a

Describe safety problems that might cause injury. Describe times when children were unsupewisead.

Describe the environment and chilr's ability to explore activelyecb3a

APPLIES TO: Infant/Toddlers
Are children with disabilities integrated into the group and enabled to participate in activities, as
appropriate?ECD3D

APPLIES TO: Infant/Toddlers

Describe bw teachers engage children in problesulving strategies and support positive guidance (e.qg.,
acknowledge feelings, verbalize feelings, listen to all sides, anticipate and redirect challenging behavior w
needed).ECD3D

APPLIES TO: Infant/Toddlers

Descibe how teachers support and promote appropriate social interactions (e.g., children prevented from
hurting one another, child redirected from negative situation to other activities, child with favorite toy prote
from others).ecbab

APPLIES TO: PreschAge Children
Describe indications that the teacher and children enjoy warm, supportive relationships with one another (|
frequent positive verbal and physical communication between teachers and childygp

APPLIES TO: Preschool Age Children
Howdo teachers show respect for children? Describe how teachers listen to children, wait for children to fi
their thoughts, and treat children fairlyxcpap
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ECD CenteBased Observations: Social and Emotional Development

U  Are program staffs' expectations generally realistic and basechildren's age and ability (e.g., sharing not
forced although it may be talked about, children not expected to wait for long periods, timeout rarely used
never with children under age 2§2D3cC, ECD2D

U Describe how children are helped to express eimmg both verbally and nonverballycbsc

U APPLIES TO: Preschool Age Children
Describe how teachers prevent conflict and promote-ageropriate interaction by using effective positive
guidance and discipline methodscD3c

U Describe how the teacher preventsoblems by using effective positive guidance and discipline methods (e.
duplicate toys accessible, children not crowded, children prevented from hurting themselves, children stoy
from being destructive, consistent response to children's behawiar)3c

U APPLIES TO: Preschool Age Children
How are classroom rules and expectations for behavior communicated? Are rules and expectations clear
enforced consistentlyR2cpac

U APPLIES TO: Preschool Age Children
How do teachers monitor the classroom effeetiwto prevent problems from developing@D3c

U APPLIES TO: Preschool Age Children
How does staff help children develop appropriate social behavior with peers? Describe situations where ¢
are helped with conflict resolution, encouraged to make frignor helped to understand other's feelings.p3c

Fostering Independence (ECD3B)

U APPLIES TO: Preschool Age Children
Are containers and storage shelves accessible to children (e.g., pictures or shapes used as labels on conj
and shelves, word labetglded for older children)2cp3s

U APPLIES TO: Infant/Toddlers
Describe how children's efforts and accomplishments are acknowledgeds

U APPLIES TO: Infant/Toddlers
Describe how sufficient time is provided to complete tasks independently (e.g., put o) teed themselves,
wash hands, brush teeth). Provide additional examples in your netess

U APPLIES TO: Infant/Toddlers
Describe how the environment and materials are easily accessitias

U APPLIES TO: Preschool Age Children
How do teachers encouragedependence in daily routines (e.g., job chart is visible, children set tables, chilf
serve themselves)?cD3B

U APPLIES TO: Preschool Age Children
How do teachers support problesolving (e.g., respond calmly to children, help verbalize feelings aimhsct
ask children to identify solutionsfZp3s

U When developmentally appropriate, is independent use of toilet facilities and toilet training
encouraged®CD3B, 1304.21(a)(1)(V)

U APPLIES TO: Preschool Age Children
Where are materials located in the classne? Describe the room arrangement and how it encourages childr
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ECD CenteBased Observations: Social and Emotional Development

to access materials and gives them clues for how to put things aways
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ECD CenteBased Observations: Cognitive and Language Development

i

Lan

0

Cognitive Development (ECD4A)

APPLIES TO: Behool Age Children
Describe opportunities offered to children to participate in ag®ropriate science activitiescb4a

APPLIES TO: Infant/Toddlers
Describe the nature of activities and materials available (e.g., placing infants on blankets outdddiesstplant
seeds and water plants, care of pets, magnifying glass accessiaeh

APPLIES TO: Infant/Toddlers
Describe the variety of daily activities and experiences to extend infants and toddlers' thinking and suppot
interests.ECD4A

Describethe variety of materials and opportunities available for children to explore and ptapaa

APPLIES TO: Preschool Age Children
How does the program offer opportunities for dramatic play; for exploration of blocks, sand, and water; anj
art, music, ananovement?ECD4A

guage Development (ECD4C)

APPLIES TO: Preschool Age Children
Describe circle or small group time and opportunities for children to describe and recall activities (i.e., disd
themes such as community helpers, family events, andrelmild interests)ecpac

APPLIES TO: Preschool Age Children
Describe how program staff listen actively to children and ask relevant and related questions.

APPLIES TO: Preschool Age Children
Describe the frequent conversations between children and mogstaff that promote opportunities for
language use=cb4c

APPLIES TO: Preschool Age Children

How do program staff balance listening and talking appropriately for children's age and abilities during
communication activities (e.g., leave time for childterrespond, verbalize for child with limited communicatig
skills)?ecpac

APPLIES TO: Preschool Age Children
How does the program staff encourage language and social interaction in small groups? Describe the diff
props used to stimulate language aoonversationEcb4c

APPLIES TO: Preschool Age Children
How does the program staff extend learning through daily conversations? Provide examples of program
staff: Ecpac

- Asking children opeended questions that require them to communicate more compleagie
- Introducing and discussing vocabulary words;
- Using selfalk and parallel talk as a means of expanding children's language; and

- Using a variety of nouns, verbs, adverbs, adjectives, prepositions, and other forms of language new to th
children bu that map onto concepts they already understand.
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ECD CenteBased Observations: Daily Routines and Staffing

i

Planning for Routines (ECD3G)

Balanced Daily Opportunities (ECD4E)

APPLIES TO: Preschool Age Children
Are children involved in activities on arrival and kept involved until dep@PECD3G

Are daily routines consistent and predictable (e.g., infants and toddlers know that their diapers will be cha
arrivals and departures are consistent, pleasant, and organized; daily routine is posted for adults and chilq
handwashing andooth-brushing are procedures depicted in pictures and words and are posted at childrer]
eye level)ZCD3G

Are teachers fully prepared for activities and lessars?3G

Describe how daily routines, such as arrival and departure, meals, naps, and djapepport the children's
needs (e.g., teachers patient with messiness, slow eater given plenty of time, infants' faces wiped gently,
cot placed in same place, special blanket or cuddly toy made available for todeters}.

Describe how the dailsoutine is planned (e.g., materials ready when children arrive, children's belongings
to go home, diaper changing process consistent, parent and staff chat regularly, transitions miniatized).

APPLIES TO: Preschool Age Children
In fulkday progam, how are provisions made for early risers and-nappers (e.g., early risers permitted to
read book or play quietly, separate space and activities used fonappers)Z&cbp3c

APPLIES TO: Infant/Toddlers
Is the daily routine flexible and individualizéalg., infant on individual schedule, tired toddler can have early
nap, child soothed by patting back, diapers changed when needed, child fed when huragrg?

U APPLIES TO: Infant/Toddlers
Describe how children engagn both active (e.g., outdoor, climbing, dancing) and quiet activities (e.g., read
painting, puzzles, play douglcp4e

U Describe how the daily routine offers opportunities for children to engage in-tiifldted activities (e.g., free
choicetime, asking teacher to read a book, teacher engaging in -¢hiliited conversation, teacher following
child's lead, teacher responding to infants' verbal cuesp4e

U APPLIES TO: Infant/Toddlers
Describe how the daily routine offers opportunities for infaatsl toddlers to engage in playful interactive
activities that are teacher directed (e.g., teacher reads to child or group of children, teacher leads children
group activity) ECD4E

U APPLIES TO: Preschool Age Children
How do program staff organize tinfe.g., part of daily schedule) and space (e.g., open areas, cozy areas) d
children to play individually, in pairs, and in small groupS™E

U How do the program staff use small groups and circle time to increase the amount of conversationrauivi®
all learnerscp4e

U APPLIES TO: Infant/Toddlers
Is time and space organized daily for infants and toddlers to play individually, in pairs, and in small groups
ExamplesEcp4e
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