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FY 2008 OFFICE OF HEAD START MONITORING PROTOCOL

The Office of Head Start (OHS) presents the FY 2008 Office of Head Start Monitoring Protocol. The Protocol organizes elements of
program performance standards and other program regulations into 10 sections against which compliance will be monitored:

e  Health Services (pages 1-24)

e Nutritional Services (pages 25-41)

e  Safe Environments (pages 42-58)

e  Disabilities Services (pages 59-78)

e  Mental Health Services (pages 79-86)

e  Family and Community Services (pages 87-102)

e  Transportation Services (pages 103-122)

¢  Education and Early Childhood Development Services (pages 123-159)
e  Fiscal Management (pages 160-196)

e  Program Design and Management (pages 197-232)

Compliance Questions form the basis of the Protocol, with each question focusing on one or more program requirements against
which compliance will be monitored. Guidance prompts facilitate the monitoring process for each Compliance Question. Review
teams must respond to Compliance Questions using the prompts, which outline the minimum “ground to cover” in addressing
questions effectively. These Ground to Cover prompts indicate the people to interview, questions to ask, information to retrieve from
documents, and observations to make in developing a minimum understanding of grantee compliance with each question. The
Notes section provides space for documenting and describing detailed evidence.

The Protocol gives grantees an opportunity to demonstrate compliance. Before the onsite monitoring review, grantees will be asked
to identify the individual or individuals who can address the Compliance Questions most accurately and comprehensively. Grantee
identification of the most appropriate individuals with whom review team members should communicate ensures that the onsite
review provides an accurate assessment of the grantee’s program or programs.
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Health Services

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each
question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after
collecting and analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. You should
substantiate your responses to these Compliance Questions with details from extensive interviews, document reviews, and/or observations.

Prompts in the Ground to Cover guide following the Compliance Questions will help lead you to the right people, documents, and observations
from which to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not every
Compliance Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and observations
outlined in the Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance Question. The onsite
review should cover all program options provided by the grantee and delegate as well as childcare partnerships and family childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation for
understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence collected,
you should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people interviewed, and
observations made. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

The Health Services section of the Protocol is divided into six subsections:
I. Staffing and Training
II. Providing Health Services
III. Involving Parents
IV. Health Policies and Procedures
V. Early Head Start Programs Serving Pregnant Women or New Mothers
VI. Ongoing Monitoring
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SECTION I - Staffing and Training

1A
Y NM

PROMPTS

1B
Y N

1A COMPLIANCE QUESTION:

Are management functions for health services formally assigned to and adopted by a staff person or persons?
1304.52(a)(2)(ii)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

1A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Identify the person who manages health services.
e Ask that person to describe his or her management responsibilities, and examine a job description for verification.

1A NOTES:

1B COMPLIANCE QUESTION:

Do the staff and consultants assigned to support health services have training and experience in public health, nursing,
health education, maternal and child health, or health administration? Do the grantee and delegate assure that health
procedures are performed only by a licensed or certified health professional?

1304.52(d)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS

1C

PROMPTS

1B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask health services managers to describe the type of training and experience staff have.

e Determine whether health procedures, if the program offers them, are performed by licensed and certified
professionals.

e Review documents related to verifying licensure and certification of staff and consultants who perform health
procedures, if available.

1B NOTES:

1C COMPLIANCE QUESTION:

Do the grantee and delegate provide opportunities for ongoing training and development for all staff who provide
health services?
1304.52(k)(2); 1304.52(k)(3); 1306.23(a)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

1C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine whether the grantee and delegate provide in-service training opportunities for staff and
volunteers to help them acquire or increase the knowledge and skills necessary to fulfill their job
responsibilities in the health services area. 1304.52(k)(2); 1306.23(a)

e Do the grantee and delegate establish and implement ongoing training to help staff acquire and
maintain the skills and knowledge necessary to implement Head Start Performance Standards in the
health services area? 1304.52(k)(3); 1306.23(a)

e Making this determination includes interviewing the health manager and staff and reviewing
training materials and training and orientation records, if available.
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1C NOTES:

SECTION II - Providing Health Services

2A 2A COMPLIANCE QUESTION:

Y NM Can the grantee and delegate staff assigned to oversee health services describe and demonstrate through source
documents the process the agency has implemented to determine whether each child has an ongoing source of
continuous, accessible health care?
1304.20(a)(1)(i); 1304.20(a)(2)

Note: 1304.20(a)(2) applies only to programs lasting 90 days or fewer and should be cited in conjunction with 1304.20(a)(1)(i) for such
programs.

PROMPTS 2A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine whether the grantee and delegate address children’s ongoing source of health care during enrollment
activities before their entry into the program.

e Determine whether the grantee and delegate seek assistance from the Health Services Advisory Committee (HSAC)
and others to identify long-term providers, sources of funding for health services, and ways to inform community
health providers about HS children and families” health needs.

e Ask how the grantee and delegate determine whether enrolled children have an ongoing source of continuous,
accessible health care.

2A NOTES:
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v

2B
N

PROMPTS

v

2C
N

2B COMPLIANCE QUESTION:

Can the grantee and delegate staff responsible for overseeing the health services describe and demonstrate through
source documentation, including tracking health services, how they know —within 90 days (30-day timeframe for
programs of 90 days or fewer) of a child’s first day of EHS or HS services—which children are and are not up to date on
the required schedule of primary and preventive health care?

1304.20(a)(1)(ii), 1304.20(a)(2)

Note: 1304.20(a)(2) applies only to programs lasting 90 days or fewer and should be cited in conjunction with 1304.20(a)(1)(ii) for such
programs.

2B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask health staff about their knowledge of the State’s Early and Periodic Screening, Diagnostic, and Treatment

(EPSDT) schedule.
e Ask appropriate staff to walk you through the process they implement to meet this requirement.

2B NOTES:

2C COMPLIANCE QUESTION:

Can the grantee and delegate staff and consultants responsible for overseeing the health services describe and
demonstrate through source documentation how children who were up to date based on the EPSDT schedule on entry
remain up to date?

1304.20(a)(1)(ii)(B)
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PROMPTS

2D
Y NMh

PROMPTS

2C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask health staff to describe and demonstrate how they ensure that children remain current with the EPSDT
schedule.

2C NOTES:

2D COMPLIANCE QUESTION:

Can the grantee and delegate staff responsible for overseeing the health services describe and demonstrate through
source documentation how staff help parents obtain health services for children who were not up to date based on the
EPSDT schedule on entry?

1304.20(a)(1)({i)(A)

2D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the health staff to provide examples of how they help parents whose children are not up to date make
necessary arrangements to bring children up to date on the required schedule of primary and preventive health
care.

e Determine whether the health staff arrange for staff from the local health department or health care providers to
come to the agency to provide services to accommodate parents who have difficulty taking children to medical or
dental appointments.

e Ask for examples of ways parents were assisted in obtaining health services for their children, particularly when
parents were reluctant to follow through.

e Determine whether the grantee and delegate work with the HSAC and State and local health agencies to ensure that
health providers are informed about HS children and families” health care needs.
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2D NOTES:
2FE 2E COMPLIANCE QUESTION:
Y NN Do the grantee and delegate ensure that culturally, linguistically, and age-appropriate screening procedures are

performed or obtained, in collaboration with each child’s parent, within 45 days (30-day timeframe for programs
operating 90 days or fewer) of entry into the program to identify concerns regarding a child’s developmental, sensory,
behavioral, motor, language, social, cognitive, perceptual, and emotional skills?

1304.20(b)(1); 1304.20(a)(2)

PROMPTS 2E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Review children’s files, the tracking system, or both.

IMPORTANT: IF THE GRANTEE DID NOT PERFORM SCREENINGS WITHIN 45 DAYS:
e Note the date if they were completed after the 45 days.
e Note the date of review if they were not done at all.

IF THE GRANTEE PERFORMED SCREENINGS WITHIN 45 DAYS:
e Identify and speak with staff who are performing screenings.

e Determine the process.

Note: This requirement is for children entering their first year of the program. Children who are returning for the second year need not
be re-screened, but they are expected to be up to date on the EPSDT schedule.

2E NOTES:
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2F
Y N

PROMPTS

2G
Y N

2F COMPLIANCE QUESTION:
Can the grantee and delegate staff responsible for overseeing the health services describe and demonstrate through
source documentation how they track the provision of health services to children, including developing and
implementing a follow-up plan?
1304.20(a)(1)(ii)(C); 1304.20(a)(1)(iv)
2F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask health staff to show you how they track children’s health services.

e Determine how this information is gathered.
e Determine how this information is shared with staff who need to know it.

2F NOTES:

2G COMPLIANCE QUESTION:

How do the grantee and delegate ensure that each child with an observable, known, or suspected health or
developmental problem receives further testing, examination, and treatment from a licensed or certified professional?
1304.20(a)(1)(iii)

8 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Health Services

PROMPTS

2H
Y N

PROMPTS

2G GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

Determine how health staff know when further testing is needed.

Determine whether children who need further testing, examination, or treatment, including dental, receive it.
Determine whether the testing, examination, and treatment were provided by a licensed or certified professional.
Ask health staff to provide examples of children who needed and received further testing, examination, and
treatment from a licensed or certified professional.

2G NOTES:

2H COMPLIANCE QUESTION:

Can the grantee and delegate describe and demonstrate a system to implement ongoing procedures to identify new or
recurring medical, dental, or developmental concerns to facilitate timely referrals?
1304.20(d)

2H GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

Ask staff or consultants to provide examples of the program’s identifying a new or recurring health or
developmental concern that resulted in a timely referral.

Ask staff who work directly with children what they do if they identify a new or recurring concern, with whom
they talk, and how they act on the information.

Determine how changes in a child’s physical appearance or signs of illness or injury are recorded and provided to
the appropriate health services staff.

Ask staff who work directly with children how observations from parents are used to identify new or recurring
medical, dental, or developmental concerns.

(prompts continue on next page)
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FOR INFANTS AND TODDLERS:
e Do the grantee and delegate record observations about children’s patterns of eating, sleeping, and elimination and
share such information with parents so new or recurring medical concerns can be identified quickly?

2H NOTES:

21 2] COMPLIANCE QUESTION:
Y NM Do the grantee and delegate maintain written documentation when a parent or other legally responsible adult refuses

to give authorization for health services?
1304.20(e)(5)

PROMPTS 2I GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff to demonstrate the process they implement when a parent refuses to give authorization for health services.
e Ask whether parents currently enrolled have refused to provide authorization for health services, and ask staff for
evidence of their written documentation.

2I NOTES:

SECTION III - Involving Parents

3A 3A COMPLIANCE QUESTION:
Y NM Do the grantee and delegate consult with parents immediately when children’s health problems are suspected or
identified?
1304.20(e)(1)
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PROMPTS

3B
Y NMh

PROMPTS

3A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask health staff how they inform parents, including non-English speaking parents, when medical or dental
problems are suspected.

e Ask health staff to provide examples of when they consulted with parents about newly identified medical and
dental problems.

3A NOTES:

3B COMPLIANCE QUESTION:
Do the grantee and delegate familiarize parents with the use of and rationale behind health and developmental

procedures administered through the program or by contract and obtain advance authorization for such procedures?
1304.20(e)(2)

3B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Determine who assumes responsibility for familiarizing parents with procedures administered by the program or
contract.

e Indicate whether evidence exists that parents are informed and have given their consent before the procedures.

3B NOTES:
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3C 3C COMPLIANCE QUESTION:
Y NM Do staff talk with parents about how to familiarize their children in a developmentally appropriate way before the
children receive health procedures?
1304.20(e)(3)
PROMPTS 3C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff to provide examples of how they help parents familiarize their children with health procedures before the
administration of those procedures.

e Ask staff to include examples of how they accomplish this familiarization process across program options and with
non-English speaking parents.

e Ask parents whether they were informed about the procedures before they were administered.

e Indicate how this interview is accomplished with non-English speaking parents.

3C NOTES:

SECTION IV - Health Policies and Procedures

4A 4A COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.
Y N

N/A Can grantee and delegate staff operating center-based programs demonstrate that policies and procedures include
methods of notifying parents in the event of an emergency with their child?
O 1304.22(a)(4)
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PROMPTS

4B
Y NM

PROMPTS

4A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Do staff have the parents or guardians’ names and telephone numbers (both home and work)?

e Do staff have the names and telephone numbers of contact persons to whom children may be released if a parent or
guardian is unavailable?

¢ Do staff have the contact information of the children’s usual sources of medical and dental care?

e Do staff maintain information on each child regarding special conditions, disabilities, and allergies as well as
medical and dental information that might be important in case of emergency?

4A NOTES:

4B COMPLIANCE QUESTION:

Can the grantee and delegate describe how they ensure that a child with a short-term injury (that cannot be readily
accommodated) or short-term contagious illness is temporarily excluded from participating in program activities or
group experiences while risk to the health or safety of that child or others is present?

1304.22(b)(1)

4B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the staff person responsible for making the decision to temporarily exclude a child what procedure or
procedures were implemented.

e Can the responsible staff person describe an example of a temporary exclusion and how it was documented?

e Can the responsible staff person describe an example where the grantee or delegate determined that a child’s short-
term injury or illness could not be readily accommodated and the child was excluded from program participation in
center-based activities or group activities for a short period of time? How was this situation documented?
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4C
Y NMh

PROMPTS

4B NOTES:

4C COMPLIANCE QUESTION:

Can the grantee and delegate describe how they ensure that children are not denied admission to the program or if
already enrolled are not subjected to long-term exclusion solely because of their health care needs or medication
requirements unless reasonable accommodations cannot be made to reduce the health or safety risk to that child or
others without fundamentally altering the nature of the program?

1304.22(b)(2)

4C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Can the grantee and delegate provide one or more examples of how they accommodated a child with special health
care needs or medication requirements (e.g., child with diabetes)?

e Have the grantee and delegate established policies to ensure that all eligible children with special health care needs
or medication requirements are included in the program to the maximum extent possible?

e Do the grantee and delegate consult with the HSAC and local health agencies and organizations for
recommendations if accommodations are necessary to enable a child with special health care needs or medication
requirements to participate in the program?

¢ How do the grantee and delegate ensure that parents and health care providers provide clear, thorough instructions
on how best to care for children with special health care needs or medication requirements?

e Have the grantee and delegate established policies and protocols to ensure that staff are trained to address
children’s special health care needs or medication requirements?

4C NOTES:
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4D
Y N

PROMPTS

4E
Y N

PROMPTS

4D COMPLIANCE QUESTION:

Do the grantee and delegate ask parents to inform the program of their children’s health or safety needs and ensure that
appropriate staff are informed, according to the program’s confidentiality policy, of needed accommodations?
1304.22(b)(3)

4D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the responsible person to describe the procedure the program follows to:

0 Request that parents inform the program of their children’s health or safety needs.
0 Inform staff so they can accommodate the children.
0 Address this situation with regard to the program’s confidentiality policy.
0 Show how this procedure was documented.
4D NOTES:

4E COMPLIANCE QUESTION:

Are written procedures established and maintained regarding labeling and storage, under lock and key, and
refrigeration, if necessary, of all medications, including medications required for staff and volunteers?
1304.22(c)(1)

4E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Interview the person or persons designated to administer medication.

e Ask the responsible person or persons to describe how these regulations are met.

e Review the written policies, and ask to review specific records of children on medication to determine whether all
required conditions have been met.
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4F
Y NMh

PROMPTS

4G
Y NMh

4E NOTES:

4F COMPLIANCE QUESTION:
Are written procedures established and maintained that designate a trained staff member or school nurse to administer,

handle, and store child medications?
1304.22(c)(2)

4F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Interview the person or persons designated to administer medication.
e Ask the responsible person or persons to describe how these regulations are met.

e Review the written policies, and ask to review specific records of children on medication to determine whether all
required conditions have been met.

4F NOTES:

4G COMPLIANCE QUESTION:

Are written procedures established and maintained regarding obtaining physicians’ instructions and written parent or
guardian authorizations for all medications administered by staff?
1304.22(c)(3)
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PROMPTS

4H
Y NMh

PROMPTS

4G GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Interview the person or persons designated to administer medication.

e Ask the responsible person or persons to describe how physicians’ instructions and parent or guardian
authorizations are obtained.

e Review the written policies, and ask to review specific records of children on medication to determine whether such
records include physicians” instructions and parent or guardian authorizations.

4G NOTES:

4H COMPLIANCE QUESTION:
Are written procedures established and maintained to ensure that individual records are maintained for all medications

dispensed and that the records are regularly reviewed with the child’s parents?
1304.22(c)(4)

4H GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Interview the person or persons designated to administer medication.
e Ask the responsible person or persons to describe how these regulations are met.

e Review the written policies, and ask to review specific records of children on medication to determine whether all
required conditions have been met.

4H NOTES:
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41
Y N

PROMPTS

4]
Y NMh

41 COMPLIANCE QUESTION:

Are written procedures established and maintained to ensure that changes in a child’s behavior that have implications
for drug dosage or drug type are recorded and to ensure that staff help parents communicate with their physician
regarding the medication’s effect on the child?

1304.22(c)(5)

41 GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff who work directly with children to describe the steps they take to notice changes in their behavior in
children who take medication.

e Ask the responsible person or persons to describe how this regulation is met.

e Review the written procedures, and ask to review specific records of children on medication to determine whether
all required conditions have been met.

41 NOTES:

4] COMPLIANCE QUESTION:

Are written procedures established and maintained to ensure that appropriate staff members demonstrate proper
techniques for administering, handling, and storing medication, including the use of equipment necessary to
administer medication?

1304.22(c)(6); 1304.52(k)(3)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 4] GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Interview the person or persons designated to administer medication.

e Ask the responsible person or persons to describe training in the proper techniques for administering, handling,
and storing medication, including the use of equipment necessary to administer medication.

e Review the written policies, and ask to review specific records of children on medication to determine whether all
required conditions have been met.

4] NOTES:

SECTION V - EHS Programs Serving Pregnant Women or New Mothers

5A 5A COMPLIANCE QUESTION: APPLIES ONLY TO EHS PROGRAMS SERVING PREGNANT WOMEN OR NEW
MOTHERS
Y N P Note: Please select “N/A” if this is not an EHS program serving pregnant women or new mothers.
N/A
Do the EHS grantee and delegate assist pregnant women immediately after enrollment in the program to access early
O and regular comprehensive prenatal and postpartum care that includes early and continuing risk assessment?
1304.40(c)(1)(i)
PROMPTS 5A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Identify the EHS staff who assist pregnant women and new mothers in receiving access to prenatal and postpartum
care.
e Ask EHS staff to describe community resources to which they refer pregnant women or new mothers.
e Ask EHS staff how the nutritional status of pregnant women or new mothers is assessed.
(prompts continue on next page)
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5B
Y NN
N/A

O

PROMPTS

e Ask pregnant women or new mothers whether the EHS staff assisted them and how.
e Ask pregnant women or new mothers whether nutritional counseling or food assistance is provided if necessary.
e Review family files, family documents, or both.

5A NOTES:

5B COMPLIANCE QUESTION: APPLIES ONLY TO EHS PROGRAMS SERVING PREGNANT WOMEN OR NEW
MOTHERS
Note: Please select “N/A” if this is not an EHS program serving pregnant women or new mothers.

Do the EHS grantee and delegate assist pregnant women immediately after enrollment in the program to access early
and regular comprehensive prenatal and postpartum care that includes health promotion and treatment?
1304.40(c)(1)(ii)
5B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Determine whether EHS staff assist pregnant women in accessing medical and dental exams as early in their
pregnancy as possible.

e Ask EHS staff to describe the referral process and to provide examples.
e Ask pregnant women or new mothers whether the EHS staff assisted them and how.

5B NOTES:
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5C
Y NM
N/A

O

PROMPTS

5D
Y NMh
N/A

5C COMPLIANCE QUESTION: APPLIES ONLY TO EHS PROGRAMS SERVING PREGNANT WOMEN OR NEW
MOTHERS
Note: Please select “N/A” if this is not an EHS program serving pregnant women or new mothers.

Do the EHS grantee and delegate assist pregnant women immediately after enrollment in the program to access early
and regular comprehensive prenatal and postpartum care that includes mental health interventions and follow-up?
1304.40(c)(1)(iii)

5C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask EHS staff to describe the circumstances and process for making referrals for mental health, substance abuse
prevention, or substance abuse treatment services.

e Determine whether EHS staff consult with the mental health consultant assigned to the program, as appropriate.

e Ask EHS staff to provide examples of their making referrals for mental health, substance abuse prevention, or
substance abuse treatment services.

e Ask pregnant women or new mothers whether the EHS staff assisted them and how.

5C NOTES:

5D COMPLIANCE QUESTION: APPLIES ONLY TO EHS PROGRAMS SERVING WOMEN WHO HAVE DELIVERED
A BABY WITHIN THE LAST YEAR
Note: Please select “N/A” if this is not an EHS program serving women who have delivered a baby within the last year.

If the program serves women who have given birth within the past year, can staff describe and demonstrate how they
know that health staff have visited each newborn within 2 weeks of birth to ensure both the mother and the child’s
wellbeing?

1304.40(i)(6)
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PROMPTS 5D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Identify the health staff who conduct newborn visits, and ask them how they know these visits have been made.
e Determine whether staff can demonstrate that the visits have been made.

e Ask mothers of newborns whether they received a visit within 2 weeks of birth and, if so, what happened.

e Review tracking or monitoring records and family contact logs.

5D NOTES:
5F 5E COMPLIANCE QUESTION: APPLIES ONLY TO EHS PROGRAMS SERVING PREGNANT WOMEN OR NEW
MOTHERS
Y NM& Note: Please select “N/A” if this is not an EHS program serving pregnant women or new mothers.
N/A
Do the grantee and delegate provide pregnant women and other family members with prenatal education on fetal
O development, labor and delivery, and postpartum recovery?
1304.40(c)(2)
PROMPTS 5E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine whether the prenatal education includes information about:
0 Risks from smoking and alcohol.
0 Maternal depression.

e Ask staff to provide you with copies of prenatal education materials.

e Ask pregnant women to describe the prenatal education they received.
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5F
Y NM
N/A

O

PROMPTS

5E NOTES:

5F COMPLIANCE QUESTION: APPLIES ONLY TO EHS PROGRAMS SERVING PREGNANT WOMEN OR NEW
MOTHERS

Note: Please select “N/A” if this is not an EHS program serving pregnant women or new mothers.
Do the grantee and delegate provide pregnant women and other family members with prenatal education on

breastfeeding benefits?
1304.40(c)(3)

5F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Determine whether prenatal education includes information about breastfeeding benefits.
e Ask staff to provide you with copies of prenatal education materials.

e Ask pregnant women to describe the prenatal education they received.

5F NOTES:
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SECTION VI - Ongoing Monitoring

6A 6A COMPLIANCE QUESTION:
Y NM Can the grantee demonstrate that it has established and implemented procedures for ongoing monitoring of health
services at the grantee and delegate level to ensure effective implementation of Federal regulations?
1304.51(1)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
PROMPTS 6A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask management staff to describe the procedures to implement ongoing monitoring of program operations at the
grantee and delegate level. Review documents related to the ongoing monitoring process, if available.

e Who is responsible for ensuring that ongoing monitoring of program operations occurs?

e How often is monitoring conducted?

e Ask management staff to describe the procedures they use to detect noncompliance with Federal regulations.

e Ask management staff what actions they take when areas of noncompliance are identified. Ask management staff to
provide examples.

6A NOTES:
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Nutritional Services

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each
question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after
collecting and analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. You should
substantiate your responses to these Compliance Questions with details from extensive interviews, document reviews, and/or observations.

Prompts in the Ground to Cover guide following the Compliance Questions will help lead you to the right people, documents, and observations
from which to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not every
Compliance Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and observations
outlined in the Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance Question. The onsite
review should cover all program options provided by the grantee and delegate as well as childcare partnerships and family childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation for
understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence collected,
you should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people interviewed, and
observations made. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

The Nutritional Services section of the Protocol is divided into five subsections:
I. Staffing and Training
II. Understanding Children’s Nutritional Needs
III. Managing Nutritional Services
IV. Integrating Nutrition into Early Childhood Development
V. Ongoing Monitoring
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SECTION I - Staffing and Training

1A 1A COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED HS PROGRAMS
Note: Please select “N/A” if this is not a center-based HS program.

Y N
N/A Are management functions for nutritional services formally assigned to and adopted by a staff person or persons?
O 1304.52(a)(2)(ii)
Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
PROMPTS 1A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Identify the person who manages nutritional services.
e Ask that person to describe his or her management responsibilities.
e Review job descriptions.
1A NOTES:
1B 1B COMPLIANCE QUESTION:
Y NMh Are nutritional services supported by staff or consultants who are registered dietitians or nutritionists?
1304.52(d)(3)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 1B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Identify the staff person or consultant assigned to support nutritional services.
e Ishe or she a registered dietitian or nutritionist?
e How does that staff person or consultant support nutritional services?

1B NOTES:
1C 1C COMPLIANCE QUESTION:
Y NM Do the grantee and delegate provide opportunities for ongoing training and development for all staff who

provide nutritional services?
1304.52(k)(2); 1304.52(k)(3); 1306.23(a)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 1C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine whether the grantee and delegate provide in-service training opportunities for staff and
volunteers to help them acquire or increase the knowledge and skills necessary to fulfill their job
responsibilities in the nutritional services area. 1304.52(k)(2); 1306.23(a)

¢ Do the grantee and delegate establish and implement ongoing training to help staff acquire and
maintain the skills and knowledge necessary to implement Head Start Performance Standards in the
nutritional services area? 1304.52(k)(3); 1306.23(a)

e Making this determination includes interviewing the nutritional services manager and staff and
reviewing training materials and records, such as agendas and sign-in sheets, if available.
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1C NOTES:

SECTION II — Understanding Children’s Nutritional Needs
2A COMPLIANCE QUESTION:

PROMPTS

Can grantee and delegate staff describe and demonstrate how they work with families to identify each child’s
nutritional needs, taking into account staff and family discussions concerning relevant nutrition-related assessment data
(e.g., height, weight, hemoglobin/hematocrit)?

1304.23(a)(1)

2A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff who support nutritional services to describe opportunities to discuss children’s nutritional needs with
parents.

e Determine whether teachers, home visitors, and nutrition staff are involved in discussions with families about
children’s nutritional needs.

e Determine whether staff who support nutritional services send menus home so parents are aware of meals planned
for their children.

e Describe how these staff use nutritional assessment data they collect to individualize or plan meal services.

e What systems do the grantee and delegate have to ensure that individual nutritional needs identified are taken into
account when planning nutritional services?

e Review health records for additional evidence regarding nutrition-related assessment data.

28 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Nutritional Services

2B
Y NM

PROMPTS

2C

N/A

2A NOTES:

2B COMPLIANCE QUESTION:

Can the grantee and delegate demonstrate that children receive meals and snacks that meet their nutritional needs?
1304.23(b)(1)(ii)

2B GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e  Ask staff responsible for supporting nutritional services to describe how they ensure each child in a part-day center-
based setting receives meals and snacks that provide at least 1/3 of the child’s daily nutritional needs.

e Ask these staff to describe how they ensure each child in a full-day center-based program receives meals that
provide 1/2 to 2/3 (depending on the length of the program day) of the child’s daily nutritional needs.

e  Ask staff responsible for supporting nutritional services about how Recommended Daily Allowances (RDA) are
used to establish the nutritional needs of children in the program.

e Review menus.

2B NOTES:

2C COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

Do the grantee and delegate ensure children in morning center-based settings are served a nutritious breakfast if they
have not received breakfast by the time they arrive at the EHS or HS program?
1304.23(b)(1)(iii)
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PROMPTS

2D
Y NM
N/A

O

PROMPTS

2C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine whether a selection of foods is on hand to meet the Child and Adult Care Food Program (CACEFP)
breakfast pattern requirements.

e Ask staff responsible for supporting nutritional services to describe what happens if a child arrives at the center after
breakfast has been served and the child has not yet had breakfast.

2C NOTES:

2D COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select “N/A” if this is not a program serving infants and toddlers.

For programs serving infants and toddlers, can grantee and delegate staff describe and demonstrate how they regularly
communicate with parents to ensure that children’s nutritional needs are met?
1304.23(a)(3)

2D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Do the grantee and delegate have policies and procedures under which they regularly communicate with parents
about the:

o
(0)
o
(0}
o

Times and ways each child is fed?

Introduction of solid foods and other new foods?
Elimination patterns of each child?

Food preferences of each child?

Consumption of healthful foods at home?

e Review parent contact logs or daily child notes, if available.

30 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Nutritional Services

2D NOTES:

SECTION III - Managing Nutritional Services

%

3A
N

PROMPTS

v

3B
N

3A COMPLIANCE QUESTION:

Do the grantee and delegate design and implement a nutrition program that includes a variety of foods and meets each
child’s nutritional needs and feeding requirements, including children with special dietary needs, children requiring
medically based diets, and children with disabilities?

1304.23(b)(1)

3A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff to describe the process for ensuring that children with food allergies or other special dietary concerns
receive food that meets their nutritional needs.

e Determine how the grantee and delegate ensure children are introduced to a variety of healthful foods.

e Can staff responsible for supporting nutritional services demonstrate that they consult with children’s primary
health care provider to modify menus for children with special dietary needs?

e Review grantee documentation on nutritional needs of applicable children, if available.

3A NOTES:

3B COMPLIANCE QUESTION:
As appropriate, do the grantee and delegate accommodate medically based diets or other dietary requirements to meet

children’s individual needs?
1304.23(c)(6)
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PROMPTS

3C
Y NM
N/A

O

PROMPTS

3B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

¢ Determine whether staff are trained in procedures for feeding children with food allergies or other special dietary
concerns as well as in emergency procedures if children have adverse reactions to food.

3B NOTES:

3C COMPLIANCE QUESTION: APPLIES ONLY TO HOME-BASED PROGRAMS
Note: Please select “N/A” if this is not a home-based program.

Do home-based programs provide appropriate snacks and meals to each child during group socialization activities?
1304.23(b)(2)

3C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Determine whether home visitors and parents work together to plan and implement nutrition activities for group
socializations.

e Determine whether group socializations are used to discuss with parents ways to recognize hunger in infants and
young children.

3C NOTES:
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3D
Y N
N/A

O

PROMPTS

3D COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS SERVING INFANTS AND
TODDLERS
Note: Please select “N/A” if this is not a center-based program serving infants and toddlers.

Do infants and toddlers in center-based settings receive food appropriate to their nutritional needs, developmental
readiness, and feeding skills, as recommended in the USDA meal pattern or nutrient standard menu planning
requirements?

1304.23(b)(1)(iv)

Note: Refer to 7 CFR Parts 210, 220 (School Meal Initiatives for Healthy Children), and 226 (Child and Adult Care Food Program
[CACEFP]) for specific meal pattern and menu planning requirements.

3D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

¢ Determine whether the grantee and delegate ensure that foods posing a high risk of choking for infants and toddlers
(e.g., hot dogs, whole grapes, hard raw vegetables, popcorn, whole nuts) are not offered to them.

e Determine how the grantee and delegate ensure that foods posing health risks are not offered to children younger
than 1 year old (e.g., honey, cow’s milk, eggs).

e Review menus, diet intake records, or feeding records.

3D NOTES:

33 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Nutritional Services

3E
Y N
N/A

O

PROMPTS

3F
Y NM

N/A

3E COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED HS PROGRAMS
Note: Please select “N/A” if this is not a center-based HS program.

Do 3- to 5-year-olds in center-based settings receive the quantities and kinds of foods that conform to recommended
serving sizes and minimum standards for meal patterns recommended in the USDA meal pattern or nutrient standard
menu planning requirements outlined in 7 CFR parts 210, 220, and 226.

1304.23(b)(1)(v)

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

3E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Review menus.
e Does menu planning take USDA requirements into account?

3E NOTES:

3F COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

For 3- to 5 year-olds in center-based settings or other HS group experiences, how do the grantee and delegate ensure
foods served are high in nutrients and low in fat, sugar, and salt?
1304.23(b)(1)(vi)
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PROMPTS

v

3G
N

3F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine which staff assume responsibility for ensuring that foods served to children are high in nutrients and low

in fat, sugar, and salt.
e Ask staff to describe how the grantee and delegate ensure that foods with added sugar and refined carbohydrates
are served infrequently.

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

3F NOTES:

3G COMPLIANCE QUESTION:

Do the grantee and delegate ensure that parents and appropriate community agencies are involved in planning,
implementing, and evaluating nutritional services?
1304.23(b)(4)

3G GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Asknutritional service managers to describe their process for including parents in planning, implementing, and
evaluating nutritional services.

e Ask nutritional service managers to describe their process for including community agencies in planning,
implementing, and evaluating nutritional services.

3G NOTES:
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SECTION 1V - Integrating Nutrition into Early Childhood Development

4A 4A COMPLIANCE QUESTION:
Y NM& Can the grantee and delegate demonstrate that they promote effective dental hygiene in conjunction with meals?
1304.23(b)(3)

Note: Beginning February 2007, the OHS will monitor compliance with 1304.23(b)(3) based on the minimum requirements for the
respective ages of children specified in Program Instruction ACF-PI-HS-06-03.

PROMPTS 4A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e  Ask staff to describe their activities that promote effective dental hygiene in conjunction with meals for infants,
toddlers, and preschool children, as applicable. Head Start grantees and delegate agencies will be considered in
compliance with the requirement to effectively promote dental hygiene in conjunction with meals by ensuring the
following;:

0 For children age two and over: Once daily, after a meal, Head Start staff (or volunteers, if available) should
assist children in brushing their teeth using a small smear of fluoride toothpaste.

0 For children between one and two years of age: Once daily, after a meal, Head Start staff (or volunteers, if
available) must brush children's teeth with a soft bristled toothbrush, using a small smear of toothpaste that
contains fluoride.

0 For infants under the age of one: At least once during the program day, staff or volunteers must wash their
hands and then cover a finger with a gauze pad or soft cloth and gently wipe infants' gums.

e Observe an activity in which staff demonstrate their efforts to promote effective hygiene in conjunction with meals
for infants, toddlers, and preschool children, as applicable.

e Ask staff to share materials that promote effective dental hygiene in conjunction with meals for infants, toddlers, and
preschool children, as applicable.

4A NOTES:

36 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Nutritional Services

4B
Y N
N/A

O

PROMPTS

4C

N/A

4B COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

For center-based programs, do the grantee and delegate ensure that nutritional services contribute to enrolled children’s
development and socialization by ensuring that a variety of food is served, which broadens each child’s food
experiences?

1304.23(c)(1)

4B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff to describe how they ensure that mealtimes offer children opportunities for decision-making, sharing,
communicating with others, and developing hand-eye coordination and muscle control.

e Ask staff to describe how they offer children new or unfamiliar foods.

e Determine whether staff prepare children for new or unfamiliar foods through activities (including during home
visits) such as reading stories about the food, letting children help prepare it, or seeing it grow in a garden.

e Observe a meal service, or speak with the ECD Reviewer about his or her observations.

4B NOTES:

4C COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

For center-based programs, do the grantee and delegate ensure that nutritional services contribute to enrolled children’s
development and socialization by ensuring that food is not used as punishment or reward and that each child is
encouraged, but not forced, to eat or taste food?

1304.23(c)(2)
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PROMPTS

4D
Y NM
N/A

O

PROMPTS

4C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask staff to describe how they encourage children to eat or taste food.

e Describe how staff handle children who refuse to eat or taste certain foods.
e Observe a meal service or speak with the ECD Reviewer about his or her observations.

4C NOTES:

4D COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

For center-based programs, do the grantee and delegate ensure that nutritional services contribute to enrolled children’s

development and socialization by providing sufficient time for each child to eat?
1304.23(c)(3)

4D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine the steps staff take to ensure that children have adequate time to eat and that slow eaters are given
enough time to finish their food.
e Observe a meal service or speak with the ECD Reviewer about his or her observations.

4D NOTES:
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4E
Y N
N/A

O

PROMPTS

4F
Y NM
N/A

4E COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

For center-based programs, do the grantee and delegate ensure that nutritional services contribute to enrolled children’s
development and socialization by ensuring that all toddlers, preschool children, and assigned classroom staff, including
volunteers, eat together family style and share the same menu to the extent possible?

1304.23(c)(4)

4E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine how staff implement family-style meals. For example, do children and adults clear the table and set
places? Is conversation shared during the meal? Do children and adults clean up together afterward?

e Do children and adults serve and pass food among themselves, as appropriate?

e Do other designated staff or volunteers eat and converse with the children during meals if teachers are unable to
have their meals at the same time as children?

4E NOTES:

4F COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS SERVING INFANTS
Note: Please select “N/A” if this is not a center-based program serving infants.

For center-based programs, do the grantee and delegate ensure that nutritional services contribute to enrolled children’s
development and socialization by ensuring that infants are held while being fed rather than being laid down to sleep
with a bottle?

1304.23(c)(5)
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PROMPTS 4F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine whether breast-feeding mothers are encouraged to come to the program, if possible, to feed their
children.

e Determine whether procedures exist to ensure that during bottle-feeding children are held in a semi-sitting position
and supported.

e Observe bottle feeding, if possible.

4F NOTES:

4G 4G COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.
Y N

N/A For center-based programs, do the grantee and delegate ensure that nutritional services contribute to enrolled children’s
development and socialization by providing opportunities for children’s involvement, as developmentally appropriate,
O in food-related activities?
1304.23(c)(7)
PROMPTS 4G GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e How do staff involve children in food preparation, as developmentally appropriate?

e Are children encouraged to help set the table?

e Are children encouraged to serve food to others and themselves, as developmentally appropriate?
e Are children encouraged to talk about food and how it contributes to good health?
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4G NOTES:

SECTION V - Ongoing Monitoring

5A 5A COMPLIANCE QUESTION:
Y NM Can the grantee demonstrate that it has established and implemented procedures for ongoing monitoring of nutritional
services at the grantee and delegate level to ensure effective implementation of Federal regulations?
1304.51(1)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 5A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask management staff to describe the procedures to implement ongoing monitoring of program operations at the
grantee and delegate level. Review documents related to the ongoing monitoring process, if available.

e Who is responsible for ensuring that ongoing monitoring of program operations occurs?

e How often is monitoring conducted?

e Ask management staff to describe the procedures they use to detect noncompliance with Federal regulations.

e Ask management staff what actions they take when areas of noncompliance are identified. Ask management staff to
provide examples.

5A NOTES:

41 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Safe Environments

Safe Environments

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each
question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after
collecting and analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. The onsite review
should cover all program options provided by the grantee and delegate as well as childcare partnerships and family childcare homes.

Prompts in the Ground to Cover guide the Compliance Questions will help lead you to the right people, documents, and observations from which
to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not every Compliance
Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and observations outlined in the
Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance Question. The onsite review should
cover all program options provided by the grantee and delegate as well as childcare partnerships and family childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation for
understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence collected,
you should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people interviewed, and
observations made, as appropriate. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

Note: The number of centers and classrooms to be visited will be determined before the onsite review. The team leader will tell the team how many
and which they should visit.

The Safe Environments section of the Protocol is divided into four subsections:
I. Facilities, Materials, and Equipment
II. Hygiene
III. Food Safety and Sanitation
IV. Ongoing Monitoring
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SECTION I - Facilities, Materials, and Equipment

1A 1A COMPLIANCE QUESTION:
Y NN Do facilities used for center-based combination options or home-based group socialization activities comply with
State and local licensing requirements?
1306.30(c)
PROMPTS 1A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Check the facility license, and determine whether it is current.

e Where licensing standards are less stringent or comprehensive than Head Start Performance Standards or where
no State or local licensing standards exist, determine whether the grantee or delegate complies with all standards
under 1304.53(a).

1A NOTES:

1B 1B COMPLIANCE QUESTION:

Y NN Are areas used for diapering and toileting separate from areas used for cooking, eating, and children’s activities?
1304.53(a)(10)(xiv)

1B NOTES:
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1C NOTES:
PROMPTS 1D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Review toy sanitizing schedule, if available.

1D NOTES:
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1E NOTES:

1F NOTES:

1G NOTES:
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1H NOTES:

1I NOTES:

1] NOTES:
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1K NOTES:

1L NOTES:

1M NOTES:
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IN NOTES:

10 NOTES:

PROMPTS 1P GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Review records of fire and other emergency drills, if available.

1P NOTES:
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1Q
Y NM
N/A

O

PROMPTS

1R
Y N

N/A

1Q COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

Are outdoor play areas at center-based programs arranged to prevent children from getting into both unsafe and
unsupervised areas?
1304.53(a)(9)

1Q GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Observe outdoor play areas when children are present.
e Note that fences are not required. However, where fences, walls, or other barriers are present, they, themselves,
must not pose a safety hazard. If they do pose a safety hazard, refer to Compliance Question 1T.

1Q NOTES:

1R COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING BOTH INFANTS AND
PRESCHOOLERS
Note: Please select “N/A” if this is not a program serving both infants and preschoolers.

Does the grantee ensure that the indoor and outdoor space in EHS or HS centers in use by mobile infants and toddlers
is separated from general walkways and from areas in use by preschoolers?
1304.53(a)(4)

1R NOTES:

49 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Safe Environments

1S NOTES:

1T NOTES:

PROMPTS 1U GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Scan the facilities and equipment, and describe what is unsafe and in disrepair.

1U NOTES:
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SECTION II - Hygiene

2A
Y N

PROMPTS

2B
Y N

PROMPTS

2A COMPLIANCE QUESTION:

Do staff, volunteers, and children wash their hands with soap and running water after diapering and toilet use,
before food-related preparation or activity, after hands have become contaminated with blood or other bodily fluids,
after handling pets or other animals, before and after giving medications, before and after bandaging a wound, and
after assisting a child with toilet use?

1304.22(e)(1)(1); 1304.22(e)(1)(ii); 1304.22(e)(1)(iii); 1304.22(e)(1)(iv); 1304.22(e)(2)(i); 1304.22(e)(2)(ii); 1304.22(e)(2)(iii)

Note: Please refer to Safe Environments Compliance Question 3A with reference to any local requirement for hand washing after
food-related preparation or handling.

2A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Observe hand washing among children and adults, if possible.

2A NOTES:

2B COMPLIANCE QUESTION:

Do staff and volunteers wear nonporous gloves when in contact with blood or other visibly bloody bodily fluids?
1304.22(e)(3)

2B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e If you have no opportunity to observe a situation requiring use of nonporous gloves, ask health and education
staff whether nonporous gloves are available to staff, where the gloves are kept, and when they would use them.
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2C
Y NM

PROMPTS

2D
Y NM
N/A

2B NOTES:

2C COMPLIANCE QUESTION:
Are spilled bodily fluids immediately cleaned up and disinfected according to professionally established guidelines?
Are tools and equipment used to clean spills promptly disinfected, and are blood-contaminated materials disposed of

in a plastic bag with a secure tie?
1304.22(e)(4)

2C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Describe what you saw, including who was involved and in how many sites this kind of incident occurred out of
the total number of sites visited. If no incident occurs while you are onsite, ask staff what they would do if a spill

of bodily fluids occurred. Include in your notes the names and titles of the people with whom you spoke, and
identify their locations.

2C NOTES:

2D COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS

Do the grantee and delegate adopt sanitation and hygiene practices for diapering that adequately protect children and
staff’s health and safety?
1304.22(e)(5)

Note: Providing contextual information is critical.
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PROMPTS 2D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Describe unsanitary practices in detail, where and on how many occasions you observed them, and who was

involved.

2D NOTES:

2E 2E COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

Y NM

N/A Are potties used in center-based programs emptied into the toilet and cleaned and disinfected after each use in a
utility sink for that purpose?

O 1304.22(e)(6)
Note: Providing contextual information is critical.

PROMPTS 2E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Describe unsanitary practices in detail, where and on how many occasions you observed them, and who was
involved. Note if a utility sink was not used or if a utility sink did not exist.

2E NOTES:
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2F
Y N

PROMPTS

2G

PROMPTS

2F COMPLIANCE QUESTION:
Do the grantee and delegate ensure that cribs and cots are at least 3 feet apart to avoid spreading contagious illness
and to allow for easy access to each infant or toddler?

1304.22(e)(7)

Note: Providing contextual information is critical.

2F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Describe what you observed and how you measured the distance between cribs, cots, or both, including the name
of each location, if applicable.

2F NOTES:

2G COMPLIANCE QUESTION:
Do the grantee and delegate ensure that indoor and outdoor premises are cleaned daily and kept free of undesirable
and hazardous materials and conditions?
1304.53(a)(10)(viii)
Note: Providing contextual information is critical.
2G GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Describe exactly what was unclean and not kept free of undesirable and hazardous materials and conditions,

including in how many classrooms and sites this incident occurred out of the total number of classrooms and sites
providing HS services.
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2G NOTES:
H 2H COMPLIANCE QUESTION:
Y N P Do the grantee and delegate ensure that first aid kits are well supplied, age appropriate, and readily accessible to staff
(but not children) at each facility and while offsite?
1304.22(f)(1)

Note: Providing contextual information is critical.

PROMPTS 2H GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Indicate whether :
o Kkits contain items within the expiration date, if applicable;
o all staff working with children know where the kits are located;
0 Kkits are kept out of children’s reach; and
0 the program has a portable first aid kit for use on trips to offsite locations.
2H NOTES:

SECTION III - Food Safety and Sanitation

3A COMPLIANCE QUESTION:
3A
Y NN Do the grantee and delegate ensure that all applicable Federal, State, local, and Tribal food safety and sanitation laws
are met and evidence of compliance, including appropriate licenses and certificates, as appropriate, is posted?
1304.23(e)(1)

Note: Providing contextual information is critical.
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PROMPTS

3B

PROMPTS

3C

3A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Indicate whether the grantee and delegate have available all licenses and certificates that permit them to handle
and serve food legally and whether such licenses and certifications are posted.

3A NOTES:

3B COMPLIANCE QUESTION:

Do the grantee and delegate ensure basic food sanitation in connection with food preparation and handling?
1304.53(a)(10)(viii); 1304.53(a)(10)(xiii)

Note: Providing contextual information is critical.
3B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Indicate how hot foods are kept hot and cold foods are kept cold and whether the grantee and delegate have
procedures for rodent and insect control. Also indicate whether the water supply is adequate and approved by the

State or local health authority.

3B NOTES:

3C COMPLIANCE QUESTION:
Are all food service vendors licensed in accordance with State, local, or Tribal laws?

1304.23(e)(1)
Note: Providing contextual information is critical.
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PROMPTS 3C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

¢ Indicate how the grantee and delegate ensure that food service vendors observe safety and sanitation regulations
related to food handling.

3C NOTES:
3D 3D COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select “N/A” if this is not a program serving infants and toddlers.
Y NM
N/A For programs serving infants and toddlers, do the grantee and delegate ensure that facilities are available for the
proper refrigerated storage and handling of breast milk and formula?
O 1304.23(e)(2)
Note: Providing contextual information is critical.
PROMPTS 3D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

¢ Indicate what precautions the grantee and delegate take to ensure each child receives his or her own mother’s
breast milk or the correct formula, including whether staff and parents collaborate to ensure containers of breast
milk or formula are dated, clearly labeled with the child’s name, and used only for the intended child.

3D NOTES:
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SECTION 1V - Ongoing Monitoring

4A
Y N

PROMPTS

4A COMPLIANCE QUESTION:

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

1304.51(i)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

4A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask management staff to describe the procedures to implement ongoing monitoring of program operations at the
grantee and delegate level. Review documents related to the ongoing monitoring process, if available.

e Who is responsible for ensuring that ongoing monitoring of program operations occurs?

e How often is monitoring conducted?

e Ask management staff to describe the procedures they use to detect noncompliance with Federal regulations.

e Ask management staff what actions they take when areas of noncompliance are identified. Ask management staff
to provide examples.

4A NOTES:
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Disabilities Services

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each
question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after
collecting and analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. You should
substantiate your responses to these Compliance Questions with details from extensive interviews, document reviews, and/or observations.

Prompts in the Ground to Cover guide following the Compliance Questions will help lead you to the right people, documents, and observations
from which to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not every
Compliance Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and observations
outlined in the Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance Question. The onsite
review should cover all program options provided by the grantee and delegate as well as childcare partnerships and family childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation for
understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence collected,
you should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people interviewed, and
observations made. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

The Disabilities Services section of the Protocol is divided into six subsections:
I. Staffing and Training
II. Coordinated Activities
III. Outreach and Recruitment
IV. Evaluation and Development of the Individualized Education Plan (IEP)/Individualized Family Service Plan (IFSP)
V. Community Partners
VI. Ongoing Monitoring
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SECTION I - Staffing and Training

1A 1A COMPLIANCE QUESTION:
Y NM Are management functions for disabilities services formally assigned to and adopted by a staff person or persons?
1304.52(a)(2)(ii)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 1A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Identify the person who manages disabilities services.
e Ask that person to describe his or her management responsibilities.
e Review job descriptions.

1A NOTES:
1B 1B COMPLIANCE QUESTION:
Y NM& Can the grantee and delegate verify that the disabilities coordinator has training and experience in securing and
individualizing needed services for children with disabilities?
1304.52(d)(7)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 1B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e What is the disabilities coordinator’s experience and training in securing and individualizing needed services for
children and families?

e Ask for specific examples of both training and experience.

e Review job descriptions.

1B NOTES:
1C 1C COMPLIANCE QUESTION:
Y NMh Do the grantee and delegate provide opportunities for ongoing training and development for all staff who provide

disabilities services?
1304.52(k)(2); 1304.52(k)(3); 1306.23(a)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 1C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine whether the grantee and delegate provide in-service training opportunities for staff and
volunteers to help them acquire or increase the knowledge and skills necessary to fulfill their job
responsibilities in the disabilities services area. 1304.52(k)(2); 1306.23(a)

e Do the grantee and delegate establish and implement ongoing training to help staff acquire and
maintain the skills and knowledge necessary to implement Head Start Performance Standards in the
disabilities services area? 1304.52(k)(3); 1306.23(a)

e Making this determination includes interviewing the disabilities coordinator and staff and reviewing
training materials.
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1C NOTES:

SECTION II - Coordinated Activities

2A
Y NN
N/A

O

PROMPTS

2B
Y NN
N/A

2A COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program for preschool children with disabilities.

Can the grantee and delegate demonstrate and describe how coordination occurs with the education manager for
ongoing assessment and program planning activities for children with disabilities?
1308.6(d)

2A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator for examples of coordination with the education manager.

e Ask how information from developmental assessment and other diagnostic testing is incorporated into program
planning to individualize educational activities for children with disabilities.

e Ask the disabilities coordinator how this coordination occurs across program options.

2A NOTES:

2B COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Does the disabilities coordinator work with the health manager in the assessment process and follow-up to ensure that
the health needs of children with specials needs are being met?
1308.18(a)
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PROMPTS

2C
Y NN
N/A

O

PROMPTS

2B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the disabilities coordinator to describe and demonstrate how he or she works with the health manager to
ensure that the health needs of children with disabilities are being met.

e Ask the disabilities coordinator to describe examples where a child with disabilities had health needs that benefited
from coordination with the health coordinator. What were the circumstances?

2B NOTES:

2C COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Does the disabilities coordinator work with the staff person responsible for mental health to help teachers identify
children with disabilities who show signs of problems?

1308.18(b)

2C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator to describe examples where coordination with the mental health manager helped
the teacher identify the mental health problems of a child with disabilities. What were the circumstances?

2C NOTES:
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SECTION III — Outreach and Recruitment

A 3A COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
3 4" ” . .

Note: Please select “N/A” if this is not an HS program.
Y NN

N/A Do the grantee and delegate conduct outreach and recruitment activities to actively locate and recruit preschool-age
children with disabilities?
O 1308.5(a)
PROMPTS 3A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator or staff responsible for disabilities services for examples of recruitment activities.

e Does the program reach out to other agencies serving children with disabilities?

e Do recruitment materials include information about serving children with disabilities?

e Can the disabilities coordinator point to specific examples where outreach to other agencies resulted in referrals
and acceptance of children with disabilities?

3A NOTES:

B 3B COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
3 “ ” o o0y S

Note: Please select “N/A” if this is not an HS program.
Y N

N/A Do the grantee and delegate ensure that no child is denied placement based on a disability or its
severity?
O 1308.5(c)
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PROMPTS

3C
Y NM
N/A

O

PROMPTS

3B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator whether a child was denied placement and under what
circumstances.

3B NOTES:

3C COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Do the recruitment efforts include recruiting children who have severe disabilities, including children who have been
identified previously as having disabilities?
1308.5(f)

3C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator for examples of recruitment activities for children with severe disabilities.

e Does the program reach out to other agencies serving children with severe disabilities?

e Do recruitment materials include information about serving children with severe disabilities?

e Can the disabilities coordinator point to specific examples where outreach to other agencies resulted in referrals
and acceptance of children with severe disabilities?

3C NOTES:
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3D 3D COMPLIANCE QUESTION:
Y N& Are at least 10 percent of enrollment opportunities made available to children with disabilities?
1305.6(c)
PROMPTS 3D GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the grantee whether 10 percent of the enrollment vacancies are made available to children with disabilities.

e What recruitment efforts does the program undertake? Describe the recruitment actions or activities.

e Review, if available, outreach letters, flyers, or other documentation or descriptions of coordination with
appropriate community agencies.

e Review program enrollment, placement, and waiting lists, if available.

3D NOTES:

SECTION 1V - Evaluation and Development of the IEP/IFSP

4A 4A COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select “N/A” if this is not a program serving infants and toddlers.

Y NM
Are infants and toddlers suspected of having a disability promptly referred to the local intervention agency designated
N/A by the State Part C plan?
O 1304.20(f)(2)(ii)
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PROMPTS

4B
Y NMh
N/A

O

PROMPTS

4A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator for examples of how the process is implemented when referring to Part C
programs.

¢ Who makes the referral, and who is responsible for coordinating the evaluations?

e How does the program ensure timely referrals? Is the referral made as soon as the need becomes evident for infants
and toddlers, and are referrals to Part C programs prompt for infants and toddlers?

e How do programs inform parents and facilitate their participation in the process?

4A NOTES:

4B COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Does the disabilities coordinator promptly refer preschool-age children suspected of possibly having a disability to the

LEA for further, formal evaluation as soon as the need becomes evident?
1308.6(e)(1)

4B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the disabilities coordinator to explain the process of referral to the LEA when a child is suspected of possibly
having a disability.

e What is the process for following up with the LEA to ensure that children are formally evaluated?
e Review referrals and follow-up logs for children with disabilities, if available.

4B NOTES:
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4C
Y N
N/A

O

PROMPTS

4C COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS WHERE THE LEA DOES NOT
FORMALLY EVALUATE CHILDREN IDENTIFIED AS POSSIBLY HAVING A DISABILITY

Note: Please select “N/A” if this is not an HS program when the LEA does not formally evaluate children identified as
possibly having a disability.

If the LEA does not formally evaluate a child who has been identified as possibly having a disability, does the HS
program arrange or provide for such evaluation?
1308.6(e)(2); 1308.6(e)(2)(ii); 1308.6(e)(2)(iv); 1308.6(e)(2)(v); 1308.6(e)(2)(viii)

4C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator to describe the process if an LEA does not evaluate a child who has been identified
as possibly having a disability:

0 Who conducts the evaluation if the LEA does not? 1308.6(e)(2)

0 Are testing and evaluation procedures administered by trained personnel? 1308.6(e)(2)(ii)

0 Is the evaluation conducted by a multidisciplinary team or group of persons, including at least one teacher or
specialist with knowledge in the area of the suspected disability? 1308.6(e)(2)(iv)

0 Are assessment materials used in the evaluation validated for the purpose for which they are used?
1308.6(e)(2)(v)

0 Does the team ensure, for children whose primary disability appears to be speech or language impairment,
enough tests are used to determine that the impairment is not a symptom of another disability? Is a speech
pathologist involved in the evaluation when this situation occurs? 1308.6(e)(2)(viii)

4C NOTES:
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4D
Y NM
N/A

O

PROMPTS

4E
Y NM
N/A

O

PROMPTS

Disabilities Services

4D COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Do the grantee and delegate inform parents and obtain written parental consent before evaluations are conducted?
1308.6(e)(3)

4D GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e  Who informs and familiarizes the parents with the need for an initial evaluation to determine whether a child has a
disability based on an assessment? How is this discussion accomplished?

e Describe how the contact is initiated and in what setting the information and permission is requested.

e Ask the disabilities coordinator to provide examples of parental written consent.

4D NOTES:

4E COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Is the educational approach for individual preschool children with disabilities consistent with their IEPs?
1308.19(e)(4)

Note: Information from the related question in the Providing Education and Early Childhood Development Services subsection of the
Education and Early Childhood Development Services section will be shared with the Disabilities Reviewer through the Monitoring
Software.

4E GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the disabilities coordinator who assists teaching staff and other staff providing direct services to children with
disabilities how they ensure that the approach to education services is consistent with IEPs.
(prompts continue on next page)
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e Ask the disabilities coordinator to describe how children receive services defined in the IEP, both from the HS
program and other agencies.

4E NOTES:

4F 4F COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.
Y N

N/A Do the grantee and delegate conduct timely IEP-development meetings within 30 days of determination
of a need for services, and do services begin as soon as possible?
O 1308.19(k); 1308.19(i)
PROMPTS 4F GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator to describe the scheduling of IEP meetings for preschool children,
when needed.

e Is consideration given to parents” availability in scheduling the meeting? 1308.19(i)

e How quickly do services begin after an IEP is developed? Ask for specific examples.

e Do services, for children who enter HS with an IEP, begin within 2 weeks of their attendance?
1308.19(k)

4F NOTES:
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4G
Y N
N/A

O

PROMPTS

4H
Y NM
N/A

O

PROMPTS

Disabilities Services

4G COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select ““N/A” if this is not a program serving infants and toddlers.

Can the grantee and delegate describe how parents’ participation is supported in the evaluation and IFSP development
process?
1304.20(f)(2)(ii)
4G GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask for examples of how parent participation is supported in the evaluation and in developing and implementing

the IFSP.
e Do parents attend the IFSP meetings?

4G NOTES:

4H COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Can the grantee and delegate describe how parents” participation is supported in developing and implementing the
IEP?

1304.20(f)(2)(iv); 1308.19(j)(1); 1308.19(j)(2); 1308.19(j)(3); 1308.19(j)(4)

4H GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

o Ask the disabilities coordinator how parents participate in developing and implementing the IEPs.

(prompts continue on next page)
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41
Y NMh
N/A

PROMPTS

e How are parents notified in writing, and what is included in the notification?

e How does the disabilities coordinator ensure that parents understand the purpose and the proceedings and that
their input is encouraged?

¢ What accommodations does the program make when a parent is unable to read or speak English?

e What happens when a parent is unable to attend the meeting?

4H NOTES:

41 COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

Do the grantee and delegate’s facilities adequately provide for children with disabilities to ensure their safety, comfort,
and participation?
1304.53(a)(10)(xvii)

Note: Information from the related question in the Providing Education and Early Childhood Development Services subsection of the
Education and Early Childhood Development Services section will be shared with the Disabilities Reviewer through the Monitoring
Software.

4] GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator how he or she ensures that facilities where children who have IEPs or IFSPs are
enrolled provide for their safety, comfort, and participation.

e Ask the disabilities coordinator how he or she ensures that center-based facilities where children are enrolled who
have IEPs or IFSPs have accessible outdoor play areas so they can fully participate in outdoor play.

41 NOTES:
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4]
Y N
N/A

O

PROMPTS

4] COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS

Have the grantee and delegate arranged for or provided transportation for children with disabilities to and from the
program, special clinics, or other service providers when the special education and related services cannot be provided
onsite?

1308.4(h)(6)

4] GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator how, if required in children’s IEPs, transportation to and from the program, special
clinics, or other service providers when the special education and related services cannot be provided onsite, is
provided to children with disabilities.

e Ask the disabilities coordinator whether vehicles transporting children with disabilities are equipped with
wheelchair accommodation.

4] NOTES:

SECTION V - Community Partners

5A
Y NMh
N/A

O

5A COMPLIANCE QUESTION: APPLIES ONLY TO EHS PROGRAMS
Note: Please select “N/A” if this is not an EHS program.

Do EHS programs ensure that transition planning is undertaken for children on an IFSP and their families at least 6
months before the child’s third birthday?
1304.41(c)(2)

73 Last Updated: March 31, 2008



FY2008 Office of Head Start Monitoring Protocol Disabilities Services

PROMPTS

5B
Y NM
N/A

O

PROMPTS

5A GROUND TO COVER - LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e When do transitions begin? Review grantee records to determine whether planning was undertaken at least 6
months before the child’s third birthday.
e What are the transition activities?

5A NOTES:

5B COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Does the HS program help families prepare for transitions regarding disabilities services, for children entering HS
from infant and toddler programs as well as for children leaving HS for subsequent placements?
1308.21(a)(1); 1308.21(a)(6); 1308.21(a)(10); 1308.21(b)

5B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator to describe the transition practices for toddlers entering HS. 1308.21(a)(1)

e Ask the disabilities coordinator for specific examples of transitions for children who have entered HS from EHS
and from other Part C programs in the community.

e How does the program inform parents of their rights under the Individuals with Disabilities Education Act (IDEA)?
1308.21(a)(6)

e How does the program build parent confidence, skills, and knowledge in accessing resources and advocating to
meet their children’s special needs? 1308.21(a)(10)

e Ask for examples and documentation that support the transition processes for special needs children entering HS
and leaving HS for public schools. Entering HS: 1308.21(a)(1); Leaving HS: 1308.21(b)

e Speak with parents, depending on the time of the review, who have experienced a transition most recently into HS
or parents who are in the midst of a transition from HS.
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5C
Y NM

PROMPTS

5D
Y NMh
N/A

5B NOTES:

5C COMPLIANCE QUESTION:
Have the grantee and delegate made specific efforts to develop interagency agreements with LEAs and other agencies

(Part C) within the service area to enable children and their families” effective participation?
1304.41(a)(4)

5C GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Do current interagency agreements exist with all LEAs in the service area?
e Do interagency agreements exist with agencies serving infants and toddlers?

e Ask the disabilities coordinator, if interagency agreements do not exist, to describe and show documentation, if
available, that supports program efforts undertaken to develop such agreements.

5C NOTES:

5D COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Do the grantee and delegate have an up-to-date written disabilities services plan that is updated annually?
1308.4(b)
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PROMPTS 5D GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator what steps are taken to keep the disabilities services plan updated annually.
e Check the disabilities plan date to ensure it is updated annually.

5D NOTES:
5E 5E COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.
Y NN
N/A Do the HS grantee and delegate use the disabilities services plan as a working document to guide all aspects of their
effort to serve children with disabilities, taking into account the children’s needs for small group activities,
O modifications of large group activities, and individual special help?
1308.4(d)
Note: Notes provided for this question will be shared with the ECD Reviewer through the Monitoring Software.
PROMPTS S5E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the disabilities coordinator how the program uses the disabilities services plan in shaping
program services for children with disabilities.

SE NOTES:
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SECTION VI - Ongoing Monitoring

6A
Y N

PROMPTS

6A COMPLIANCE QUESTION:

Can the grantee demonstrate that it has established and implemented procedures for ongoing monitoring of disabilities
services at the grantee and delegate level to ensure effective implementation of Federal regulations?
1304.51(1)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

6A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask management staff to describe the procedures to implement ongoing monitoring of program operations at the
grantee and delegate level. Review documents related to the ongoing monitoring process, if available.

e Who is responsible for ensuring that ongoing monitoring of program operations occurs?

e How often is monitoring conducted?

e Ask management staff to describe the procedures they use to detect noncompliance with Federal regulations.

e Ask management staff what actions they take when areas of noncompliance are identified. Ask management staff to
provide examples.

6A NOTES:
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Mental Health Services

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each
question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after
collecting and analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. You should
substantiate your responses to these Compliance Questions with details from extensive interviews, document reviews, and/or observations.

Prompts in the Ground to Cover guide following the Compliance Questions will help lead you to the right people, documents, and observations
from which to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not
every Compliance Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and
observations outlined in the Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance
Question. The onsite review should cover all program options provided by the grantee and delegate as well as childcare partnerships and family
childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation for
understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence collected,
you should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people interviewed, and
observations made. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

The Mental Health Services section of the Protocol is divided into four subsections:
I. Staffing and Training
II. Implementation of Mental Health Services
III. Supporting Parents
IV. Ongoing Monitoring
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SECTION I - Staffing and Training

v

1A
N

PROMPTS

1B
N

1A COMPLIANCE QUESTION:

Are management functions for mental health services formally assigned to and adopted by a staff person or persons?
1304.52(a)(2)(ii)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
1A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Identify the person who manages mental health services.

e Ask that person to describe his or her management responsibilities.

e Review job descriptions.

1A NOTES:

1B COMPLIANCE QUESTION:
Does the grantee ensure that mental health services are supported by staff or consultants who are licensed or certified
mental health professionals with experience and expertise in serving young children and their families?

1304.52(d)(4)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS

1C

PROMPTS

1B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the staff person or consultant responsible for mental health services oversight to identify the staff person or
consultant who is the certified or licensed mental health professional.

e Validate that the certified or licensed professional has experience and expertise working with children, birth to 5
years old.

1B NOTES:

1C COMPLIANCE QUESTION:

Do the grantee and delegate provide opportunities for ongoing training and development for all staff
who provide mental health services?
1304.52(k)(2); 1304.52(k)(3); 1306.23(a)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

1C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine whether the grantee and delegate provide in-service training opportunities for staff and
volunteers to help them acquire or increase the knowledge and skills necessary to fulfill their job
responsibilities in the mental health services area. 1304.52(k)(2); 1306.23(a)

¢ Do the grantee and delegate establish and implement ongoing training to help staff acquire and
maintain the skills and knowledge necessary to implement Head Start Performance Standards in the
mental health services area? 1304.52(k)(3); 1306.23(a)

e Making this determination includes interviewing the mental health services manager and staff and
reviewing training materials.
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1C NOTES:

SECTION II — Implementation of Mental Health Services

2A 2A COMPLIANCE QUESTION:

Y NM Do the certified or licensed mental health professional or professionals have a schedule of sufficient frequency to
enable timely and effective identification of and intervention in family and staff concerns about a child?
1304.24(a)(2)

PROMPTS 2A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the mental health services manager and mental health consultant to describe the “schedule of sufficient
frequency.”

e Ask the mental health services manager and mental health consultant to describe how this schedule is
implemented across all program options.

e How are staff and family concerns identified?

e Ask about the time between identification and for examples of interventions.

2A NOTES:
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2B
Y N

PROMPTS

2C
Y N

PROMPTS

2B COMPLIANCE QUESTION:

Does onsite mental health consultation involve training and education on how to design and implement program
practices responsive to the behavioral and mental health concerns of an individual child or group of children?
1304.24(a)(3)(i)

2B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the mental health manager and consultant for examples of working with staff and parents to implement
program practices that are responsive to behavioral and mental health concerns of an individual child or group of
children?

2B NOTES:

2C COMPLIANCE QUESTION:

Do the grantee and delegate provide mental health consultation to staff or parents regarding special help for children
with atypical behavior or development?
1304.24(a)(3)(iii)

2C GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the mental health consultant for examples of practices implemented to specifically provide special help to staff
and parents for children with atypical behavior or development.
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2C NOTES:
D 2D COMPLIANCE QUESTION:
Y NM Can the grantee and delegate describe the process for obtaining direct guidance from a mental health or child

development professional on how to use findings from developmental, sensory, or behavioral screens to address
mental health needs?
1304.20(b)(2)

PROMPTS 2D GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the mental health manager under which circumstances the mental health professional is asked to provide
direct guidance on how to use the screening results to address identified needs.
e Ask the mental health manager to describe the process if the mental health professional provides direct guidance.

2D NOTES:
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SECTION III - Supporting Parents

3A
Y N

PROMPTS

3A COMPLIANCE QUESTION:

Can the grantee and delegate describe how they work with parents by a) soliciting parents” information, observations,
and concerns about their child’s mental health; b) sharing staff observations and discussing how to anticipate their
child’s behavior and development; c) helping parents discuss and identify appropriate responses to their child’s
behavior; and d) discussing how to strengthen nurturing, supportive environments and relationships in the home and
at the program?

1304.24(a)(1)(i); 1304.24(a)(1)(ii); 1304.24(a)(1)(iii); 1304.24(a)(1)(iv)

3A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the staff person or consultant responsible for mental health services oversight for examples of strategies and
practices used to solicit parents’ observations or concerns. Who solicits this information, and when and how is this
information captured? 1304.24(a)(1)(@i)

e How do staff share their observations of children and support parents in anticipating their child’s behavior and
development? 1304.24(a)(1)(ii)

e How do staff help parents identify appropriate responses to their child’s behavior? 1304.24(a)(1)(iii)

e What is the process for discussing with parents how to strengthen nurturing and supportive environments and
relationships in the home? 1304.24(a)(1)(iv)

3A NOTES:
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SECTION 1V - Ongoing Monitoring

4A
Y NN

PROMPTS

4A COMPLIANCE QUESTION:

Can the grantee demonstrate that it has established and implemented procedures for ongoing monitoring of mental
health services at the grantee and delegate level to ensure effective implementation of Federal regulations?
1304.51(1)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

4A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask management staff to describe the procedures to implement ongoing monitoring of program operations at the
grantee and delegate level. Review documents related to the ongoing monitoring process, if available.

e Who is responsible for ensuring that ongoing monitoring of program operations occurs?

e How often is monitoring conducted?

e Ask management staff to describe the procedures they use to detect noncompliance with Federal regulations.

e Ask management staff what actions they take when areas of noncompliance are identified. Ask management staff to
provide examples.

4A NOTES:
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Family and Community Services

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each
question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after
collecting and analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. You should
substantiate your responses to these Compliance Questions with details from extensive interviews, document reviews, and/or observations.

Prompts in the Ground to Cover guide following the Compliance Questions will help lead you to the right people, documents, and observations
from which to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not
every Compliance Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and
observations outlined in the Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance
Question. The onsite review should cover all program options provided by the grantee and delegate as well as childcare partnerships and family
childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation
for understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence
collected, you should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people
interviewed, and observations made. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

The Family and Community Services section of the Protocol is divided into six subsections:
I. Staffing and Training
II. Building Relationships with Families
III. Strengthening Families through the Family Partnership Agreement Process
IV. Encouraging Parent Participation
V. Building and Maintaining Community Partnerships
VI. Ongoing Monitoring
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SECTION I - Staffing and Training

1A COMPLIANCE QUESTION:

1A
Are management functions for family and community partnerships, including parent activities, formally assigned to
Y N Fyg a staff person or persons?
1304.52(a)(2)(iii)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
PROMPTS 1A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the family and community services manager to describe his or her:
0 Role and responsibilities.

0 Knowledge, skills, and experience necessary to perform the assigned duties.
e Review job descriptions.

1A NOTES:
1B 1B COMPLIANCE QUESTION:
Y NM& Are family and community services supported by staff or consultants who have training and experience in fields
related to social services, human services, or family services?
1304.52(d)(5)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 1B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask family and community services staff to describe their experience and training in these fields.

1B NOTES:
1C 1C COMPLIANCE QUESTION:
Y NN Are parent involvement services supported by staff or consultants with training, experience, and skills in helping
parents advocate and make decisions for their young children and families?
1304.52(d)(6)

PROMPTS 1C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask family and community services staff or consultants to describe their training, experience, and
skills in helping parents advocate and make decisions for their young children and families.

1C NOTES:
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1D 1D COMPLIANCE QUESTION:

Y NM& Do the grantee and delegate provide opportunities for ongoing training and development for all staff
who provide family, community, and parent involvement services?
1304.52(k)(2); 1304.52(k)(3); 1306.23(a)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 1D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine whether the grantee and delegate provide in-service training opportunities for staff to
help them acquire or increase the knowledge and skills necessary to fulfill their job responsibilities
in the family and community services areas. 1304.52(k)(2); 1306.23(a)

¢ Do the grantee and delegate establish and implement ongoing training to help staff acquire and
maintain the skills and knowledge necessary to implement Head Start Performance Standards in
the family and community services areas? 1304.52(k)(3); 1306.23(a)

e Making this determination includes interviewing the family and community services manager and
staff and reviewing training materials.

1D NOTES:
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SECTION II — Building Relationships with Families
2A 2A COMPLIANCE QUESTION:

Y NM& Are opportunities for interaction between staff and families made available to parents throughout the year, and are
they respectful of each family’s diversity and cultural and ethnic background?
1304.40(a)(4); 1304.40(a)(5); 1304.23(a)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 2A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the family and community services manager to describe and demonstrate how the program ensures that
timely and ongoing communication occurs between the staff and families.

o Ask staff to describe how they interact with families throughout the year.

e Determine whether staff regularly discuss children’s nutritional needs and health with the children’s families.
1304.23(a)(2)

¢ How are meetings and interactions respectful of families” diversity and cultural and ethnic backgrounds,
including families who might be unable to read or speak English? 1304.40(a)(5)

e Ask staff to provide materials or plans that support them in implementing these requirements.

2A NOTES:
7B 2B COMPLIANCE QUESTION:
Y NM Are classroom staff and home visitors able to communicate with families they serve either directly or through a
translator, and are they familiar with the families” ethnic backgrounds?
1306.20(f)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 2B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff to describe strategies used to ensure they communicate with families in their own language.

e What steps are taken when staff are unable to communicate directly with parents?

e Ask the family and community services manager to describe how staff are familiarized with families” ethnic
backgrounds.

2B NOTES:

2C 2C COMPLIANCE QUESTION:

Y NM Do the grantee and delegate initiate appropriate support for families whose children have been absent for 4 or more

consecutive days?
1305.8(b)

PROMPTS 2C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

¢ Can the family and community services manager describe the process for reaching out to families whose child
has been absent for 4 or more consecutive days?

e Describe the efforts to reach out to parents if families have no phone or are otherwise hard to reach.

e How is this process documented?

2C NOTES:
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SECTION III - Strengthening Families through the Family Partnership Agreement Process
3A 3A COMPLIANCE QUESTION:

Y NM& Does the program have a collaborative partnership-building process in place that is strength based and family driven
so all families have the opportunity to participate and, if parents choose, the opportunity to develop and implement
an individualized partnership agreement?
1304.40(a)(2)

PROMPTS 3A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Can family and community services staff describe and demonstrate how they engage parents in the family
partnership process across all program options, including home-based and family childcare homes?

e Ask parents to describe how they have been supported and encouraged to become involved with the HS
program.

e Ask parents to describe how they have been encouraged to participate in the family partnership process. If
parents have identified goals, determine whether they align with parents’ expectations.

e How are opportunities to participate in the family partnership experience provided to non-English speaking
parents?

e How do staff document this process? Are notes, records, or agreements available?

Note: Although many programs adopt a template for family partnership agreements, the Family Partnership Agreement need not be
written. The grantee must be able to provide evidence that it does, in fact, offer these opportunities to parents and must be able to

show the reviewer that staff are aware of specific parents’ progress toward achieving those goals.

3A NOTES:
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3B 3B COMPLIANCE QUESTION:
Y NM& Do the grantee and delegate know whether family plans already exist, to avoid duplication of effort?
1304.40(a)(3)
PROMPTS 3B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Can the family and community services staff describe how they learned about preexisting family plans?

e Ask family and community services staff to describe how they have built on preexisting plans.

e Ask family and community services staff how they engage parents who are involved in goal-setting or planning
with other community organizations.

3B NOTES:
3C 3C COMPLIANCE QUESTION:
Y NM Do the grantee and delegate provide—either directly or through referral —emergency or crisis assistance, in the form
of food, housing, clothing, or transportation?
1304.40(b)(1)(i)
PROMPTS 3C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Can family and community services staff provide examples of families in crisis who were helped and what kind
of help was provided (directly or through referral)?

e Can family and community services staff provide examples of community-wide crises that affected many HS
families and describe the kind of help provided (directly or through referral)?
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3C NOTES:
3D 3D COMPLIANCE QUESTION:
Y NM Do the grantee and delegate provide—either directly or through referral —education or other appropriate

interventions, including opportunities to participate in counseling programs or to receive information about mental
health issues that place families at risk?
1304.40(b)(1)(ii)

PROMPTS 3D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask family and community services staff to describe examples of how they have provided or helped families
access:
0 Counseling programs.
0 Information on mental health issues that pose risks to families.

3D NOTES:
3E 3E COMPLIANCE QUESTION:
Y NM Do the grantee and delegate provide—either directly or through referral —opportunities for continuing education,
employment training, and other employment services through formal and informal networks in the community?
1304.40(b)(1)(iii)
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PROMPTS 3E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask family and community services staff for examples of continuing education, employment training, or other
employment services.

3E NOTES:
3F 3F COMPLIANCE QUESTION:
Y NM& Do the grantee and delegate agencies provide—either directly or through referrals —opportunities for parents, as

adult learners, to participate in family literacy services, including access to materials, services, and activities?
1304.40(e)(4)(1); 1304.40(e)(4)(ii)

3F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
PROMPTS

e Ask staff to describe opportunities for families to participate in literacy services. 1304.40(e)(4)(i)
e Ask staff to provide examples of materials, services, and activities related to family literacy. 1304.40(e)(4)(i)
e Ask staff how the program helps parents, as adult learners, address their own literacy goals. 1304.40(e)(4)(ii)

3F NOTES:
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SECTION 1V - Encouraging Parent Participation

4A 4A COMPLIANCE QUESTION:
Y NM& Are parents welcome as visitors during all program hours, and are they encouraged to observe their children often
and participate with children in group activities?
1304.40(d)(2)
PROMPTS 4A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask parents whether the program is open to their visiting during all hours of operation. Can they participate in
all activities with their children, and are they encouraged to observe?

e Ask parents whether their participation is voluntary or whether they have felt required to participate.

e Ask family and community services staff to provide materials they have developed to encourage parent
participation and make parents feel welcome.

4A NOTES:
4B 4B COMPLIANCE QUESTION:
Y NM Are parents invited to become integrally involved in developing the program's curriculum and approach to child

development and education, given opportunities to increase their child observation skills and to share assessments
with staff that will help plan the learning experiences, and encouraged to participate in staff-parent conferences and
home visits to discuss their child's development and education?

1304.21(a)(2)(i); 1304.21(a)(2)(ii); 1304.21(a)(2)(iii)
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PROMPTS

4C
Y N

PROMPTS

4B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff whether they seek parents” ideas for classroom activities and teaching approaches.

e Ask staff to provide materials or information, if available, that they use to solicit parent suggestions.

e Ask staff to describe how they provide parents opportunities to increase their child observation skills and to
share assessments with staff.

e Ask parents for examples of ways they have been invited to make suggestions for classroom activities and given
opportunities to increase their child observation skills and share assessments.

e Ask parents for examples of ways they have been encouraged to participate in staff-parent conferences and home
visits.

4B NOTES:

4C COMPLIANCE QUESTION:

Do the grantee and delegate help parents enroll and participate in a system of ongoing family health care?
1304.40(f)(2)(i)

4C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask family and community services staff what the process is for providing names and addresses of medical
practices, clinics, or other health care organizations to families.

e Ask staff whether the program discusses with families options for obtaining health insurance or low-cost medical
care if the family is ineligible for Medicaid.

e Ask staff to provide materials or resources they have developed, to the extent available.
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4C NOTES:

SECTION V - Building and Maintaining Community Partnerships

5A 5A COMPLIANCE QUESTION:
Y NM Have the grantee and delegate taken affirmative steps to establish ongoing collaborative partnerships with
community organizations?
1304.41(a)(2)
PROMPTS 5A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Can staff describe the community organizations with which they work and how they collaborate with these
organizations to improve, share, and augment services for children and families?

e How do staff determine that these services respond to families’ needs?

e Can staff describe the types of community partnerships they have built and how these partnerships support
families” needs?

e Ask staff for examples of documents and materials, if available, to support demonstration of these collaborations.

e Ask community partners to describe the ways in which they work with EHS or HS programs.

5A NOTES:
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5B 5B COMPLIANCE QUESTION:
Y N h Have the grantee and delegate established and maintained Health Services Advisory Committees (HSAC) that
includes parents, professionals, and other community volunteers?
1304.41(b)
PROMPTS 5B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff to describe the HSAC's functions.

e Interview a member of the HSAC, if possible.

e How often does the HSAC meet?

e Has the HSAC influenced program practices related to health?
¢ Interview the parent representative, to the extent possible.

¢ Review HSAC minutes.

5B NOTES:
5C 5C COMPLIANCE QUESTION:
Y NM& Does the grantee have procedures to support successful transitions for enrolled children and families that provide

coordination with other agencies as well as outreach to encourage communication between EHS, school principals,
and others involved in supporting children and families through transitions, including joint transition meetings?
1304.41(c)(1); 1304.41(c)(1)(i); 1304.41(c)(1)(ii); 1304.41(c)(1)(iii); 1304.41(c)(2)

PROMPTS 5C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e What are the established procedures to support successful transitions for enrolled children and families from
previous childcare programs into EHS? 1304.41(c)(1)
(prompts continue on next page)
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5D
Y NM

PROMPTS

What types of activities are offered to parents? 1304.41(c)(1)(iii)

When do transitions begin? 1304.41(c)(2)

How do the EHS and HS programs plan and implement transition activities if an EHS program operates within
the HS service area? 1304.41(c)(1)(i); 1304.41(c)(1)(ii)

Talk with parents about their experiences with transition.

Do written materials exist to support the agency practices for transitions?

5C NOTES:

5D COMPLIANCE QUESTION:

Do the grantee and delegate have procedures to help parents become advocates for their children during transitions,
both into EHS or HS from the home or other childcare setting and from HS to elementary school, a Title I of the
Elementary and Secondary Education Act preschool program, or a childcare setting?

1304.40(h)(1)

5D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

Ask staff to describe how they help parents become advocates for their children during transitions. What kinds of
information do they provide to parents?

Ask parents who have recently transitioned into HS how they were helped during this transition from EHS or
childcare to HS.

Ask parents, if the review falls at the end of the year, how they were assisted in transitioning to elementary
school.

5D NOTES:
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SECTION VI - Ongoing Monitoring

6A 6A COMPLIANCE QUESTION:
Y NM Can the grantee demonstrate that it has established and implemented procedures for ongoing monitoring of family and
community services at the grantee and delegate level to ensure effective implementation of Federal regulations?
1304.51(1)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 6A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask management staff to describe the procedures to implement ongoing monitoring of program operations at the
grantee and delegate level. Review documents related to the ongoing monitoring process, if available.

e Who is responsible for ensuring that ongoing monitoring of program operations occurs?

e How often is monitoring conducted?

e Ask management staff to describe the procedures they use to detect noncompliance with Federal regulations.

e Ask management staff what actions they take when areas of noncompliance are identified. Ask management staff to
provide examples.

6A NOTES:
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Transportation Services

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each
question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after
collecting and analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. You should
substantiate your responses to these Compliance Questions with details from interviews, document reviews, and/or observations. The onsite
review should cover all program options that provide or arrange for transportation services.

Prompts in the Ground to Cover guide following the Compliance Questions will help lead you to the right people, documents, and observations
from which to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not
every Compliance Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and
observations outlined in the Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance
Question. The onsite review should cover all program options provided by the grantee and delegate as well as childcare partnerships and
family childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation
for understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence
collected, you should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people
interviewed, and observations made. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

The Transportation Services section of the Protocol is divided into five subsections:
I. Transportation Services Management
II. Grantee and Delegate Directly Provided or Contract-Provided Transportation
III. Bus Driver Credentials, Qualifications, and Training
IV. Transportation-Related Services
V. Ongoing Monitoring
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SECTION I - Transportation Services Management

NOTE TO REVIEWERS:

Questions 1A through 1E should be asked of the person assigned to oversee transportation services.

N/A

1A
Y N

PROMPTS

1B
Y N

The Transportation Services Management section applies only to HS programs providing transportation either directly or
through a contract or other arrangement.

Note: Please select “N/A” if this is a program that does not provide transportation services, either directly or through a contract or other
arrangement, and proceed to Section II.

1A COMPLIANCE QUESTION:

Are procedures in place to ensure that the bus or alternate allowable vehicle is maintained in safe operating condition,
including procedures established and implemented by the organization operating the vehicle for an annual safety

inspection through an inspection program licensed or operated by the State?
1310.13(a)

1A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the person assigned to oversee transportation services to describe the procedures for vehicle maintenance.

1A NOTES:

1B COMPLIANCE QUESTION:

Are procedures in place to ensure that systematic preventive maintenance is performed on all buses or alternate
allowable vehicles?
1310.13(b)
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PROMPTS

1C
Y N

PROMPTS

1D
Y NM
N/A

1B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the person assigned to oversee transportation services to describe the procedures for preventive maintenance.

1B NOTES:

1C COMPLIANCE QUESTION:
Are reasonable efforts made to coordinate transportation resources with other human services agencies in the

community?
1310.23(a)

1C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the person assigned to oversee transportation services how transportation resources are coordinated with other
human services agencies.

1C NOTES:

1D COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES IN STATES WHERE COMMERCIAL DRIVER’S
LICENSES ARE GRANTED
Note: Please select “N/A” if the grantee is not in a State that grants CDLs.

Does each driver have a valid commercial driver’s license (CDL), where granted in the State or jurisdiction, for vehicles in

the same class as the vehicle the driver operates?
1310.16(a)(1)
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PROMPTS

1E
Y N
N/A

O

PROMPTS

1D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver to present his or her license, and check the expiration date to verify validity.

1D NOTES:

1E COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

Do grantees and delegates providing transportation services, either directly or through a contract, have an applicant
review process that advises driving-position applicants of the specific background checks required, including criteria for
rejecting unacceptable applicants?

1310.16(b)

1E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the person assigned to oversee transportation services or human resources staff to describe the application
review process, including the process for conducting background checks.

e If possible, ask a recently hired employee whether the employee had been made aware of the specific background
checks including criteria for rejecting unacceptable applicants during their applicant review process.

1E NOTES:
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SECTION II - Grantee and Delegate Directly Provided or Contract-Provided Transportation
N/A

2A
Y Nh

2B

PROMPTS

The Grantee and Delegate Directly Provided or Contract-Provided Transportation section applies only to HS programs
providing transportation either directly or through a contract or other arrangement.

Note: Please select “N/A” if this is a program that does not provide transportation services, either directly or through a contract or other
arrangement, and proceed to Section II1.

2A COMPLIANCE QUESTION:

Is the vehicle equipped with a communication system to call for assistance?
1310.10(d)(1)

Note: This is a bus ride observation.

2A NOTES:

2B COMPLIANCE QUESTION:

Does the vehicle used in providing transportation services have emergency safety equipment, including a charged fire
extinguisher properly mounted near the driver's seat and a sign indicating its location?
1310.10(d)(2)

Note: This is a bus ride observation.

2B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e During the observation, locate the fire extinguisher and check the gauge to ensure that the device is fully charged.
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2B NOTES:

2C NOTES:

2D NOTES:
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PROMPTS 2E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Observe whether baggage or other items are transported in the passenger compartment. If so, is the baggage or the
other items properly stored?

2E NOTES:

PROMPTS 2F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver how often he or she conducts a daily pre-trip inspection of the vehicle, and ask him or her to
describe how the inspection ensures that the vehicle is in safe operating condition.

2F NOTES:
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2G NOTES:

PROMPTS 2H GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver to describe procedures for using alternate routes in case of hazardous conditions.

2H NOTES:
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21 NOTES:

2] NOTES:
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PROMPTS

2L
Y Nh
N/A

2K GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Determine maximum passenger occupancy.

2K NOTES:

2L COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES WITHOUT A WAIVER APPROVED BY THE
ADMINISTRATION FOR CHILDREN AND FAMILIES (ACF) GRANTING EXCEPTION FROM REQUIREMENT FOR
CHILD RESTRAINT SYSTEMS

Note: Please select “N/A" if the grantee has a waiver approved by ACF for this requirement.

Are all vehicle occupants, except the bus monitors assisting children, seated in height- and weight-appropriate restraint
systems while the vehicle is in motion?

1310.15(a); 1310.15(d)

Note: This is a bus ride observation. An approval letter from ACF is required for an exception from this regulation.

2L NOTES:
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2M NOTES:

PROMPTS 2N GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Record the date of the evacuation drill and the date school started.

2N NOTES:
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20
Y N

PROMPTS

2P
Y N

PROMPTS

20 COMPLIANCE QUESTION:
Is each vehicle purchased after February 20, 2001, a school bus or an allowable alternate vehicle equipped for use of
height- and weight-appropriate child safety restraint systems and with a reverse beeper?
1310.10(c); 1310.12(b)(1); 1310.12(b)(2)
Note: For grantees with a waiver from ACF granting exception to the child restraint regulation, that portion of the question does not
apply.
20 GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the PDM Reviewer to determine the purchase date of all vehicles.

e Record the purchase date for each vehicle, and if purchased after February 20, 2001, record whether the safety
restraints and reverse beeper are properly installed.

20 NOTES:

2P COMPLIANCE QUESTION:

Does the grantee or delegate providing transportation services ensure that all accidents involving vehicles that transport
children are reported in accordance with applicable State requirements?
1310.10(f)

2P GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver whether he or she has ever been involved in an accident and how it was reported.
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2P NOTES:

2Q NOTES:
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PROMPTS 2R GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the bus monitor to describe the training he or she received on child boarding and exiting procedures, use of child

restraint systems, required paperwork, emergency and evacuation procedures, use of special equipment, child pickup
and release procedures, and pre- and post-trip vehicle checks.

2R NOTES:

SECTION III - Bus Driver Credentials, Qualifications, and Training

N/A The Bus Driver Credentials, Qualifications, and Training section applies only to HS programs providing transportation
O either directly or through a contract or other arrangement.

Note: Please select “N/A” if this is a program that does not provide transportation services, either directly or through a contract or other
arrangement, and proceed to Section IV.

3A 3A COMPLIANCE QUESTION:
Y NM& Do bus drivers receive a combination of classroom and behind-the-wheel training to operate the vehicle safely and
efficiently?
1310.17(b)(1)
PROMPTS 3A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver to describe the required training he or she received.

3A NOTES:
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3B
Y N

PROMPTS

3C
Y NM

PROMPTS

3B COMPLIANCE QUESTION:
Do bus drivers receive a combination of classroom and behind-the-wheel training on how to run a fixed route safely,
including loading and unloading children, stopping at railroad crossings, and performing other specialized driving

maneuvers?
1310.17(b)(2)

3B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver whether he or she received the required training.

3B NOTES:

3C COMPLIANCE QUESTION:

Do bus drivers receive a combination of classroom and behind-the-wheel training on how to administer basic first aid in
case of injury?
1310.17(b)(3)

3C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver whether he or she received the required training.

3C NOTES:
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3D
Y N

PROMPTS

3E
Y NM

PROMPTS

3D COMPLIANCE QUESTION:

Do bus drivers receive a combination of classroom and behind-the-wheel training on how to handle emergency
situations, including vehicle evacuations?
1310.17(b)(4)

3D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver whether he or she received the required training.

3D NOTES:

3E COMPLIANCE QUESTION:

Do bus drivers receive a combination of classroom and behind-the-wheel training on how to operate special equipment,
such as wheelchair lifts, assistance devices, or special occupant restraints?
1310.17(b)(5)

3E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver whether he or she received the required training.

3E NOTES:
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3F
Y N

PROMPTS

3G
Y NM

PROMPTS

3F COMPLIANCE QUESTION:

Do bus drivers receive a combination of classroom and behind-the-wheel training on how to conduct routine
maintenance and safety checks on the vehicle?
1310.17(b)(6)

3F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver whether he or she received the required training.

3F NOTES:

3G COMPLIANCE QUESTION:

Do bus drivers receive a combination of classroom and behind-the-wheel training on how to maintain accurate records,
as necessary?
1310.17(b)(7)

3G GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver whether he or she received the required training.

3G NOTES:
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3H
Y N

PROMPTS

3H COMPLIANCE QUESTION:

Do bus drivers receive annual evaluations, which must include an onboard observation of road performance?
1310.17(f)(1)

3H GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the bus driver whether he or she receives an annual evaluation that includes onboard observation.
e Record the date of the last evaluation.

3H NOTES:

SECTION IV - Transportation-Related Services

4A
Y N

4A COMPLIANCE QUESTION:

Does the agency help as many families as possible obtain transportation who need transportation for their children to

attend the program?
1310.10(a)

4A NOTES:
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4B
Y NM
N/A

O

4B COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES THAT DO NOT PROVIDE TRANSPORTATION
SERVICES, EITHER DIRECTLY OR THROUGH A CONTRACTOR
Note: If the agency provides transportation services, for some or all children, either directly or through a contractor, please select N/A

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

1310.10(b)

4B NOTES:

SECTION V - Ongoing Monitoring

5A
Y N

5A COMPLIANCE QUESTION:

Can the grantee demonstrate that it has established and implemented procedures for ongoing monitoring of
transportation services at the grantee and delegate level to ensure effective implementation of Federal regulations?
1304.51(1)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 5A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask management staff to describe the procedures to implement ongoing monitoring of program operations at the
grantee and delegate level. Review documents related to the ongoing monitoring process, if available
e Who is responsible for ensuring that ongoing monitoring of program operations occurs?
e How often is monitoring conducted?
e Ask management staff to describe the procedures they use to detect noncompliance with Federal regulations.
e Ask management staff what actions they take when areas of noncompliance are identified. Ask management staff to

provide examples.

5A NOTES:
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Education and Early Childhood Development Services

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each question
is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after collecting and
analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. You should substantiate your
responses to these Compliance Questions with details from extensive interviews, document reviews, and/or observations.

Prompts in the Ground to Cover guide following each Compliance Question will help lead you to the right people, documents, and observations
from which to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not every
Compliance Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and observations outlined
in the Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance Question. The onsite review
should cover all program options provided by the grantee and delegate as well as childcare partnerships and family childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation for
understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence collected, you
should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people interviewed, and
observations made. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

This section of the Protocol is unique in that much of the information must first be entered in the Observation Instrument. The Monitoring Software
will transfer that information to the appropriate Compliance Question in this section.

The Education and Early Childhood Development (ECD) Services section of the Protocol is divided into four subsections:
I. Staffing and Training
II. Approach to Education and Early Childhood Development Services
III. Providing Education and Early Childhood Development Services
IV. Ongoing Monitoring
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SECTION I - Staffing and Training

NOTE TO REVIEWERS:

The questions in this subsection should be addressed through interviews with education managers.

1A 1A COMPLIANCE QUESTION:
Y NM Are management functions for childhood development and education services formally assigned to and adopted by a
staff person or persons?
1304.52(a)(2)(ii)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 1A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Identify the person who manages child development and education services.
e Ask that person to describe his or her management responsibilities.

1A NOTES:
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1B 1B COMPLIANCE QUESTION:
Y NN Do the grantee and delegate ensure that early childhood development services are supported by staff or consultants
who provide content area expertise and oversight on an ongoing or regularly scheduled basis?
1304.52(d)(1)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
PROMPTS 1B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

¢ Identify the content experts in the area of early childhood development services.

e Determine whether and how these content experts provide:

0 Expertise to the people they oversee.

0 Opversight.

Ask the staff and consultants who provide content area expertise and oversight to describe how their training and

experience includes theories and principles of child growth and development, early childhood education, and
family support.

1B NOTES:
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1C 1C COMPLIANCE QUESTION:
Y NM Do preschool classroom teachers have the required experience and training and meet the qualifications in 648A of the
Head Start Act?
1306.21

Note: Please reference section 648A (Staff Qualifications and Development) of the 1998 Head Start Act when monitoring program
requirement 1306.21. Also, notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 1C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager to describe and demonstrate the process that ensures teachers meet the qualifications
specified in 648A(a)(2) or 648A(a)(3).
e Review up to 20 teacher files (teachers only, not other center-based education staff) to verify that they meet the

qualifications of 648A(a)(2) or 648A(a)(3) of the Head Start Act. Verify that each of the teachers has one of the
following;:

0 Current child development associate credentials appropriate to the age of children being served.

0 State-awarded certificate for preschool teachers that meets or exceeds the requirements for the Child
Development Associate (CDA).

0 Degree in a field related to early childhood education with experience in teaching preschool children and a
State-awarded certificate to teach in a preschool program.

1C NOTES:
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1D
Y N
N/A

O

PROMPTS

1E

N/A

1D COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select “N/A” if this is not a program serving infants and toddlers.

Do staff working as teachers with infants and toddlers have the required credentials, training, and experience?
1304.52(f); 1304.21(b)(1)(i)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

1D GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Verity that all teachers who have been employed for more than 1 year and work with infants and toddlers have a
current Infant Toddler CDA credential or an equivalent credential that addresses comparable competencies.

e Verify that all staff working as teachers with infants and toddlers have been trained in infant and toddler
development, safety issues in infant and toddler care (e.g., reducing the risk of Sudden Infant Death Syndrome),
and methods for communicating effectively with infants and toddlers, their parents, and other staff.

e Verify that teacher assignments are over an extended period of time and allow for development of secure
relationships. 1304.21(b)(1)(i)

1D NOTES:

1E COMPLIANCE QUESTION: APPLIES ONLY TO HOME-BASED PROGRAMS
Note: Please select “N/A” if this is not a home-based program.

Do home visitors have the required knowledge and experience in child development and early childhood education?
1304.52(e)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 1E GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager how he or she ensures that home visitors have knowledge and experience in child
development; early childhood education; the principles of child health, safety, and nutrition; adult learning
principles; community resources; and family dynamics.

1E NOTES:
1F 1F COMPLIANCE QUESTION:
Y NN Do the grantee and delegate provide opportunities for ongoing training and development for all staff who provide

early childhood development services?
1304.52(k)(2); 1304.52(k)(3); 1306.23(a)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 1F GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager whether he or she provides in-service training opportunities for staff
and volunteers to help them acquire or increase the knowledge and skills necessary to fulfill their job
responsibilities in the early childhood development services area. 1304.52(k)(2); 1306.23(a)

e Does the education manager establish and implement ongoing training to help staff acquire and
maintain the skills and knowledge necessary to implement Head Start Performance Standards in the
early childhood development services area? 1304.52(k)(3); 1306.23(a)

e Making this determination includes interviewing the education manager and staff and reviewing
training materials.
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1G
Y N

PROMPTS

1H

N/A

1F NOTES:

1G COMPLIANCE QUESTION:
Do the grantee and delegate ensure that when a majority of children speak the same language, at least one classroom

staff member or home visitor interacting regularly with the children speaks their language?
1304.52(g)(2)

1G GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager how he or she assigns teaching staff and home visitors to fulfill this requirement.

1G NOTES:

1H COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED HS PROGAMS
Note: Please select “N/A” if this is not a center-based HS program.

Is the class size appropriate for the age of the predominant number of the children in the class?
1306.32(a)(2); 1306.32(a)(3); 1306.32(a)(4); 1306.32(a)(5); 1306.32(a)(6)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.
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1H NOTES:

1I NOTES:
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1J NOTES:

SECTION II - Approach to Education and Early Childhood Development Services

NOTE TO REVIEWERS:
The questions in this subsection are designed to be addressed to education managers and staff and consultants with content area expertise who

oversee the delivery of education and early childhood development services and to reflect information gathered during observations. These questions
should be addressed across all program options and family child care.

2A 2A COMPLIANCE QUESTION:

Y NMh Do the grantee and delegate have an approach to education and early childhood development for all children that is
developmentally and linguistically appropriate, recognizing that all children have individual rates of development,
interests, temperaments, languages, cultural backgrounds, and learning styles?
1304.21(a)(1)(@); 1304.21(c)(1)(i)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

PROMPTS 2A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask education manager and staff and consultants with content area expertise who oversee the delivery of
education and early childhood development services to describe how the education approach is developmentally
and linguistically appropriate.

e Ask these individuals to provide examples of how they support teaching staff in recognizing and incorporating the
children’s individual rates of growth, interests, temperaments, culture, and learning styles.
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2A NOTES:

2B 2B COMPLIANCE QUESTION:

Y NMN Do the grantee and delegate have an approach to education and early childhood development for all children that
provides environments that are accepting and respectful of culture, gender, language, ethnicity, and family
composition?
1304.21(a)(1)(iii)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

PROMPTS 2B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager and staff and consultants with content area expertise who oversee the delivery of
education and early childhood development services for particular examples or practices that the education staff
have implemented to ensure acceptance and respect, particularly in the areas of culture, gender, language,
ethnicity, and family composition.

e Ask these individuals to describe recent examples of changes in demographics prompting changes in practices.

2B NOTES:
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PROMPTS 2C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager whether developmentally appropriate safety training was provided within the first 30
days of the program.

e Determine the first day of school and the date the training was conducted.

2C NOTES:
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PROMPTS

2E
N

Education and Early Childhood Development Services

2D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager to describe the training provided to children receiving transportation services on:

(0]

0}
0}
o
0}

Safe riding practices. 1310.21(b)(1)

Safety procedures for boarding and exiting the vehicle. 1310.21(b)(2)

Crossing the street to and from the vehicle at stops. 1310.21(b)(3)

Recognizing the danger zones around the vehicle. 1310.21(b)(4)

Emergency evacuation procedures, including participating in an emergency evacuation drill conducted on the
vehicle in which the child will be riding. 1310.21(b)(5)

Describe transportation services for special activities, such as speech therapy and field trips.

2D NOTES:

2E COMPLIANCE QUESTION:

Do the grantee and delegate have an approach to education and early childhood development for all children that
provides a balanced daily program of child-initiated and teacher-directed activities, including individual and small
group activities?

1304.21(a)(1)(iv)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software
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PROMPTS

2F

N/A

2E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager and staff and consultants with content area expertise who oversee the delivery of
education and early childhood development services to describe guidance, training, or both that is offered to staff
to ensure daily routines and activities are balanced.

e Ask these individuals how they determine or define what they view as “balanced,” and ask for specific examples of
how a typical day unfolds. Include examples of a home-based socialization visit, if applicable.

e Ask these individuals how they know whether this balance between daily routines and activities is maintained

throughout the year.

2E NOTES:

2F COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select “N/A” if this is not a program serving infants and toddlers.

For infant and toddler programs, do the grantee and delegate define their approach to child development and
education through a written curriculum?
1304.21(b)(1)

Note: Please refer to 45 CFR 1304.3(a)(5) for a definition of curriculum.
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PROMPTS

2G
Y NM
N/A

2F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the education manager and staff and consultants with content area expertise who oversee the delivery of
education and early childhood development services to describe the infant and toddler curriculum. If various

sources contribute to the program's curriculum, ask the individuals to describe the sources from which the
curriculum is derived.

2F NOTES:

2G COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

For preschool programs, do the grantee and delegate define their approach to child development and education
through a written curriculum?

1304.21(c)

Note: Please refer to 45 CFR 1304.3(a)(5) for a definition of curriculum.
2G GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the education manager and staff and consultants with content area expertise who oversee the delivery of
education and early childhood development services to describe the preschool curriculum. If various sources
contribute to the program's curriculum, ask the individuals to describe the sources from which the curriculum is

derived.

2G NOTES:
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2H 2H COMPLIANCE QUESTION:

Y NN Is information from developmental, sensory, and behavioral screenings, ongoing observations, medical and dental
evaluations and/or treatments in addition to parents’ input used to individualize the EHS and HS programs to reflect
each child's characteristics, strengths, and needs?
1304.20(f)(1)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

PROMPTS 2H GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager and staff and consultants with content area expertise who oversee the delivery of
education and early childhood development services to provide examples of how information is used to
individualize.

e Ask these individuals how this information is communicated to staff working with children and how ongoing
observation information is used to support individualization on an ongoing basis.

e Determine how parental input is solicited to support individualization.

2H NOTES:
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21
Y NM
N/A

O

PROMPTS

2I COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Do staff use a variety of strategies to promote and support children’s learning and developmental progress based on
observations and ongoing assessments of each child?
1304.21(c)(2)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

21 GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the education manager and staff and consultants with content area expertise who oversee the delivery of
education and early childhood development services to describe the following;:
o What is the process of conducting ongoing assessments?
o What information is gathered, by whom, and how often?
o Who reviews the information, and how often does he or she review it?
o How does the program determine each child’s progress?
e Review examples of the observation and ongoing assessment tools used to gather and record information.

2I NOTES:
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SECTION III - Providing Education and Early Childhood Development Services

NOTE TO REVIEWERS:
The questions in this subsection should be completed through interviews with teaching staff, observations of children in educational settings, and
reviews of some of these children’s records. Observations should cut across all options and time slots to the greatest extent possible.

Ask that copies of the following documents be handed to you before your observation:
e Records (might include developmental screening, assessment data, and individualization plans) for some children in the environments you
observe (including children on IEPs, IFSPs, or both)
e Education staff planning documents

All observations must be documented on the Observation Instrument in the Software.

3 A 3A COMPLIANCE QUESTION:
Y N h Do teaching staff ensure that environments for all children are accepting and respectful of culture, home language, and
family composition?
1304.21(a)(3)(i)(E)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

PROMPTS 3A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

o Ask teaching staff to describe how they ensure acceptance and respect, including in the areas of culture, language,
and family composition.
e Ask staff to indicate whether demographic changes have occurred recently that prompted changes in practice. Ask
staff to describe examples.
e Ask staff to describe the experiences they have provided for children from cultures or who speak languages less
familiar to them (i.e., less familiar than the culture and language spoken by the majority of children).
(prompts continue on the next page)
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3B

PROMPTS

e Observe whether materials and books reflect the children’s diversity and are accessible to the children. Do you see
teacher interactions or activities that promote acceptance and respect?

e Review written materials intended to guide teachers’ implementation, promotion, or both of environments that are
accepting and respectful.

3A NOTES:

3B COMPLIANCE QUESTION:

Do teaching staff support social emotional development through activities, experiences, and environments that
enhance strengths, build trust, foster independence, encourage self control, and set clear, consistent limits and realistic

expectations?
1304.21(a)(3)(i)(A); 1304.21(a)(3)(i)(B); 1304.21(a)(3)(i)(C); 1304.21(a)(3)(1)(D)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

3B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teaching staff to describe experiences or practices they have implemented that support children’s emotional
development by:
0 Building trust. 1304.21(a)(3)(i)(A)
0 Fostering independence. 1304.21(a)(3)(i)(B)
0 Encouraging self-control by setting clear, consistent limits and having realistic expectations. 1304.21(a)(3)(i)(C)
0 Encouraging respect for the feelings and rights of others. 1304.21(a)(3)(i)(D)

e Ask teaching staff to cite examples describing different expectations for children the same age but who are at
different developmental levels. 1304.21(a)(3)(i)(C)

e Note whether you observe activities or see materials, equipment, and/or books that support children’s emotional
development.
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3B NOTES:
3C 3C COMPLIANCE QUESTION:
Y NN Does the child development and education approach for all children include children with disabilities, and is it
consistent with their IEPs and IFSPs?
1304.21(a)(1)(ii)

Note: Notes provided for this question will be shared with the Disabilities Reviewer through the Monitoring Software. In addition,
information from the corresponding question in the Community Partners subsection of the Disabilities section will be shared with the
ECD Reviewer through the Monitoring Software. Further, information from the corresponding question on the Observation
Instrument will be shared with the ECD Reviewer through the Monitoring Software.

PROMPTS 3C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the teacher to identify which children are on IEPs or IFSPs.

e Review those children’s files before observation, to the extent possible, for IEP dates, child’s goals, and frequency
of services to be provided.

e Determine, by observing and interviewing the teacher whose classroom you observe, whether education staff,
home visitors, and family childcare staff are supported to ensure that children with disabilities are included in all
aspects of child development and education across all program options, including birth to 5 years old, and family
childcare homes.

3C NOTES:
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PROMPTS 3D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Observe routines and transitions and the children’s response to both.

3D NOTES:
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PROMPTS

3F

N
N/A

3E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teaching staff to describe examples of how they have:
0 Implemented practices that support emotional development.
0 Set clear limits and know whether they have set realistic expectations for each child.
0 Set different expectations for children the same age but who are at different developmental levels.
e Observe:
o How teaching staff respond to children’s cries. Is the response timely?
0 Whether staff recognize and respond to other behavioral cues.
0 Whether staff use encouraging and soothing language.
e Look for evidence of activities and experiences that provide opportunities for children to explore their
environment.
e Review the:
0 Curriculum to determine whether it guides teachers” planning in this area.
0 Children’s records to determine whether they contain notations that reflect the teacher’s understanding of
children’s individual developmental levels. If no notations are observed, ask teachers how they know how to
respond to children’s different developmental levels.

3E NOTES:

3F COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select “N/A” if this is not a program serving infants and toddlers.

For programs serving infants and toddlers, do teaching staff encourage the development of self-awareness, autonomy,
and self-expression?

1304.21(b)(2)(i)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.
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PROMPTS 3F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teaching staff how they encourage self-awareness, autonomy, and self-expression. What activities do they use

to accomplish these objectives?

e Observe whether children are encouraged to express themselves, including infants who babble or coo. If so, how
do staff reinforce this self-expression?

e Observe evidence of mirrors or other materials, activities, or areas where toddlers or infants can explore in a way
that supports their autonomy and self-awareness.

e Review the curriculum or teacher plans to see how they support this area.

3F NOTES:

3G 3G COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

N/A For programs serving preschool children, do teaching staff, in collaboration with parents, help children develop
emotional security and social relationships?
O 1304.21(c)(1)(iv)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.
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PROMPTS 3G GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teaching staff to describe how the environment provides opportunities through experiences and activities to
help children develop emotional security and social relationships, self-esteem, and positive attitudes toward
learning.

e Observe whether children’s social relationships are fostered through activities, experiences, and teacher guidance.
Are children afforded opportunities to experience success? How do staff acknowledge their achievements? Note
whether you see examples of children’s emotional security being encouraged and what teachers do to make
learning a positive experience.

e Determine whether materials, books, or other equipment are available and support experiences that promote social
relations and emotional security.

e Review teacher plans, curriculum, and child records.

e Interview parents, to the extent possible.

3G NOTES:

3H 3H COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

N/A For programs serving preschool children, do teaching staff, in collaboration with parents, help enhance a child’s
understanding of self as an individual and as a member of a group?
O 1304.21(c)(1)(v)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.
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PROMPTS 3H GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teaching staff to provide examples of children’s engaging in activities that allow them to express their
individuality.

e Observe the classroom to determine whether:
0 Children’s individual work is acknowledged and displayed by staff.
0 Children have their own personal space in the classroom.
0 Children have opportunities to be selected or to select, on their own, a group of children with whom to play.
0 Teachers encourage children who appear to be isolated to develop relationships with other children.

3H NOTES:

31 31 COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.
Y N
For programs serving preschool children, do teaching staff, in collaboration with parents, help develop feelings of
N/A competence and self-esteem and positive attitudes toward learning?

O 1304.21(c)(1)(vi)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the

Monitoring Software.
PROMPTS 31 GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask teaching staff for examples of experiences that improve children’s competence and self-esteem and encourage

positive attitudes toward learning.
e Observe how teachers communicate in the classroom. What do they do and say to improve children’s competence,

build self-esteem, and foster positive attitudes toward learning?
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3]

PROMPTS

31 NOTES:

3] COMPLIANCE QUESTION:

Do staff support the development of each child’s cognitive and language skills using various strategies, including
experimentation, inquiry, observation, play, and exploration?
1304.21(a)(4)(i)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

3] GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teaching staff to describe experiences and activities they implement to support self-expression, literacy, and
numeracy and to promote verbal interactions.

e Observe whether opportunities exist for children to learn through experiences or activities that encourage
exploration and experimentation (trial and error).

e Do staff ask open-ended questions, giving children adequate time to respond?

e Do staff encourage children to ask questions?

e Do opportunities exist for children to choose among a variety of materials and experiences that support play?

3] NOTES:
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v

PROMPTS

3K
N

3L
N

3K COMPLIANCE QUESTION:

Do staff provide opportunities for creative self-expression through art, music, and movement and dialogue?
1304.21(a)(4)(ii)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

3K GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teachers to describe the experiences and activities they implement to support creative self-expression.

e Do you see evidence of children’s art work of their own creation (not precut activities or materials)?

e Are children afforded opportunities to express themselves verbally or through movement by themselves, with
other children, or with staff?

e Are children encouraged to talk about the things that interest them?

e Do you see evidence of art materials, musical instruments, or materials that children can select on their own?

3K NOTES:

3L COMPLIANCE QUESTION:

Do staff promote interaction and language use among children and between children and adults?
1304.21(a)(4)(iii)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.
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PROMPTS

3M

PROMPTS

3L GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teachers to describe experiences and activities that they implement to promote verbal interactions.

e Observe and listen for conversations between staff and children. Are staff verbally engaging all children, regardless
of their developmental level?

e Are all children encouraged to share verbally and to tell stories to each other or in groups?

e Do staff ask open-ended questions and encourage children to expand on their answers?

e Are children encouraged to ask questions frequently?

e Do you see evidence of materials that encourage verbal interactions?

3L NOTES:

3M COMPLIANCE QUESTION:

Do staff support emerging literacy and numeracy development through materials and activities according to the child’s
level?

1304.21(a)(4)(iv)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

3M GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
(prompts continue on next page)
e Ask teachers to describe the experiences and activities they implement to support emerging literacy skills.
e Ask teachers to describe the experiences and activities they implement to support emerging numeracy skills.
e Are children read to and provided opportunities to read books, choose from a variety of books, and dictate stories
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3N
Y NN
N/A

O

PROMPTS

that staff print out and display?

¢ Do you see evidence of writing materials in an area where children can practice writing?

e Do you see evidence of materials that promote letter recognition, examples of functional print, alphabet charts,
mailboxes, and sign-in sheets?

e Are manipulatives available that include counting, classifying one-to-one correspondence, cause and effect,

sequencing, and sorting?
3M NOTES:

3N COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select “N/A” if this is not a program serving infants and toddlers.

For programs serving infants and toddlers, do teaching staff provide opportunities for each child to explore a variety of
sensory and motor experiences with support and stimulation from teachers and family members?
1304.21(b)(1)(iii)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

3N GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teaching staff to describe experiences and activities they implement to support a variety of sensory and motor
experiences.

e Ask staff how they work with families to help them support children’s development in this area.

e Observe whether children receive support and stimulation from teaching staff and family members.

e Determine whether materials and equipment are available and accessible to children to touch, feel, and smell and
whether materials and equipment are available that engage children in motor experiences.

e Review teacher plans, curriculum, and ongoing assessments.

149 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Education and Early Childhood Development Services

30
Y N
N/A

O

PROMPTS

3N NOTES:

30 COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select “N/A” if this is not a program serving infants and toddlers.

For programs serving infants and toddlers, do teaching staff support infants and toddlers’ emerging communication
skills by providing daily opportunities for each child to interact with others and to express himself or herself freely?
1304.21(b)(2) (i)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

30 GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask staff to describe examples of daily opportunities to support emerging communication skills.

e Observe how staff encourage children to vocalize and verbalize; how frequently staff initiate communication
directly with each child; and whether experiences exist that promote child-to-child vocal and verbal interactions
through play.

e Observe staff reactions when children vocalize and verbalize. Do staff ask questions? Do staff praise children when

they verbalize?
e Observe the types of verbal interactions between staff and children when diapering and feeding occurs.

30 NOTES:
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3P
Y N
N/A

O

PROMPTS

3P COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

For programs serving preschool children, do teaching staff, in collaboration with parents, provide for development of
cognitive skills by encouraging each child to organize his or her experiences to understand concepts and to develop
age-appropriate literacy, numeracy, reasoning, problem-solving, and decision-making skills that form a foundation for
school readiness and success later in life?

1304.21(c)(1)(ii)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

3P GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask teaching staff to describe activities and experiences that provide children with opportunities to organize their
experiences. What types of activities or experiences do staff design to promote problem-solving and decision-
making skills?

o Ask staff to describe materials used to support development in these areas.

¢ Observe whether teachers initiate conversations or discussions that promote children’s skills in organizing,
problem-solving, and decision-making.

¢ Note whether you observe book-reading and storytelling and whether questions are asked to promote these skills.

e Observe whether materials or manipulatives that promote problem-solving or decision-making are accessible and
whether children use them.

3P NOTES:
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30
Y N
N/A

O

PROMPTS

3Q COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

For programs serving preschool children, do teaching staff, in collaboration with parents, integrate educational aspects
of health, nutrition, and mental health?
1304.21(c)(1)(iii)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

3Q GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask education staff to describe examples of activities or experiences that integrate educational aspects of health,
nutrition, and mental health.

e Observe whether hygiene skills are promoted and practiced in conjunction with mealtimes, including teeth-
brushing, if practiced. Do mealtimes offer opportunities to introduce or reinforce social skills, verbal interactions,
and discussions about food or nutrition? Do other activities promote healthy nutrition habits through nutrition
activities or experiences outside mealtime? How are children encouraged to participate? Did you observe children
being provided opportunities to talk about their feelings or to learn how to identify and express feelings—happy,
sad, mad, or scared?

¢ Include observations of mealtime, teeth-brushing, if practiced, and beginning naptime, if applicable.

e Review curriculum and teacher plans.

3Q NOTES:
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3R
Y N
N/A

O

PROMPTS

3R COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

For programs serving children in center-based settings, is there sufficient time, indoor and outdoor space, equipment,
materials, and adult guidance for active play and movement for gross motor skill development?
1304.21(a)(5)(i); 1304.21(a)(5)(iii)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

3R GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

o Ask staff to describe activities that support gross motor development and to indicate how much time is allocated to
developing gross motor skills throughout the day.

e Observe the setting to determine whether opportunities to develop gross motor skills—including balancing,
climbing, riding, and throwing—are available to children during the day. Are children actively engaged in these
activities with adult guidance?

e In center-based settings, do staff provide an appropriate environment and adult guidance for the participation of
children with special needs? 1304.21(a)(5)(iii)

e Review teacher plans and curriculum.

3R NOTES:
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S 3S COMPLIANCE QUESTION: APPLIES ONLY TO HOME-BASED PROGRAMS
3 " /a4 . .

Note: Please select “N/A” if this is not a home-based program.
Y N

N/A For home-based programs, do home-based staff encourage parents to appreciate the importance of physical
development, provide opportunities for children’s outdoor and indoor active play, and guide children in using
O equipment and materials safely?
1304.21(a)(6)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.

PROMPTS 3S GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask home visitors to describe how they incorporate fine and gross motor activities in their home visit.

e Ask what materials and equipment they typically bring or use to foster development of fine and gross motor skills
during home visits.

e Observe whether experiences exist that develop fine and gross motor skills. Do staff assist children in using and
coordinating small muscles, including eyes, hands, and eye-hand coordination?

e Observe whether HS staff provide sufficient safe, age-appropriate equipment and materials during socialization.

e Observe whether HS staff encourage parents to provide physical development opportunities to children.

e Observe whether children are guided in using equipment and materials safely during active play.

3S NOTES:
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3T 3T COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.
Y N
N/A For center-based programs, do teaching staff provide sufficient time, equipment, materials, and adult guidance for
active play and movement for fine motor skill development?
O 1304.21(a)(5)(ii)
Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.
PROMPTS 3T GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask staff to describe activities that address fine motor development.
e Observe whether fine motor supplies, manipulatives, and other materials are accessible to children during the day
and whether children are actively engaged in activities with adult guidance.
3T NOTES:
3U 3U COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS SERVING INFANTS AND TODDLERS
Note: Please select “N/A” if this is not a program serving infants and toddlers.
Y N
N/A For programs serving infants and toddlers, do teaching staff promote physical development of gross motor skills as
evidenced by activities and opportunities that encourage grasping, crawling, pushing, pulling, walking, and climbing
O and opportunities to develop fine motor skills through control and coordination of small specialized motions using the

eyes, mouth, hands, and feet?
1304.21(b)(3)(i); 1304.21(b)(3)(ii); 1304.21(a)(5)(iii)
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PROMPTS

3V

N
N/A

3U GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Observe whether teaching staff ensure that adults assist children when tasks become difficult.

e Determine whether staff recognize developmental milestones that indicate children’s changing needs and provide
appropriate opportunities to develop these skills based on developmental milestones.

e Observe whether staff help children develop physical skills and strength through repetition of physical activities.

e Is the room design conducive to children’s gross motor skill development, including space for babies to roll over
and crawl, furniture to help children stand, and toys that encourage pushing and pulling? 1304.21(b)(3)(i)

e Do you see evidence of materials and manipulatives or mobiles that give children an opportunity to touch, use
their mouths, and track visually? 1304.21(b)(3)(ii)

e In center-based settings, do staff provide an appropriate environment and adult guidance for the participation of
children with special needs? 1304.21(a)(5)(iii)

3U NOTES:

3V COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

For programs serving preschool children, do teaching staff, in collaboration with parents, provide individual and small
group experiences indoors and outdoors?

1304.21(c)(1)(vii)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the
Monitoring Software.
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PROMPTS

3W
Y N

3V GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Determine how space is organized into discrete areas.
e Determine whether classroom staff design small and large group activities that help develop children’s

relationships with one another or with adults.
e Determine whether children are provided opportunities to work alone and in groups.

3V NOTES:

3W COMPLIANCE QUESTION:

Do the grantee and delegate provide and arrange sufficient equipment, toys, materials, and furniture to meet the needs
and facilitate the participation of children and adults?

1304.53(b)(1)

Note: Information from the corresponding question on the Observation Instrument will be shared with the ECD Reviewer through the

Monitoring Software.

3W NOTES:
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SECTION IV - Ongoing Monitoring

4A
Y NN

PROMPTS

4A COMPLIANCE QUESTION:

Can the grantee demonstrate it has established and implemented procedures for ongoing monitoring of education and
early childhood development services at the grantee and delegate level to ensure effective implementation of Federal
regulations?

1304.51(i)(2)

Note: Notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

4A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask management staff to describe the procedures to implement ongoing monitoring of program operations at the
grantee and delegate level. Review documents related to the ongoing monitoring process, if available.

e Who is responsible for ensuring that ongoing monitoring of program operations occurs?

e How often is monitoring conducted?

e Ask management staff to describe the procedures they use to detect noncompliance with Federal regulations.

e Ask management staff what actions they take when areas of noncompliance are identified. Ask management staff to
provide examples.

4A NOTES:
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Fiscal Management

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each
question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after
collecting and analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. You should
substantiate your responses to these Compliance Questions with details from extensive interviews, document reviews, and/or observations.

Prompts in the Ground to Cover guide following the Compliance Questions will help lead you to the right people, documents, and observations
from which to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not
every Compliance Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and
observations outlined in the Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance
Question. The onsite review should cover all program options provided by the grantee and delegate as well as childcare partnerships and family
childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation
for understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence
collected, you should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people
interviewed, and observations made. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

The Fiscal Management section of the Protocol is divided into six subsections:

I. Organizational Capacity IV. Compensation
II. Use of Head Start Grant Funds V. Financial Reporting
III. Grant Property VI. Internal Controls

%i] § The COLLABORATION icon illustrated here indicates that the Fiscal Reviewer should collaborate with the PDM Reviewer before
answering the specified question. Note that the Governing Body Interview should be scheduled after sufficient services and fiscal information
have been collected to provide specific factual context for the interview and to result in more detailed and relevant responses. The Governing
Body Interview should include service area reviewers and Fiscal Reviewers as well as PDM Reviewers.
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SECTION I - Organizational Capacity

1A 1A COMPLIANCE QUESTION:

Y NM Have the grantee and delegate secured the regularly scheduled or ongoing services of a qualified fiscal officer?
45 CFR Part 1304.52(d)(8); 45 CER Part 74.21(b)(3); 45 CFR Part 92.20(b)(3)

E@ g 45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

Note: This question also relates to the “control environment” aspect of internal controls. This question should be completed in
collaboration with PDM Reviewers through joint interviews and document review. Also, notes provided for this question will be
shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 1A GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Are the services of the fiscal officer available on an ongoing basis, or are they regularly scheduled?

¢ Do the grantee and delegate have a written job description for their fiscal officer?

e Does the fiscal officer meet the requirements of the job description?

e Have the grantee and delegate been without the services of a fiscal officer for 30 days or longer during the last 2
years?

INTERVIEW WITH THE FISCAL OFFICER:
e Ask the fiscal officer to describe the grantee and delegate’s accounting system. Determine whether he or she
understands the accounting system and procedures.
e Ask the fiscal officer about HS fiscal operations. Does he or she plan, direct, and coordinate HS business and
financial operations? If not, who does?
e Does the fiscal officer develop and prepare regular financial reports reflecting HS financial activity?
e Does the fiscal officer maintain detailed status records for all HS expenditures?
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1A NOTES:

SECTION II - Use of Head Start Grant Funds

2A 2A COMPLIANCE QUESTION:

Y NM Have the grantee and delegate implemented procedures to determine allowability, allocability, and reasonableness
of costs as required?

45 CFR Part 74.21(b)(6); 45 CFR Part 92.20(b)(5)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

PROMPTS 2A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER OR OTHER RESPONSIBLE PARTY AND AVAILABLE FISCAL STAFF,
INCLUDING DELEGATE STAFEF:

e Who assumes responsibility for determining the allowability, allocability, and reasonableness of charges to the
program? 74.21(b)(6) or 92.20(b)(5)
0 Have these individuals received appropriate training to perform this function?
0 Can staff describe how the determination is made?
0 At what point within the obligation and payment process is the determination made?
e Is the fiscal officer required to review and approve all charges before obligation or payment to ensure
allowability, allocability, and reasonableness? If not, cite appropriate standard, depending on type of grantee.
e Does a process exist for correcting errors? If not, cite appropriate standard, depending on type of grantee.

(prompts continue on next page)
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e Has the process to assure the allowability, allocability, and reasonableness of charges, based on a review of
selected transactions, been followed and resulted in correct determinations? If not, cite appropriate standard,
depending on type of grantee.

FOR NONPROFIT ORGANIZATIONS ONLY:

e Verify that the grantee and delegate have written procedures for determining the allowability, allocability, and
reasonableness of costs in accord with 2 CFR Part 230 and 74.21(b)(6).

FOR STATE, LOCAL, AND TRIBAL GOVERNMENTS ONLY:

e Verify that the grantee and delegate have procedures for determining the allowability, allocability, and
reasonableness of costs in accord with 2 CFR Part 225, 92.20(b)(5).

FOR EDUCATIONAL INSTITUTIONS ONLY:

e Verify that the grantee and delegate have written procedures for determining the allowability, allocability, and
reasonableness of costs in accord with 2 CFR Part 220 and 74.21(b)(6).

2A NOTES:
7B 2B COMPLIANCE QUESTION: APPLIES ONLY TO PROGRAMS THAT HAVE SHARED COSTS WITH OTHER
PROGRAMS
Y NM Note: Please select "N/A" if this is not a program having shared costs with other programs.
DA If the grantee and delegate have shared costs with other programs, have they used an allocation base that best
O measures the relative degree of benefit for all benefiting functions?

2 CFR Part 230, Appendix A(A)(4)(a)(2); 2 CFR Part 225, Appendix A(C)(3)(a); 2 CFR Part 220, Appendix A(C)(4)(a)
2 CFR Part 230 for nonprofit organizations;

2 CFR Part 225 for State, local, and Tribal governments;
2 CFR Part 220 for educational institutions.
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PROMPTS 2B GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:
e Do the grantee and delegate have a cost allocation plan that describes the methodology for allocating shared
costs?
e s the allocation methodology based on current data?
e Are occupancy costs allocated based on the proportion of usable space occupied by each program?

2B NOTES:

2C 2C COMPLIANCE QUESTION:

YA N Have grantee and delegate funds been used to cover costs normally paid by other funding streams (i.e., inter-fund
borrowing)?
2 CFR Part 230, Appendix A(A)(2)(a); 2 CFR Part 225, Appendix A(C)(1)(a); 225 Appendix A(C)(1)(d); 2 CFR Part 220,
Appendix A(C)(2)

2 CFR Part 230 for nonprofit organizations;
2 CFR Part 225 for State, local, and Tribal governments;
2 CFR Part 220 for educational institutions.

PROMPTS 2C GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

e Do the grantee and delegate have a policy prohibiting the use of HS funds to cover the costs of other funding
streams?

e Do inter-fund (“due to” or “due from”) balances appear on the balance sheet?
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o Ask the fiscal officer to explain the drawdown process.

2C NOTES:
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PROMPTS 2D GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
Note: For nonprofit organizations, procedures must be written. For State, local, and Tribal government entities, procedures need not
be written.

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

e Can fiscal staff articulate a clear understanding of the process by which the time between the drawdown of grant
funds and disbursement is minimized?

¢ Do the grantee and delegate have an established process that can be demonstrated through evidence of consistent
application?

e Do the grantee and delegate have written procedures for minimizing the time elapsing between the drawdown of
funds from the Payment Management System and disbursement of those funds?

e Are grantee staff able to explain the process of drawing down funds?

¢ Do the grantee and delegate have backup documentation to establish the specific disbursements supporting cash
requests?

e Do grantee and delegate processes allow for adjustment of subsequent cash requests when previous
disbursements have been overestimated?

e Do grantee and delegate procedures call for periodic reconciliation of cumulative drawdown to disbursements?

2D NOTES:
E 2E COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
2 ‘" ” 2 . .
Note: Please select “N/A” if this is not a grantee.
YA N
N/A Did the grantee’s reported use of Federal funds in its last budget exceed 80 percent of the total cost without a waiver?
O 45 CFR Part 1301.20(a)(1)
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PROMPTS 2E GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFEF:

e Was the amount of non-Federal share reported on the final SF-269 Financial Status Report at least equal to the
amount of non-Federal share on the Financial Assistance Award? If not, did the grantee obtain a written waiver
from the responsible Department of Health and Human Services (HHS) official for the reduced amount of non-
Federal share?

2E NOTES:
2F 2F COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if this is not a grantee.
Y NM
N/A Did the grantee comply with the limitation on development and administrative costs?
O 45 CFR Part 1301.32(a)(1); 45 CFR Part 1301.32(a)(2); 45 CFR Part 1301.32(b)(2); 45 CFR Part 1301.32(d)
Note: The limit on costs for developing and administering an HS program is no more than 15 percent of the total grant unless the
Regional Office has required a lesser percentage of the grantee.
PROMPTS 2F GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:
e Were developmental and administrative costs reported on the SF-269 Financial Status Report in agreement with
developmental and administrative costs recorded in the grantee’s financial records?
e Were organization-wide management functions charged as development and administrative costs? 1301.32(b)(2)
e Were costs allocated adequately between programmatic and administrative functions (by a test of salary and
other charges)?
(prompts continue on next page)
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e Did the grantee identify all administrative costs, including costs in the non-Federal share?
e Has the grantee identified, appropriately allocated, and included all dual benefit costs in the limitation on
development and administrative costs? 1301.32(d)

e Was the grantee unable to determine compliance with the administrative cost limitation because of weaknesses in
the financial reporting system or financial records?

2F NOTES:
2G 2G COMPLIANCE QUESTION:
Y NM& Are the grantee and delegate claimed cost-sharing or matching contributions verifiable from documentary records?

45 CFR Part 74.23(a)(1); 74.23(i)(1); 74.23(i)(2); 45 CFR PART 92.24(b)(6)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

PROMPTS 2G GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF, INCLUDING DELEGATE STAFF:
e Verify from grantee and delegate records the amounts the grantee claimed as non-Federal share.

e Verify that grantee and delegate records show how the value placed on third-party in-kind contributions was
derived. 74.23(i)(2); 92.24(b)(6)

e Ask what procedures are established to place a monetary value on third-party in-kind contributions and what
kind of paperwork exists to support claimed matching contributions.

2G NOTES:
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2H 2H COMPLIANCE QUESTION:

Y NM& Can the grantee and delegate demonstrate that their claimed non-Federal match through third-party contributions of
volunteer services, goods, or supplies is allowable under the applicable cost principles and reasonable for
accomplishing program objectives efficiently?

45 CFR Part 74.23(a)(3); 45 CFR Part 74.23(d); 45 CFR Part 74.23(f); 45 CFR Part 92.24(a)(1); 92.24(b)(7)(i); 45 CFR Part
74.23(a)(3); 45 CFR Part 74.23(a)(4); 45 CFR Part 92.24(b)(7)(i); 45 CFR Part 92.24(c)(1)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

PROMPTS 2H GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF, INCLUDING DELEGATE STAFF:

e What donated volunteer services, goods, or supplies were provided to the grantee and delegate and claimed as
non-Federal share by the grantee?

e Did the grantee and delegate document that all volunteer services, goods, and supplies claimed as non-Federal
match by the grantee were necessary and reasonable for accomplishing EHS and HS program objectives?

e How is it determined that third-party contributions of volunteer services, goods, and supplies benefited the EHS
or HS program?

e Can the grantee and delegate document that all volunteer services, goods, or supplies claimed as non-Federal
match —including donations to delegates—were allowable under the applicable cost principles?

e Do the grantee and delegate have a procedure for determining whether third-party contributions of volunteer
services, goods, or supplies are allowable?

2H NOTES:
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21 21 COMPLIANCE QUESTION:

Y NM Do the grantee and delegate have a procedure for the valuation of their claimed non-Federal match through third-
party contributions of volunteer services, goods, supplies, donated land, buildings, or space?
45 CFR Part 74.23(d); 45 CFR Part 74.23(h)(2); 45 CFR Part 74.23(i)(2); 45 CFR Part 92.24(c)(1); 45 CFR Part 92.24(d); 45
CFR Part 74.23(h)(1); 45 CFR Part 74.23(h)(3); 45 CFR Part 92.24(g)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

Note: Cite 92.24(c)(1) for State, local, and Tribal governments if an employer other than a grantee, sub-grantee, or cost-type
contractor furnishes free of charge the services of an employee. For nonprofit organizations and educational institutions (universities
and colleges), cite 74.23(h)(1) for land and buildings, and cite 74.23(h)(3) for donated space.

PROMPTS 21 GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF, INCLUDING DELEGATE STAFF:

e Does documentation exist of methodologies used to establish the valuation of donated goods or supplies?

e Examine grantee and delegate time records to document volunteer hours contributed to the program.

¢ Do the volunteer time records describe the activities performed and include the service date or dates?

e Can the grantee and delegate document independent appraisals to establish the fair rental rate of donated land,
buildings, or space?

21 NOTES:

169 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Fiscal Management

2J
Y NM
N/A

O

PROMPTS

2] COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if this is not a grantee or is a grantee that does not charge indirect costs.

If the grantee charges indirect costs, are those costs supported by a current negotiated indirect cost rate?

2 CFR Part 230, Appendix A(E)(2)(c); 2 CFR Part 230, Appendix A(E)(2)(d); 2 CFR Part 230, Appendix A(E)(2)(e); 2 CFR
Part 230, Appendix A(E)(2)(f); 2 CFR Part 230, Appendix A(E)(2)(g); 2 CFR Part 225, Appendix A(H); and 2 CFR Part
220, Appendix A(G)(11)(g)

2 CFR Part 230 for nonprofit organizations;
2 CFR Part 225 for State, local, and Tribal governments;
2 CFR Part 220 for educational institutions.

2] GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

Does the grantee have an approved rate agreement for the period in question?

Do grantee indirect cost charges conform to the rate agreement?

0 Does the rate charged to HS exceed the maximum rate in the approved agreement?

0 Does the grantee correctly handle excluded costs established in the agreement?

0 Are the positions charged to the indirect cost pool consistent with the approved agreement?

0 Are costs charged to the indirect cost pool not directly charged to the HS award?

Does the grantee submit a final accounting of indirect costs after year end?

Does the grantee make appropriate adjustments to subsequent indirect costs based on closeout of the indirect rate
for a previous year?

Does the Financial Assistance Award reflect indirect costs in the approved budget?

2J NOTES:
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2K

YA N
N/A

O

PROMPTS

2K COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if this is not a grantee.

Have HS funds been drawn down in excess of documented cash requirements?
45 CFR Part 74.22(b)(2); 45 CFR Part 92.20(b)(7)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

2K GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

¢ Do the grantee balance sheets or bank reconciliations show a significant balance of Federal cash?

e Does the grantee reconcile HS disbursements recorded in the financial system to HS disbursements reported on
the PSC-272 Federal Cash Transactions Report?

e Do indications exist of weakness in the cash flow (e.g., programs operating at a deficit, loss of programs, delayed
reimbursement in other programs)? If so, can staff reasonably explain how cash flow problems are addressed
without temporarily using HS funds for other than authorized purposes?

e Look at sample of drawdowns to confirm that drawdowns are related to actual or immediately pending
disbursements.

2K NOTES:
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2L 2L COMPLIANCE QUESTION:
Y NM& Do the grantee and delegate have a written code or standards of conduct governing the performance of their
employees engaged in awarding and administering contracts?
E 5 g 45 CFR Part 74.42; 45 CFR Part 92.36(b)(3); 45 CFR Part 74.21(b)(3); 45 CFR Part 92.20(b)(3)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

Note: This question also relates to the “control environment” aspect of internal controls. Also, notes provided for this question
will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 2L GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFEF:

e Does a code of conduct exist, and does it include guidance on acceptable practices and conflicts of interest?
e How do the grantee and delegate ensure that the code is implemented effectively? 74.21(b)(3); 92.20(b)(3)

e Are appropriate remedial actions taken in case of code of conduct violations?

2L NOTES:
M 2M COMPLIANCE QUESTION:
Y NM Do the grantee and delegate have written procurement procedures that provide, at a minimum, all requirements

specified in the applicable Federal statutes?
45 CFR Part 74.44(a); 45 CFR Part 92.36(c)(3)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

172 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Fiscal Management

PROMPTS 2M GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFEF:

¢ Do grantee and delegate procedures provide for analysis of lease and purchase alternatives, where appropriate?
e Do the procedures meet the requirements for solicitations for goods and services?

e Do the procedures specify actions to be taken to achieve the requirements of the standard?

2M NOTES:
2N 2N COMPLIANCE QUESTION:
Y NM Are procurement transactions conducted in a manner that provides for open and free competition?

45 CFR Part 74.43; 45 CFR Part 92.36(c)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

PROMPTS 2N GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF, INCLUDING DELEGATE STAFF:

e Look for blanket (open) purchase orders, where the procurement method is inappropriate to the total annual
purchases made against the blanket order.

e Look for ongoing arrangements for which the grantee and delegate are unable to show recent evaluation of the
procurement (e.g., professional services, including audit).

e Are there sole sourcing transactions without documented justification?
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2N NOTES:
20 20 COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if this is not a grantee.
Y& N
N/A Has the grantee made changes to the budget that required prior approval before receiving such approval in writing?
O 45 CFR Part 74.25; 45 CFR Part 92.30 (Select subsection or subsections of 45 CFR Parts 74.25, 92.30, as appropriate to the
circumstance.)
45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.
PROMPTS 20 GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFEF:

e Did the grantee purchase equipment or vehicles for which the approved budget failed to provide? 74.25(c)(5),
92.30(c)

e Look at the general ledger detail for equipment purchases (items > $25,000) that cannot be traced back to
approval in an FAA or written approval from the Regional Office. 74.25(c)(5), 92.30(c)

e Are the HS Director or other key personnel other than the persons specified in the approved application?
74.25(c)(2), 92.30(d)(3)

e Did the grantee seek approval before a change in program scope (e.g., change in the program option, reduction in
the number of children served)? 74.25(c)(1), 92.30(d)(1)

20 NOTES:
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2P 2P COMPLIANCE QUESTION:

Y NM& Are the grantee’s contracts with a delegate as well as with childcare partnerships, transportation services, and
professional services current, available, signed, and dated? Do they include elements specified in the applicable
regulations and cost principles?

2 CFR Part 230, Appendix A(A)(2)(g); 2 CFR Part 225, Appendix A(C)(1)(j); and 2 CFR Part 220, Appendix A(A)(2)(e)

2 CFR Part 230 for nonprofit organizations;

2 CFR Part 225 for State, local, and Tribal governments;
2 CFR Part 220 for educational institutions.

PROMPTS 2P GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:
e Do the contracts include an estimate of the time required, rate of compensation, and provisions for termination?

2P NOTES:

2Q 2Q COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if this is not a grantee.

YA N

N/A Has the grantee’s governing body delegated by contract, or other arrangement, governance or fiscal responsibilities

O for the HS grant to an entity unrelated to the local grantee?
45 CFR Part 1304.50(g)(2)

Note: This question should be completed in collaboration with PDM Reviewers through joint interviews and document review. Also,

notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 2Q GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

PDM AND FISCAL REVIEWERS JOINTLY INTERVIEW GOVERNING BODY, EITHER AS A GROUP OR
SEPARATELY AS INDIVIDUAL MEMBERS:
e Ask to see copies of contracts or other agreements specifying reciprocal obligations if the grantee governing
body has delegated fiscal or governance responsibilities to another entity. Retain copies.
e Determine, between the grantee and the entity with delegated responsibilities, who has the legal authority to
obligate HS funds.
e Determine whether HS funds are used to compensate the entity with delegated responsibilities for fiscal or
governance functions.
e Determine how the grantee retains authority over the obligation of HS grant funds.
e Determine whether staff compensated with HS grant funds are liable for taxes in a State other than the one in
which the HS program is located.

2Q NOTES:

R 2R COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES THAT OWN FACILITIES USED BY THE HS
PROGRAM THAT WERE NOT PURCHASED WITH FEDERAL FUNDS
Y NM& Note: Please select “N/A” if this is not a grantee that owns facilities used by the HS program that were not purchased with Federal

N)’A funds.

O If the grantee or delegate owns any of the facilities used by the HS program that were not purchased with Federal
funds, is only the depreciation or a use allowance based on the acquisition cost charged to the grant?
2 CFR Part 225, Appendix B(11); 2 CFR Part 230, Appendix B(11); 2 CFR Part 220, Appendix A(J)(14)
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PROMPTS

2R GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

PDM AND FISCAL REVIEWERS JOINTLY INTERVIEW THE GOVERNING BODY, EITHER AS A GROUP
OR SEPARATELY AS INDIVIDUAL MEMBERS:

e Were there Federal dollars in the original acquisition cost?

e Can the grantee provide the methodology to calculate these charges?

2R NOTES:

SECTION III - Grant Property

3A
Y N

PROMPTS

3A COMPLIANCE QUESTION:

If the grantee owns facilities that were purchased, constructed, or renovated (major renovations only) with HS grant
funds, is documentation available to show that the facilities transactions were approved and comply with Federal
regulations (including compliance with the Davis-Bacon Act) and that the Notice of Federal Interest was filed?

45 CFR Part 1309.21(d); 45 CFR Part 1309.54

2 CFR Part 230 for nonprofit organizations;
2 CFR Part 225 for State, local, and Tribal governments;
2 CFR Part 220 for educational institutions.

3A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

e Ask the grantee and delegate to provide a copy of each Notice of Federal Interest required to have been filed?
e Does each Notice of Federal Interest comply with all Federal requirements in 45 CFR 13097

e Ask the grantee to provide evidence of compliance with the Davis-Bacon Act.
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3B
Y NM
N/A

O

PROMPTS

3A NOTES:

3B COMPLIANCE QUESTION: APPLIES ONLY TO PRIVATE NONPROFIT ORGANIZATIONS
Note: Please select “N/A” if this is not a private nonprofit organization.

Do the grantee and delegate have the required insurance coverage?
45 CFR Part 1301.11; 45 CFR Part 74.31

3B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

Do the grantee and delegate maintain liability insurance for accidents on their premises as well as transportation
liability insurance?

Ask for a copy of the certificate of insurance. If the grantee is self-insured, ask for a description of the insurance.

Do the grantee and delegate provide the equivalent insurance coverage for real property and equipment acquired
with HHS funds as provided to other property owned by the recipient?

Look for insurance coverage on all buildings purchased or improved with HHS funds as well as insurance

coverage on all vehicles acquired with HS funds.

3B NOTES:
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3C 3C COMPLIANCE QUESTION:

Y NM Do the grantee and delegate meet property management standards for federally owned property and equipment,
including conducting a physical inventory every 2 years and having all vehicle titles available?
45 CFR Part 74.34(f); 45 CFR Part 74.34(g); 45 CFR Part 74.53(b)(2); 45 CFR Part 92.31; 45 CFR Part 92.32; 45 CFR Part
92.42(c)(2)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

PROMPTS 3C GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

¢ Do the grantee and delegate maintain a list of all vehicles purchased with grant funds, including make, model,
VIN, and physical description?

e Do the grantee and delegate maintain a list of all facilities purchased, renovated, or leased with grant funds,
including address and physical description?

45 CFR 74.53(b)(2) — Records for real property and equipment acquired with Federal funds shall be retained for 3 years
after final disposition.

45 CFR 92.42(c)(2) — Real property and equipment records: The retention period for real property and equipment
records starts from the date of the disposition or replacement or transfer at the direction of the awarding agency.

45 CFR 1309.41 — Record retention: All records pertinent to the acquisition or major renovation of a facility must be
retained by the grantee for a period equal to the period of the grantee’s ownership (or occupancy, in the case of leased
facilities) of the facility plus 3 years.

(prompts continue on next page)
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e Have the grantee and delegate property records, based on a review of general ledger detail, FAAs, or both, been
updated to reflect new equipment purchased during the last year?

e Have the grantee and delegate conducted an equipment inventory during the last 2 years and reconciled the
inventory results to the equipment records?

3C NOTES:
3D 3D COMPLIANCE QUESTION:
YA N Have the grantee and delegate encumbered, mortgaged, or put up as collateral property acquired or improved

with HS funds?
45 CFR Part 74.37; 45 CFR Part 92.31(b); 45 CFR Part 1309.21

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

PROMPTS 3D GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF, INCLUDING DELEGATE STAFF:

e Review debt agreements and lease agreements to determine whether the grantee and delegate consented to an
encumbrance of equipment or property.

e Do the audit footnotes disclose mortgages or encumbrances?

¢ Did the grantee and delegate obtain HHS written approval in connection with the encumbrance or mortgage of
property acquired or improved with HS funds?

3D NOTES:
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3E
YR N

PROMPTS

3E COMPLIANCE QUESTION:

Did the grantee properly account for property rental transactions with related parties?
230 Appendix B(43)(c); 225 Appendix B(37)(c); 220 Appendix A(J)(43)(c)

3E GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Interview the fiscal officer, review transactions, and analyze the audit report to identify transactions with related
parties:

0 Was the cost to the Head Start or EHS Award more than the cost of ownership (e.g., depreciation or use
allowance, maintenance, taxes, insurance)?

0 Does sufficient evidence exist to establish that one party to the lease agreement is able to control or
substantially influence the actions of the other (e.g., common membership on governing bodies, shared
management, economic dependence where the lessor derives a significant portion of its revenue from the
lessee)?

3E NOTES:

SECTION IV - Compensation

4A
Y N

4A COMPLIANCE QUESTION:

Are grantee and delegate original time records properly prepared and properly approved by a responsible
supervisory official?

2 CFR Part 230, Appendix B(8)(m)(1); 2 CFR Part 230, Appendix B(8)(m)(2); 2 CFR Part 225, Appendix B(8)(h)(1); 2 CFR
Part 225, Appendix B(8)(h)(4); 2 CFR Part 220, Appendix A(J)(10)(a)(b)(d)

2 CFR Part 230 for nonprofit organizations;

2 CFR Part 225 for State, local, and Tribal governments;
2 CFR Part 220 for educational institutions.
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PROMPTS 4A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

¢ Do all employees (including exempt employees) complete timesheets?

Do timesheets report actual time worked during the pay period?

Does the allocation of time between programs recorded on the timesheet agree with the allocation of salary
expense in the grantee and delegate’s financial records?

Are salaries allocated based on the employee’s actual activity in each program?

4A NOTES:
4B 4B COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES AND DELEGATES THAT HAVE RECEIVED
COLA OR QUALITY FUNDS
Y NM& Note: Please select “N/A” if this grantee and delegate have not received COLA or Quality funds .
N/A
If the grantee and delegate have received COLA or Quality funds or both, did they award them in compliance with
O the terms of their grant application?

2 CFR Part 230, Appendix A(A)(2)(b); 2 CFR Part 225, Appendix A(C)(1)(d); 2 CFR Part 220, Appendix A(C)(2)
2 CFR Part 230 for nonprofit organizations;

2 CFR Part 225 for State, local, and Tribal governments;
2 CFR Part 220 for educational institutions.

182 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Fiscal Management

PROMPTS 4B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFEF:

e Compare the methodology described in the COLA Award to the actual methodology the grantee and delegate
used.

¢ Did the grantee and delegate award COLA retroactively to the beginning of the award period?

¢ Did the COLA increase become a permanent part of the employees’ ongoing wage?

e Can the grantee and delegate show that the entire COLA amount was expended for the purposes specified in the
award document?

4B NOTES:
4C 4C COMPLIANCE QUESTION:
YA N Are grantee and delegate staff charged to the grant compensated (salary, fringe benefits and other forms of

compensation) at a rate exceeding Executive Level II ($168,000 through December 31, 2007)? (Consider gross pay from
all funding sources.)

2 CFR Part 230, Appendix A(A)(2)(b); 2 CFR Part 225, Appendix A(C)(1)(d); 2 CFR Part 220, Appendix A(C)(2)

2 CFR Part 230 for nonprofit organizations;
2 CFR Part 225 for State, local, and Tribal governments;
2 CFR Part 220 for educational institutions.

PROMPTS 4C GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

e Are grantee and delegate staff charged to the grant, or are they part of the indirect cost pool compensated at a
rate of more than $60 per hour? If so, does compensation for these employees, including fringe benefits, exceed
the cap?

(prompts continue on next page)
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e Do the grantee and delegate have affiliates, subsidiaries, or other related entities? Do staff charged to the grant
also receive compensation from a related entity? For these staff, does total compensation from all sources exceed
the cap amount?

e If the grantee is a nonprofit organization, review the 990s or W2s.

4C NOTES:
4D 4D COMPLIANCE QUESTION:
Y NM Are grantee and delegate staff wages charged to the grant reasonable and supported by appropriate wage

comparability data?
2 CFR Part 230, Appendix B(8)(c); 2 CFR Part 225, Appendix B(8)(b)

2 CFR Part 230 for nonprofit organizations;
2 CFR Part 225 for State, local, and Tribal governments

PROMPTS 4D GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

e Are wages consistent with wages paid for similar work in the grantee and delegate’s other activities? If the
grantee and delegate do not have similar work in other activities, are wages comparable to wages paid for
similar work in the labor markets in which they compete?

e Has the grantee revised its wage comparability study within the last 3 years? Are the positions identified in the
wage comparability study reasonably comparable to the grantee’s HS positions?

4D NOTES:
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4E 4E COMPLIANCE QUESTION:

YA N Have prior-year salaries or other prior-year costs been charged to the current budget year?
45 CFR Part 74.28; 45 CFR Part 92.23(a); 45 CFR Part 74.21(b)(3); 45 CFR Part 92.20(b)(3)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

Note: This question also relates to the “risk assessment” aspect of internal controls. Also, notes provided for this question will
be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 4E GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:
e Were salaries unpaid at the end of the award period accrued and charged to the proper award period (for

payments made after the end of the award period)?
e Based on a review of supporting documentation, were costs charged to appropriate budget periods?

4E NOTES:
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SECTION V - Financial Reporting

5A 5A COMPLIANCE QUESTION:

Y NM Are grantee and delegate financial reports and accounting records current, accurate, and available, and do they
contain information pertaining to grant or sub-grant awards and authorizations, obligations, unobligated balances,
assets, liabilities, outlays or expenditures, and income?

45 CFR Part 74.21(b)(2); 45 CFR Part 92.20(b)(2); 45 CFR Part 74.21(b)(1); 45 CFR Part 92.20(b)(1); 45 CFR Part 74.71(b)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

PROMPTS 5A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFEF:

¢ Do the grantee and delegate records identify separately the cash received and expended for each EHS and HS
Award?

e How are obligations recorded and reconciled?

e How does the grantee ensure that all obligations are liquidated within 90 days of the award period?

5A NOTES:
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5B 5B COMPLIANCE QUESTION:

Y NM& Have the grantee and delegate established and maintained efficient, effective reporting systems that have generated
Internal Revenue Service (IRS) 941 (Employer’s Quarterly Federal Tax Return), IRS 990 (Return of Organization
Exempt from Income Tax), IRS 5500 (Annual Return/Report of Employee Benefit Plan), and other official Federal,
State, and local reports as required by applicable law?
45 CFR Part 1304.51(h)(2); OMB Circular Subpart C, A-133 320(a); 45 CFR Part 92.41(b)(4); 45 CFR Part 74.52(a)(2)(iii); 45
CER Part 92.41(c)(4); 45 CFR Part 74.52(a)(1)(iv)

PROMPTS 5B GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

e Are the grantee and delegate’s required financial reports, including the SF-269 Financial Status Report and the
PSC-272 Federal Cash Transactions Report, completed and submitted to the Federal funding agency? Are they
timely?

e Are the grantee and delegate’s required reports completed and submitted to the IRS? Are they timely?

e Are the grantee and delegate’s required reports completed and submitted to the USDA? Are they timely?

e Are the grantee and delegate’s required audits completed and submitted? Are they timely? For the most recent
fiscal year, did the grantee and delegate submit an audit to the Single Audit Clearinghouse within 9 months of
year end?

5B NOTES:
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5C
Y N

(.3

PROMPTS

5C COMPLIANCE QUESTION:

Are periodic financial status reports provided to grantee and delegate governing bodies, policy groups, and staff to
advise them and to control program quality and maintain program accountability?
45 CFR Part 1304.51(h)(1)

Note: This question should be completed in collaboration with PDM Reviewers through joint interviews and document review. Also,
notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.

5C GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

e Are financial reports complete, accurate, and submitted on time?

e Do the reports include sufficient detail (including budget information, non-Federal share expenditures, and the
status of administrative limitation) to allow users to monitor the program’s financial progress?

5C NOTES:

SECTION VI - Internal Controls

6A
Y NM

&4

6A COMPLIANCE QUESTION:
Have the grantee and delegate governing bodies established and implemented appropriate internal controls to
safeguard Federal funds?

45 CFR Part 1304.50(g)(2);

Note: This question should be completed in collaboration with PDM Reviewers through joint interviews and document review. Also,
notes provided for this question will be shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 6A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

PDM AND FISCAL REVIEWERS JOINTLY INTERVIEW GOVERNING BODY, EITHER AS A GROUP OR
SEPARATELY AS INDIVIDUAL MEMBERS:

e Do one or more governing body members possess financial expertise, such as ability to understand audit reports,
balance sheets, ledgers, and Federal fiscal grant requirements?

e Ask members of the governing body how findings (developed through the audit, ongoing monitoring, or self-
assessment processes) related to fiscal issues are communicated to them regularly.

e Are governing body members independent of the grantee and delegate (i.e., not employees of the grantee or
delegate or related to employees, not vendors to the grantee or delegate)?

e Ask members of the governing body to describe what they believe are “appropriate” internal controls.

e Can the governing body, having described information collected during this review related to HS grant resources
issues, describe how it could improve its internal controls to safeguard Federal funds and ensure HS funds are
used solely for authorized purposes?

e Do governing body members periodically receive and review bank statements or summaries reflecting financial
activity in the HS program?

e What does the governing body do to promote accountability over cash and ensure that accounting data is
accurate?

What, if anything, does the governing body do to impose clear spending limits?
Does the governing body oversee the auditors” work?

6A NOTES:
6B 6B COMPLIANCE QUESTION:
Y NM Do grantee and delegate financial management systems provide for effective control over and accountability for

grant funds, property, and other assets and ensure they are used solely for authorized purposes?
45 CFR Part 74.21(b)(3); 45 CFR Part 92.20(b)(3); 45 CFR Part 74.21(b)(4); 45 CFR Part 92.20(b)(4)
(continues on next page)
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PROMPTS

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

Note: This question also relates to the “control activities” aspect of internal controls. Also, notes provided for this question will
be shared with the PDM Reviewer through the Monitoring Software.

6B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:
e How are HS funds tracked so expenditures and obligations are recorded and reconciled promptly?
How often are actual HS costs compared with budgeted costs? 74.21(b)(4); 92.20(b)(4)
e Do the grantee and delegate:
0 Perform periodic cost projections to ensure that funds will be adequate to carry out the HS program as
described in the approved funding application?
0 Count physical assets periodically, comparing them to inventory records?
0 Segregate duties among individuals responsible for authorizing transactions, processing transactions, and
reconciling fiscal accounts?
e Do grantees and delegates with limited staff establish procedures to compensate for the lack of segregation of

duties such as:
0 Management review of reports on detailed transactions, including selection of transactions to review

supporting documents.
0 Independent reconciliations or review of reconciliations of account balances.
e Arejournal entry duties segregated so one person does not prepare and post journal entries without a qualified

person’s review and approval?
e Are forms such as blank checks and purchase orders sequentially pre-numbered and physically secure, and is

access to them limited?
e Are identification plates and numbers affixed to office furniture and fixtures, equipment, and other portable

assets? If not, how are physical assets safeguarded?
e Is cash under lock and key, and is access strictly controlled?

(prompts continue on next page)
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e Are spending limits established and is documentation required for credit card use?

e Are mechanical check signers and signature plates physically protected, and is access to them strictly controlled?

¢ Do the grantee and delegate have procedures for use of automated check signers and signature plates to restrict
access and to ensure that check “signing” is done by a person appropriately authorized and uninvolved in either
the recording of transactions or the preparation and distribution of checks.

e Were large purchases of supplies or equipment made that did not benefit HS children during the budget period
in which the obligation was made? If so, cite appropriate standard, depending on type of grantee.

e Were end-of-year “bonuses” paid that were unscheduled or failed to conform with established grantee and
delegate policies? If so, cite appropriate standard, depending on type of grantee.

6B NOTES:
6C 6C COMPLIANCE QUESTION:
Y N h Have the grantee and delegate conducted an annual audit in accordance with OMB Circular A-133?

OMB Circular A-133 Subpart C, 200(a); OMB Circular A-133 Subpart C, 400(d)(4)

Note: This question also relates to the “control activities” aspect of internal controls. Also, notes provided for this question will
be shared with the PDM Reviewer through the Monitoring Software.

191 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Fiscal Management

PROMPTS 6C GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
Note: Review the last 3 years” audits in advance.

e Can fiscal staff furnish evidence of audits for the last 3 years?

e Ask the fiscal officer and fiscal staff whether the independent auditor has performed services for the grantee
other than auditing the grantee and delegate’s financial statements?

6C NOTES:

6D 6D COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if grantee or delegate expends less than $500,000 in Federal funds.

N/A Have the grantee and delegate taken corrective action or prepared a corrective action plan in response to previous
audit findings?
O 45 CFR Part 1304.50(g)(2); OMB Circular A-133 Subpart C. 300(f); 45 CFR Part 74.21(b)(3); 45 CER Part 92.20(b)(3)

3 45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
45 CFR Part 92 for State, local, and Tribal governments.

Note: This question also relates to the “control activities” aspect of internal controls. This question should be completed in

collaboration with PDM Reviewers through joint interviews and document review. Also, notes provided for this question will be
shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 6D GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
Note: Review the last 3 years” audits in advance.

e Do audits contain statements indicating noncompliance with the HS grant terms and conditions?

e Does the grantee have an audit letter specifying what should be done and when?

e Have the grantee and delegate followed up and taken corrective action on audit findings, including a schedule of
prior audit findings and a corrective action plan?

e Does the grantee have repeat audit findings?

6D NOTES:

6E 6E COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if grantee expends less than $500,000 in Federal funds.

N/A Has the grantee governing body prepared a corrective action plan to address previous audit findings?
O 45 CFR Part 1304.50(g)(2); OMB Circular A-133 Subpart C. 315(c); 45 CFR Part 74.21(b)(3); 45 CER Part 92.20(b)(3)

45 CFR Part 74 for nonprofit organizations and educational institutions (universities and colleges);
§ 3 g 45 CFR Part 92 for State, local, and Tribal governments.

Note: This question also relates to the “control activities” aspect of internal controls. This question should be completed in

collaboration with PDM Reviewers through joint interviews and document review. Also, notes provided for this question will be
shared with the PDM Reviewer through the Monitoring Software.
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PROMPTS 6E GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
Note: Review the last 3 years” audits in advance.

e Does the governing body of the grantee direct correction of adverse audit findings?

6E NOTES:
6F 6F COMPLIANCE QUESTION:
Y NM& Can the governing body describe how it detects or is notified of noncompliance with Federal, State, local, or Tribal

fiscal regulations and requirements?
45 CFR Part 1304.50(g)(2); 45 CFR Part 1304.51(i)(2)

Note: This question also relates to the “risk assessment” aspect of internal controls. Also, notes provided for this question will
be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 6F GROUND TO COVER - LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

PDM AND FISCAL REVIEWERS JOINTLY INTERVIEW GOVERNING BODY, EITHER AS A GROUP OR
SEPARATELY AS INDIVIDUAL MEMBERS:
e Do you receive periodic financial information from which you can determine from data related to purchases,
leases, vendor payments, etc. that HS resources are being used for authorized purposes?
e How does the governing body direct correction of noncompliance identified by Federal, State, local, or Tribal
authorities?

(prompts continue on next page)
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ADDRESS WITH THE FISCAL OFFICER AND AVAILABLE FISCAL STAFF:

e Ask the governing body and fiscal officer how they detect errors, fraud, misuse, or unauthorized alteration
involving HS financial transactions and events.

e What actions are taken when noncompliance with Federal regulations related to financial management is
discovered?

6F NOTES:
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Program Design and Management

This section of the Protocol contains a list of Compliance Questions that identify Head Start (HS) program requirements against which each
question is designed to monitor compliance. Reviewers assigned to this section must answer all of the Compliance Questions, but only after
collecting and analyzing sufficient information to make a well-informed Yes/No (or Not Applicable, as appropriate) decision. You should
substantiate your responses to these Compliance Questions with details from extensive interviews, document reviews, and/or observations.

Prompts in the Ground to Cover guide following each Compliance Question will help lead you to the right people, documents, and observations
from which to gather information. These prompts reflect the minimum ground to cover in addressing the Compliance Questions. (Note: Not every
Compliance Question is followed by Ground to Cover prompts). You are not limited to the interviews, document reviews, and observations
outlined in the Protocol’s Ground to Cover prompts, so long as additional sources are necessary to answer the Compliance Question. The onsite
review should cover all program options provided by the grantee and delegate as well as childcare partnerships and family childcare homes.

For each Compliance Question, you must document and describe your detailed evidence in the Notes space. These Notes form the foundation for
understanding grantee compliance, and, when appropriate, become the basis for preliminary areas of noncompliance. For all evidence collected,
you should provide sufficient context to support the conclusions drawn, including the number of documents reviewed, people interviewed, and
observations made. In the Monitoring Software, all Notes are attached to the standards listed with each Compliance Question.

The Program Design and Management (PDM) section of the Protocol is divided into 10 subsections:

I. Program Governance VI. Eligibility, Enrollment, and Attendance
II. Internal Controls VII. Planning
III. Shared Decision-Making VIII. Communications
IV. Self-Assessment IX. Record-Keeping and Reporting
V. Ongoing Monitoring X. Human Resources

%: § The COLLABORATION icon illustrated here indicates that the PDM Reviewers should collaborate with one or more other reviewers
before answering the specified question. Note that the Governing Body Interview should be scheduled after sufficient services and fiscal
information have been collected to provide specific factual context for the interview and to result in more detailed and relevant responses. The
Governing Body Interview should include service area reviewers and Fiscal Reviewers as well as PDM Reviewers.
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SECTION I - Program Governance

1A
Y N

1B
Y NM

1A COMPLIANCE QUESTION:

Can the governing body describe what being legally and fiscally responsible for administration of the EHS or HS
program means?
1304.50(g)(1)

1A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Review documents, and speak with governing body.
e Ask governing body members whether they are aware of the legal and fiscal responsibilities of the HS grant.

e Do written policies exist that define governing body members’ roles and responsibilities?

1A NOTES:

1B COMPLIANCE QUESTION:

Can the governing body members describe and demonstrate how they exercise oversight and accountability for the
HS program in terms of fiscal and program operations?
1304.50 Appendix A, Parts I, II, and III; 1304.50(g)(1)
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PROMPTS 1B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Do the grantee’s written policies inform the governing body of management procedures and functions necessary
to implement a high-quality program? What types of reports are received, how often are they received, and what
are the follow-up procedures associated with them? Review the governing body minutes as an additional source
of information.

e Does the governing body receive program reports that can readily be interpreted for them to ensure their program
oversight function?

1B NOTES:

SECTION II - Internal Controls

2A 2A COMPLIANCE QUESTION:

Has the governing body established and implemented appropriate internal controls to safeguard Federal funds?

Y NM 1304.50(g)(2)

Note: Information from the related questions in the Organizational Capacity, Use of Head Start Grant Funds, Compensation, and
Internal Controls subsections of the Fiscal Management section will be shared with the PDM Reviewer through the Monitoring
Software.
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PROMPTS

3

2A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

PDM AND FISCAL REVIEWERS JOINTLY INTERVIEW GOVERNING BODY, EITHER AS A GROUP OR
SEPARATELY AS INDIVIDUAL MEMBERS:

Do one or more governing body members possess financial expertise, such as ability to understand audit reports,
balance sheets, ledgers, and Federal fiscal grant requirements?
Ask members of the governing body how findings (developed through the audit, ongoing monitoring, or self-
assessment processes) related to fiscal issues are communicated to them regularly.
Are governing body members independent of the grantee and delegate (i.e., not employees of the grantee or
delegate or related to employees, not vendors to the grantee or delegate)?
Ask members of the governing body to describe what they believe are “appropriate” internal controls.
Can the governing body, having described information collected during this review related to HS grant resources
issues, describe how it could improve its internal controls to safeguard Federal funds and ensure HS funds are
used solely for authorized purposes?
Do governing body members periodically receive and review bank statements or summaries reflecting financial
activity in the HS program?
What does the governing body do to promote accountability over cash and ensure that accounting data is
accurate?
What, if anything, does the governing body do to impose clear spending limits?
Does the governing body oversee the auditors” work?

2A NOTES:
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2B
Y N

PROMPTS

&

2C
Y N

2B COMPLIANCE QUESTION:

Can the governing body describe specific internal control activities?
1304.50(g)(2)

Note: Information from the related questions in the Use of Head Start Grant Funds, Compensation, and Internal Controls subsections
of the Fiscal Management section will be shared with the PDM Reviewer through the Monitoring Software.

2B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

Note: The prompts for this question appear in the Fiscal Management section. Also, this question should be completed only in
collaboration with Fiscal Reviewers through joint interviews and document review.

2B NOTES:

2C COMPLIANCE QUESTION:

Does the grantee and delegate’s financial management system ensure adequate internal controls to safeguard Federal
Funds and ensure those funds are used solely for authorized purposes?
74.21(b)(3); 92.20(b)(3)

Note: Information from the related question in the Internal Controls subsection of the Fiscal Management section will be shared with
the PDM Reviewer through the Monitoring Software.
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PROMPTS

i

2C GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

Note: The prompts for this question appear in the Fiscal Management section. Also, this question should be completed only in
collaboration with Fiscal Reviewers through joint interviews and document review.

2C NOTES:

SECTION III - Policy Council

3A
Y NM
N/A

O

PROMPTS

i

3A COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if this is not a grantee.

Has the grantee established and maintained a Policy Council at the grantee level?
1304.50(a)(1)(i)

3A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Has the grantee established and maintained a Policy Council at the grantee level? 1304.50(a)(1)(i)

3A NOTES:
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3B 3B COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES WITH DELEGATE AGENCIES
Note: Please select “N/A” if this grantee does not have delegate agencies.
Y N
N/A If the grantee has more than one delegate, has a Policy Committee at the delegate level been established?
O 1304.50(a)(1)(ii) or 1304.50(a)(4)
PROMPTS 3B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Has the grantee established and maintained a Policy Committee at the delegate level? 1304.50(a)(1)(ii)
e Has the grantee delegated the entire HS program to one delegate? If so, has the grantee established, at a minimum,
a grantee-level Policy Council? 1304.50(a)(4)
3B NOTES:
3C 3C COMPLIANCE QUESTION:
Y NMh Are parent committees established at every center or equivalent committees for other program options, and do they
comprise parents of enrolled children exclusively?
1304.50(a)(1)(iii); 1304.50(a)(2)
PROMPTS 3C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e How are parents informed of parent committees?
e Can include any parent of any child enrolled in the center, regardless of funding source.

3C NOTES:
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3D 3D COMPLIANCE QUESTION:
Y NN In light of the new requirements in the HS Act, this question is no longer being asked
PROMPTS 3D GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
3D NOTES:
3E 3E COMPLIANCE QUESTION:
Y NM Does the grantee determine the composition and formation of the Policy Council, and do the Policy Council and other

policy groups reflect appropriate representation of parents and community partners?
1304.50(b)(1); 1304.50(b)(2); 1304.50(b)(3); 1304.50(b)(7)

PROMPTS 3E GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Does at least 51 percent of Policy Council and Policy Committee membership comprise parents of children
currently enrolled? 1304.50(b)(2)

e Have the community representatives on the Policy Council and Policy Committees been drawn from community
organizations and individuals familiar with resources and services for low-income children and families,
including parents of formerly enrolled children? 1304.50(b)(3)

e Are all program options, with respect to established policy groups, proportionately represented by parents of
currently enrolled children? 1304.50(b)(7)

NOTES 3E NOTES:

203 Last Updated: March 31, 2008



FY 2008 Office of Head Start Monitoring Protocol Program Design and Management

v

3F
N

PROMPTS

3G
N

3F COMPLIANCE QUESTION:

Have the Policy Council, Policy Committees, and parent committees been properly established in terms of election
and service and as early in the program year as possible?
1304.50(a)(3); 1304.50(b)(4); 1304.50(b)(5)

3F GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e When, in relation to the start of the HS program year, were the Policy Council and parent committees established?
1304.50(a)(3)

e Ask members of the appropriate policy group and managers responsible for supporting the policy groups about
the terms of election.

e Review policies and procedures for election.

e Do all members of policy groups stand for election annually? 1304.50(b)(4)

e Are members of policy groups limited to a combined total of three 1-year terms of service? 1304.50(b)(5)

3F NOTES:

3G COMPLIANCE QUESTION:

In light of the new requirements in the HS Act, this question is no longer being asked
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PROMPTS 3G GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

3G NOTES:
3H 3H COMPLIANCE QUESTION:

Y NM In light of the new requirements in the HS Act, this question is no longer being asked

PROMPTS 3H GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
3H NOTES:

31 31 COMPLIANCE QUESTION:

Y NM Have each grantee and delegate’s policy groups jointly established and approved written procedures for resolving
internal disputes between the governing body and such policy groups, including impasse procedures?
1304.50(h)

PROMPTS 3I GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Review documents to determine whether written procedures exist.

e Interview governing body and policy group members to determine whether such procedures were established
jointly.

e Ask whether disputes are resolved effectively.
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31 NOTES:

SECTION IV - Self-Assessment

4A 4A COMPLIANCE QUESTION:
Y NM& Do the grantee and delegate conduct an annual self-assessment of HS program effectiveness and progress in meeting
local program goals and in implementing Federal requirements?
1304.51(i)(1)
PROMPTS 4A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask governing body members, staff, parents, and policy groups how they are involved in the annual self-
assessment of program effectiveness and progress in meeting local HS program goals and implementing Federal
requirements.

e Ask appropriate management staff how they use the information from the self-assessment.

e Do the grantee and delegate have a copy of their last complete self-assessment? Review and evaluate the
document for linkages with program goals and Federal requirements.

4A NOTES:
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SECTION V - Ongoing Monitoring

5A
Y N

3

PROMPTS

5A COMPLIANCE QUESTION:

Can the grantee demonstrate that it has established and implemented procedures for ongoing monitoring of its EHS
and HS operations at the grantee and delegate level to ensure effective implementation of Federal regulations?
1304.51(i)(2)

Note: Information from the related question in each service area will be shared with the PDM Reviewer through the Monitoring
Software.

5A GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask management staff to describe the procedures to implement ongoing monitoring of program operations at the
grantee and delegate level. Review documents related to the ongoing monitoring process, if available.

e Who is responsible for ensuring that ongoing monitoring of program operations occurs? If not all program areas
are monitored by the same person or persons, who is responsible for compiling the results and identifying system-
wide issues?

e How often is monitoring conducted?

e Ask management staff to describe the procedures they use to detect noncompliance with Federal regulations.

e Ask management staff what actions they take when areas of noncompliance are identified. Ask management staff
to provide examples.

5A NOTES:
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5B
Y NM
N/A

O

PROMPTS

5B COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES WITH DELEGATES
Note: Please select “N/A” if this grantee does not have delegate agencies.

Does the grantee inform delegate governing bodies of deficiencies in delegate operations identified in the monitoring

review and help them develop plans, including timetables, for addressing problems?
1304.51(i)(3)

5B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Does the grantee promptly inform delegate governing bodies of deficiencies identified?

e Does the grantee work with delegates to set priorities and establish schedules for addressing areas of deficiency in
delegate operations?

5B NOTES:

SECTION VI - Eligibility, Enrollment, and Attendance

6A
Y NN
N/A

6A COMPLIANCE QUESTION: APPLIES ONLY TO HS PROGRAMS
Note: Please select “N/A” if this is not an HS program.

Based on the results of the Age/Income Eligibility Review, does the HS program serve only children who are at least 3
years old at the time of enrollment?

Head Start Act 645(c)

Note: Refer to the summary results from the Report Coordinator’s Age/Income Eligibility Review. Also, children in migrant and
seasonal programs are eligible from birth to the child’s entry into kindergarten.
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6B
Y N

PROMPTS

6A NOTES:

6B COMPLIANCE QUESTION:

Do program staff verify every child’s eligibility and include in each file a statement signed by an employee of the
program identifying which documents were examined to determine eligibility?

1305.4(c); 1305.4(d); 1305.4(e)

Note: signed statements may list one of the following acceptable forms of proof of eligibility: Individual Income Tax Form 1040, W-2
forms, pay stubs, pay envelopes, written statements from employers, documentation showing current status as recipients of public
assistance, and declarations of zero income. Also note that homeless children are automatically eligible.

6B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Inyour notes, include the number and percentage of files reviewed that do not have signed statements that meet
the criteria. Information collected through the Eligibility Review Form will populate the notes below.

6B NOTES:
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6C
Y N

PROMPTS

6C COMPLIANCE QUESTION:

Note: The 2007 Head Start Act specifies that children whose families are below the poverty line, whose families receive public
assistance, who are homeless, or who are foster children are eligible to enroll in the Head Start program. At least 55% of a program’s
enrolled children must be from the aforementioned categories. Legislation allows programs to enroll no more than 45% of its children
from families whose income is above the poverty line, specifically:
- No more than 10% may be children from families who are neither below the poverty line nor otherwise categorically eligible; and
- Up to an additional 35% may be children whose families” incomes fall between 100 and 130% of the poverty line.

Does the program enrollment consist of at least 55% of children who meet one of the following criteria?

e  The child’s family income is below the poverty line

e  The child’s family is receiving public assistance

e  The child’s family is homeless

e  The child is a foster child

Note: this question is not linked to a performance standard. Collecting this information and providing a response to this question are
critical to completing the compliance questions that follow.

6C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask program staff responsible for program enrollment to indicate the percentage of enrolled children who meet
one of the criteria above.

6C NOTES:
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6D
Y N

N/A

O

PROMPTS

6D COMPLIANCE QUESTION:

If the program has enrolled children who do not meet one of the criteria below, does more than 45% of the program’s
enrollment consist of children whose family income is above poverty, with (a) no more than 10% being any income
level ,and (b) up to an additional 35% of the children’s family income falling between 100% and 130% of poverty?

e  The child’s family is receiving public assistance

e  The child’s family is homeless

e  The child is a foster child

Sec. 645 (a)(1)(B)(iii)(II)

6D GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e In your notes, indicate the number and percentage of children whom the program has determined to be “over-
income.”

° Where available, review income documentation.

e  Ask program staff responsible for program enrollment to indicate the percentage of enrolled children whose family
income is above the poverty line, specifying the number and percentage that fall between 100% and 130% of poverty
and those that fall over 130%.

6D NOTES:
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6E 6E COMPLIANCE QUESTION:
If the agency serves children whose family income falls between 100% and 130% of poverty, can it demonstrate that it
Y NM& has established and implemented outreach and enrollment policies and procedures to first ensure it is meeting the
N/A needs of children who meet one of the following criteria?
O e  The child’s family income is below the poverty line
e  The child’s family is receiving public assistance

e  The child’s family is homeless
e  The child is a foster child
Sec. 645 (a)(1)(B)(iii)(II)(aa) and Sec. 645 (a)(1)(B)(iii)(II)(bb)

PROMPTS 6E GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask program staff responsible for program enrollment to describe and demonstrate the program’s process for
outreach and enrollment to ensure that it is meeting the needs of children below the poverty line, eligible for
public assistance, foster children, or homeless before enrolling other children.

e Review the most recent community assessment to determine whether the program’s decision to
enroll children between 100% and 130% poverty meets the needs of the area served by the
program.

e Review any available documentation of outreach and enrollment policies and procedures.

6E NOTES:
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6F
Y N

N/A

O

PROMPTS

6F COMPLIANCE QUESTION: APPLIES ONLY TO AMERICAN INDIAN OR ALASKA NATIVE GRANTEES
ENROLLING MORE THAN 10 PERCENT OF OVER-INCOME CHILDREN

Note: Please select “N/A” if this is not an American Indian or Alaska Native grantee enrolling more than 10 percent of over-income
children.

Do American Indian or Alaska Native grantees that enroll more than 10 percent of over-income children meet the
requirements in 1305.4(b)(3)(i) and 1305.4(b)(3)(ii)?
1305.4(b)(3)(i); 1305.4(b)(3)(ii); 1305.4(b)(3)(iv)

6F GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Does the grantee serve all income-eligible children living on the reservation who wish to enroll before accepting
more than 10 percent over-income children? 1305.4(b)(3)(i)

e Are all income-eligible children native to the reservation, but living in non-reservation areas approved as part of
the Tribe’s service area, who wish to enroll in the program accepted before more than 10 percent over-income
children are accepted? 1305.4(b)(3)(ii)

e Has the Tribe enrolled all non-Indian income-eligible children whose families wish to enroll, if the non-
reservation area is not served by another HS program, before accepting more than 10 percent over-income
children? 1305.4(b)(3)(ii)

e Is the total enrollment of income-eligible children at least 51 percent if the Tribe meets the conditions in
1305.4(b)(3)(i) and 1305.4(b)(3)(ii)? 1305.4(b)(3)(iv)

6F NOTES:
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6G
Y N

N/A

O

PROMPTS

6H

N/A

6G COMPLIANCE QUESTION:

Can the grantee demonstrate it maintains its funded enrollment?
1305.7(b)

Note: If 60 calendar days or fewer remain in the program’s enrollment year, a program may elect —at its option—not to fill a vacancy.
Also, Migrant and seasonal programs calculate enrollment using a cumulative number of children served across the program year.
Some children may reenroll, stay for a few months, leave when the family works in another location, and then return to the program.
Team leaders and reviewers should use the cumulative enrollment of the last program year.

6G GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Can the grantee identify all current vacancies and how many days have elapsed since each vacancy occurred?

e Does the grantee maintain a waiting list?
e How does the grantee ensure vacancies do not exist beyond 30 days?

6G NOTES:

6H COMPLIANCE QUESTION: APPLIES ONLY TO CENTER-BASED PROGRAMS
Note: Please select “N/A” if this is not a center-based program.

Do the grantee and delegate ensure that when monthly average daily attendance in center-based programs falls below

85 percent, the causes of absenteeism are analyzed?
1305.8(a)
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PROMPTS 6H GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Does the analysis include a study of the patterns of absences for each child, including the reasons for absences,
and number of absences that occur on consecutive days?

6H NOTES:
6l 61 COMPLIANCE QUESTION:
Y NM Do the grantee and delegate ensure that no child’s enrollment or participation in the program is contingent on
payment of a fee?
1305.9

61 GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask parents whether they have ever been required to pay HS in exchange for their participation in the
program.

e Review program policies to ensure they contain no mention of a fee.

61 NOTES:

SECTION VII - Planning

7A 7A COMPLIANCE QUESTION:
Y NM& Have the grantee and delegate developed a written plan or plans for implementing services in early childhood
development and health, family and community partnerships, and program design and management?
1304.51(a)(1)(ii)
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PROMPTS

7B
Y N
N/A

O

PROMPTS

7A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Does the written plan include both multiyear program goals and short-term program and financial objectives that
address the findings of the Community Assessment, are consistent with EHS philosophy, and reflect the findings
of the program’s annual self-assessment? 1304.51(a)(1)(ii)

7A NOTES:

7B COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if this is not a grantee.

Has the grantee conducted a Community Assessment within the required timeframe and with the required follow-up
review to ensure that changes within its service areas are reflected in the Community Assessment?
1305.3(c); 1305.3(e)

7B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e How does the grantee meet this requirement when it has delegates?

e Has the grantee conducted a Community Assessment within its service area once every 3 years? 1305.3(c)

e Has the grantee conducted a review in each of the 2 years following its Community Assessment to determine
whether significant changes have occurred in its services area? 1305.3(e)

e Has the Community Assessment been updated if the grantee’s review has determined that significant changes
have occurred in its service area? 1305.3(e)

7B NOTES:
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7C
Y N
N/A

O

PROMPTS

7C COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if this is not a grantee.

Does grantee planning include a Community Assessment that encompasses the collection and analysis of the
elements described in 1305.3(c)?
1305.3(c)(1); 1305.3(c)(2); 1305.3(c)(3); 1305.3(c)(5); 1305.3(c)(6)

7C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Does the Community Assessment reflect collection and analysis of data related to the following:

0}
0}

o
0}

Demographic makeup of HS-eligible children and families? 1305.3(c)(1)

Other child development and childcare programs serving HS-eligible children and the approximate number of
HS-eligible children served by each? 1305.3(c)(2)

Estimated number of children with disabilities 4 years old or younger, including types of disabilities and
relevant services and resources provided to these children by community agencies? 1305.3(c)(3)

Education, health, nutrition, and social service needs of HS-eligible children and their families? 1305.3(c)(5)
Resources in the community that could be used to address the needs of HS-eligible children and their families,
including assessments of their availability and accessibility? 1304.3(c)(6)

e Can the grantee demonstrate that it has a Community Assessment that encompasses all requirements, including
delegate information, whether the grantee requires delegates to conduct their own Community Assessment or
whether it conducts the entire community assessment for the service area?

7C NOTES:
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D 7D COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES
Note: Please select “N/A” if this is not a grantee.
Y N

N/A Does grantee planning use and incorporate information from the Community Assessment?
O 1305.3(d)(1); 1305.3(d)(2); 1305.3(d)(3); 1305.3(d)(4); 1305.3(d)(5); 1305.3(d)(6)
PROMPTS 7D GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

¢ Does information collected and analyzed in the Community Assessment determine the:
0 Grantee’s philosophy and its long-range and short-range program goals? 1305.3(d)(1)
0 Type of component services most needed? 1305.3(d)(2)
0 Recruitment area that the grantee will serve, if limitations in the amount of resources make serving the entire
service area impossible? 1305.3(d)(3)

IF THE GRANTEE HAS DELEGATES:
e Does information collected and analyzed in the Community Assessment:
0 Determine the recruitment area the grantee will serve and the recruitment area each delegate will serve?
1305.3(d)(4)
0 Determine the appropriate locations for HS centers and the areas home-based programs will serve?
1305.3(d)(5)

0 Set the criteria that define the types of children and families who will receive priority for recruitment and
selection? 1305.3(d)(6)

7D NOTES:
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7F. 7E COMPLIANCE QUESTION:

Y Nh Does the grantee operate one of the approved program options in accordance with applicable regulations?
1306.31(a); 1306.34(a)(2); 1306.33(a)(1); 1306.33(a)(2); 1306.32(b)(3); 1306.35

PROMPTS 7E GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

If the program operates a combination option, does it provide an acceptable combination of minimum number
of class sessions and home visits over a period of 8-12 months? 1306.34(a)(2)

If the program operates a home-based option, does it provide 1 home visit per week per family (a minimum of
32 home visits per year), lasting a minimum of one and a half hours each, as well as provide 2 group
socialization activities per month for each child (a minimum of 16 group socialization activities per year)?
1306.33(a)(1); 1306.33(a)(2)

If the program operates a home-based option for EHS, does it provide the required minimum weekly home
visits and monthly group socializations for the number of weeks of operation as approved in the grant?
1306.33(a)(1); 1306.33(a)(2)

If the program operates a center-based program, how does it ensure it provides the required number of hours
or days of operation? 1306.32(b)(3)

If the program operates an alternate program variation, can it demonstrate approval from ACF? 1306.35

7E NOTES:
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SECTION VIII - Communications

S8A
Y N

PROMPTS

8B
Y NM

PROMPTS

8A COMPLIANCE QUESTION:

Do the grantee and delegate ensure that effective two-way communication between staff and parents is carried out
regularly throughout the HS program year?
1304.51(c)(1)

Note: Information from the related questions in the Building Relationships with Families subsection of the FCS section will be shared
with the PDM Reviewer through the Monitoring Software.

8A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e How is information shared regularly between staff and parents?
e How do parents receive the information they need, when they need it, and in an appropriate and useful form?

8A NOTES:

8B COMPLIANCE QUESTION:

Do the grantee and delegate ensure that communication with parents is carried out in the parents’ primary or
preferred language or through an interpreter, to the extent feasible?
1304.51(c)(2)

Note: Information from the related question in the Building Relationships with Families subsection of the FCS section will be shared
with the PDM Reviewer through the Monitoring Software.

8B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e How does the grantee determine the parents’ primary or preferred language or languages?
e What resources does the grantee access to facilitate communication with parents?
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8C
Y NM

PROMPTS

8D
Y NM
N/A

O

PROMPTS

8B NOTES:

8C COMPLIANCE QUESTION:

Have the grantee and delegate established and implemented systems to ensure that timely and accurate information is
provided to parents, policy groups, staff, and the general community?
1304.51(b)

8C GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e How does the grantee periodically communicate information about the EHS or HS program to parents, policy
groups, and the general community?
e Does documentation of newsletters, notices, etc. exist?

8C NOTES:

8D COMPLIANCE QUESTION: APPLIES ONLY TO GRANTEES WITH DELEGATES
Note: Please select “N/A” if this grantee does not have delegate agencies.

Has the grantee established and implemented systems to ensure that timely and accurate information is provided to
delegates?
1304.51(f)

8D GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e How does the grantee ensure that delegate staff receive timely and accurate information about the EHS or HS
program?

e Ask delegate management staff whether and how they receive timely and accurate information about the EHS or
HS program.
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SE
Y NM

PROMPTS

8F
Y N

8D NOTES:

8E COMPLIANCE QUESTION:

Do the grantee and delegate have mechanisms for regular communication among all program staff to facilitate high-
quality outcomes for children and families?
1304.51(e)

8E GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Can grantee and delegate management staff describe the mechanisms for regular communication among all
program staff?

e Have the grantee and delegate established an environment in which open and frequent staff communication is
encouraged?

e Ask, if applicable, how the grantee and delegate communicate with staff deployed across significant geographic
distances (e.g., in-service trainings, use of computer technology, staff bulletins, conference calls)

8E NOTES:

8F COMPLIANCE QUESTION:

Do the grantee and delegate provide regular communication with governing bodies and policy groups?
1304.51(d)(1); 1304.51(d)(2); 1304.51(d)(3); 1304.51(d)(4)
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PROMPTS

8F GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Does the grantee communicate:

Procedures and timetables for planning? 1304.51(d)(1)

Policies and guidelines from the Department of Health and Human Services (HHS)? 1304.51(d)(2)
Program and financial reports? 1304.51(d)(3)

EHS and HS program plans, policies, and grant applications? 1304.51(d)(4)

O O O O

8F NOTES:

SECTION IX - Record-Keeping and Reporting

9A
Y NM

PROMPTS

9A COMPLIANCE QUESTION:

Are periodic financial status reports provided to grantee and delegate governing bodies, policy groups, and staff to
advise them, control program quality, and maintain program accountability?
1304.51(h)(1)

Note: Information from the corresponding question in the Financial Reporting subsection of the Fiscal Management section will be
shared with the PDM Reviewer through the Monitoring Software.

9A GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Do you receive financial status reports?
e How often do you receive them?
e What information do the financial status reports contain?

9A NOTES:
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9B
Y N

PROMPTS

9C
Y NM

PROMPTS

9B COMPLIANCE QUESTION:
Are periodic program operations reports provided to grantee and delegate governing bodies, policy groups, and staff
to advise them, to control program quality, and maintain program accountability?

1304.51(h)(1)

Note: Information from the corresponding question in the Financial Reporting subsection of the Fiscal Management section will be
shared with the PDM Reviewer through the Monitoring Software.

9B GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask governing body and policy group members and management staff whether they receive clear, accurate, and
understandable reports.
e How do these reports help them keep abreast of program quality and accountability?

9B NOTES:

9C COMPLIANCE QUESTION:

Do the grantee and delegate establish and maintain a record-keeping system that provides accurate and timely
information regarding children, families, and staff and ensure appropriate confidentiality of this information?
1304.51(g)

9C GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask management staff to describe how they ensure that their record-keeping system is accurate and timely?
e Ask management staff how they ensure that appropriate confidentiality is maintained?
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9C NOTES:

SECTION X — Human Resources

10 A 10A COMPLIANCE QUESTION:

Y N h Do staff and consultants in program content areas have the required credentials, qualifications, and experience?
1304.52(d)(1); 1304.52(d)(2); 1304.52(d)(3); 1304.52(d)(4); 1304.52(d)(5); 1304.52(d)(6); 1304.52(d)(7); 1304.52(d)(8);
1304.52(e); 1304.52(f)

Note: Information from the corresponding question in the Staffing and Training subsection of each of the Protocol’s service area
sections and the Organizational Capacity subsection of the Fiscal Management section will be shared with the PDM Reviewer
through the Monitoring Software.

10A NOTES:
10B 10B COMPLIANCE QUESTION:
Y NM& Do the grantee and delegate have a system to ensure that staff and consultants have the knowledge, skills, and

experience needed to perform their assigned functions, fulfill their job responsibilities, and implement Head Start
Performance Standards?
1304.52(b)(1); 1304.52(b)(2); 1304.52(b)(3); 1304.52(b)(4)

PROMPTS 10B GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Can the grantee and delegate describe and demonstrate its system to ensure that all staff hired and assigned to
support the HS program have the required knowledge, skills, and experience to support all required program

activities?
(prompts continue on next page)
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10C
Y NM

PROMPTS

e Have the grantee and delegate agencies hired staff and consultants who possess the qualifications and experience
to do their jobs? 1304.52(b)(1); 1304.52(b)(2)

e Do parents receive preference for employment vacancies for which they are qualified? 1304.52(b)(3)

e Are staff and consultants familiar with the ethnic background and heritage of families served? 1304.52(b)(4)

e Are staff and consultants able to serve and communicate effectively with children and families with limited or no
English proficiency? 1304.52(b)(4)

10B NOTES:

10C COMPLIANCE QUESTION:

Do the grantee and delegate conduct annual performance reviews of all staff?
1304.52(i)
10C GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask managers and staff to describe the annual performance review process.
e Do they use the results of the reviews to identify training and professional development needs?

e How do they assist staff in improving skills and professional competencies?

10C NOTES:
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10D
Y NM

PROMPTS

10E
Y NM

10D COMPLIANCE QUESTION:

Can the grantee and delegate demonstrate that a State or national criminal record check is conducted for all employees
and that an employee is not considered permanent until the check has been completed?
1301.31(b)(1)(iii)

10D GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Ask the grantee and delegate how they ensure that criminal record checks are conducted before hiring and that
employees are not considered permanent until the check has been completed.
e Review files of grantee staff hired in the past 2 years to verify that this process was conducted.

10D NOTES:

10E COMPLIANCE QUESTION:

Do all grantee and delegate staff sign a declaration before employment that lists all pending and prior criminal arrests
and convictions if applicants have pending or prior criminal arrests or convictions, including related to child abuse
and neglect and violent felonies?

1301.31(b)(2)(i); 1301.31(b)(2)(ii); 1301.31(b)(2)(iii); 1301.31(b)(3)
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PROMPTS

10F

Y NM

PROMPTS

10E GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

Can grantee and delegate staff describe and demonstrate their procedure for using results from criminal record
checks required by 45 CFR 1301.31 (b)(1)(iii) in order to know which individuals are required to sign declarations
listing all pending and prior criminal arrest and convictions?

Can grantee and delegate staff describe and demonstrate how they ensure they are informed of all pending and
prior criminal arrests or convictions of job applicants including those related to child abuse and neglect and
violent felonies?

Can the grantee and delegate staff describe and demonstrate how they ensure current employees inform the
grantee and delegate of any pending or prior criminal arrests and charges-- including those related to child abuse
and neglect and violent felonies--since the employees’ initial employment application?

Ask the grantee and delegate to show an example, if applicable, of one or more employees’ signed declarations to
review for completeness; i.e., all required elements are present.

Can grantee and delegate staff describe and demonstrate how it they assess the relevancy of an arrest, a pending
criminal charge or conviction for an individual employee’s prospective or current position? 1301.31 (b)(3)

10E NOTES:

10F COMPLIANCE QUESTION:

Can the grantee and delegate demonstrate that they have documentation on each staff member’s initial health
examination (including screening for tuberculosis) and periodic reexaminations (as recommended by his or her health
care provider or as mandated by State, local, or Tribal laws)?

1304.52(j)(1)

10F GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

Ask the grantee and delegate to provide verification of initial health examination and reexamination, as necessary,
for all new hires in the past 12 months.
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10G
Y NM

PROMPTS

10H
Y NM

PROMPTS

10F NOTES:

10G COMPLIANCE QUESTION:

Is the EHS or HS director qualified for the position through having demonstrated skills and abilities relevant to
human services program management?
1304.52(c)

10G GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the HS Director what kind of work experience he or she had before being hired.

e Ask the EHS Director what kind of work experience he or she had before being hired.
e Did the EHS Director or the HS Director have Regional Office approval before being hired?

10G NOTES:

10H COMPLIANCE QUESTION:

Does the program ensure that all staff abide by established standards of conduct and address violations of these
standards?

1304.52(h)(1); 1304.52(h)(1)(i); 1304.52(h)(1)(ii); 1304.52(h)(1)(iii); 1304.52(h)(1)(iv)

10H GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Does the grantee have a written code of conduct for its staff that includes all elements specified in 1304.52(h)(1)(i);

1304.52(h)(1)(ii); 1304.52(h)(1)(iii); and 1304.52(h)(1)(iv)?
e Are staff code of conduct violations reported to management?
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10H NOTES:
101 10I COMPLIANCE QUESTION:
Y NM& Do the grantee and delegate provide ongoing training opportunities for staff and training for governing body
members?

1304.52(k)(2); 1304.52(k)(3); 1304.52(k)(4); 1306.23(a)

Note: Information from the corresponding question in Staffing and Training subsection of each of the Protocol’s service area sections
will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 10I GROUND TO COVER -LOOKFOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Review information provided by service area reviewers regarding ongoing training opportunities for staff.
e Ask the governing body members whether the grantee and delegate provided training or orientation to EHS and
HS governing body members as well as orientation and ongoing training to EHS and HS Policy Council and

Policy Committee members to enable them to carry out their program governance responsibilities effectively?
1304.52(k)(4)

10I NOTES:

10] 10] COMPLIANCE QUESTION:
Y NM Have the grantee and delegate established staff training that includes methods for identifying and reporting child

abuse and neglect that comply with applicable State and local laws?
1304.52(k)(3)(i)
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10] GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
PROMPTS
e Does the grantee and delegate’s approach to staff training and development related to identifying and reporting
child abuse and neglect employ a helpful rather than punitive attitude toward abusing or neglectful parents and
other caretakers, as appropriate?
e Was training conducted by a professional or professionals familiar with Federal, State, and local laws pertaining
to child abuse and neglect?

10] NOTES:

10K 10K COMPLIANCE QUESTION:

Y NM Have the grantee and delegate established and maintained an organizational structure that supports accomplishment
of program goals and ensures that program management functions are formally assigned to and adopted by staff?
1304.52(a)(1)

PROMPTS 10K GROUND TO COVER - LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:

e Do the grantee and delegate have an organizational chart?
e Does the organizational chart, if available, reflect assignments of applicable management functions?
e Do the organizational chart, job descriptions, and management staff functions adequately support EHS and HS
program goals?
10K NOTES:
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10L 10L COMPLIANCE QUESTION:

Y NM Have the grantee and delegate formally assigned program management functions to a staff person or persons?
1304.52(a)(2)(ii); 1304.52(a)(2)(iii)

Note: Information from the corresponding question in the Staffing and Training subsection of each of the Protocol’s service area
sections will be shared with the PDM Reviewer through the Monitoring Software.

PROMPTS 10L GROUND TO COVER -LOOK FOR, LISTEN FOR, ASK ABOUT THE FOLLOWING:
e Ask the management staff whether management of early childhood development and health service has been
assigned to a specific staff member. 1304.52(a)(2)(ii)

e Ask the management staff whether management of family and community partnerships has been assigned to a
specific staff member? 1304.52(a)(2)(iii)

10L NOTES:
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